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1.0 LoglIn

TOTG

WELCOME
i f
Company Email

Password

[ Remember Me

Regse

Forgot Your Password?

This portal is best viewed in Google Chrome

Procedure Name Log in.

Description & Objective: Log in to the system.

S/No | Tasks

Expected Results

1. | Start browser and access

https://erp.ifp.com.my

A login page will be displayed.

2. | Login to IFP.
Username: (¥***),

Password: ****,

Logged in to IFP and homepage admin will be displayed.



https://erp.ifp.com.my/

1.1 My Profile

TOTG Dashboard My Workplace ~ Resource Management~ Document Management - Report Management - Sales Management~ Admin Tool~ . Portal Admin1
M! Profile My Workplace @ Home - My Workplace - My Profile - Portal Admin1
Personal Detail  Education Experience Skl License  Traning  Cerificate  Reference  EmploymentHistory  ContractWork Order History — CV

Update Profile Update Profile Picture Change Password

Approved On : 09-May-2023

Staff 1D : Name : User Type :
admin Portal Admin1 Staff
Nick Name : Company Email : Personal Email :
Admin admin@ifp.com.my portal.admin@gmail com
Contact No 1 Contact No 21 oT:
+60123456789 +60123456789 Not-Entitied
carNo carcc Vehicle Type :
VP12412 2000 Car
Job Grade : Grade : Company :
Standard Permanent - IFP ENGINEERING CONSULTANCY SDN. BHD
Gender : Marital Status : Medical Limit

Female g Married v 100

Procedure Name My Profile.

Description & Objective: To update the new data about Admin.

S/No | Tasks Expected Results

1. | Click on My Workplace Navigation Bar > My Profile. Profile page will be displayed.

Case if Click Button ‘Update Profile’.

2. | Update the desired form field. The field is updated.

3. | Click button ‘Update Profile’. Popup ‘Update Profile'.

4. | Click update. Page will be refresh and new data updated.




S/No | Tasks Expected Results
Fields that have yellow highlight to shows that updated data have not
been approve yet.
Case if Click Button ‘Update Profile Picture’.
5. | Click button ‘Update Profile Picture'. Popup ‘Update Profile Picture’.
6. | Choose the image. The file inserted appear beside the button.
7. | Click ‘Update’. Alert *Profile picture updated!’.
Case if Click Button ‘Change Password’.
8. | Click button ‘Change Password'. Popup ‘Change Your Password'.
9. | Fill in the password and click ‘Update’. Alert ‘Password updated!’.




1.2 My Claim (My Pending Claim)

TOTG Dashboard My Workplace ~ Resource Management ~ Document Management ~ Report Management~ Sales Management ~ Admin Tool~ . Portal Admin1
M! Claim wmy workplace @& Home - My Workplace - My Claim
My Pending Claim(§] My Approved Claim[1] My Rejected Claim0]

‘ Claimsheet For - | Jan 2022 v ” New Claim Sheet ‘ Delete
i S o ) I G D
View

admin-Jan 2022 Claim (Back-Date) Pending Submission 2022-10-25 11:09:06

View admin-Nov 2022 Claim Submitted for Approval 2022-11-22 11:42:47

View admin-Jan 2023 Claim (Back-Date) Recalled 2023-02-13 11:31:10

View admin - Feb 2023 Claim Testing Pending Submission 2023-02-13 11:53:35

View admin-Mar 2023 Claim (Back-Date) Pending Submission 20230509 17:12:14

View admin-Apr 2023 Claim (Back-Date) Recalled 2023-05-12 09:11:17
Showing 110 6 of 6 entries Previous ‘f‘ Next

Procedure Name My Claim (My Pending Claim).

Description & Objective: To claim the own money used for the company.

S/No | Tasks Expected Results

1. | Click on My Workplace Navigation Bar > My Claim > My Pending My Pending Claim page will be displayed.
Claim.

Case if Click Button ‘New Claim Sheet'.

2. | Click button ‘New Claim Sheet'. 1 new row will appear.

Case if Click Button ‘View'.

3. | Click button view at the new row. My Claim Detail will be displayed.

Case if Click Button ‘New Claim’.

4. | Click button ‘New Claim’ and fill in the form. A new row will appear, To fill it out.

5. | Select Date. Date will be displayed.

Select Date from the list.

6. | Select Entity. Few types of entity will be displayed.




S/No

Tasks

Expected Results

Select entity type from the list.

7. | Select Expenses_Type. Few types of expenses type will be displayed.
Select expenses type from the list.
8. | Select Project_Code Few types of project code will be displayed.
Select project code from the list.
9. | Fill in Depart_From. Depart field is mandatory.
10. | Fill in Destination. Destination field is mandatory.
11. | Fill in Work_Description. Work Description is mandatory.
12. | Fill in Mileage. Work Description is mandatory and only number accepted.
13. | Fill in Tolls. Tolls is mandatory and only number accepted.
14. | Fill in Parking. Parking is mandatory and only nhumber accepted.
15. | Fill in Remarks. Remarks is mandatory.
Case if Click Button ‘Delete’.
16. | Select the row that need to delete. The row selected is highlight.
17. | Click button ‘Delete’. Popup ‘Delete’.
18. | Click button ‘Delete’. The selected row will disappear.
Case if Click Button ‘Submit for Approval’.
19. | Click button ‘Submit for Approval’. Popup ‘Submit Claim” will display.
20. | Click button ‘Yes'.

Case if

Click Button ‘Recall’.




S/No

Tasks

Expected Results

21,

Cllick button ‘Recall’.

Popup ‘Recall Claim’ will display.

22,

Click button ‘Recall’.

Case if

Click Button ‘Export’.

23.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.2.1 My Claim (My Approved Claim)

TOTG

Dashboard My Workpiace~  Resource Management~  Document Management~

My Claim My Workplace

My Pending Claim[s] My Approved Claim[1] My Rejected Claim[0]

Report Management-~

Sales Management~  Admin Tool~

@ Home - My Workplace -~ My Claim

View

admin-Jul 2022 Claim (Back-Date)

for system Final Approved 2022-09-15 15:54:09

Showing 110 1 of 1 entries

Procedure Name

My Claim (My Approved Claim).

Description & Objective:

To claim the own money used for the company.

S/No | Tasks Expected Results
1. | Click on My Workplace Navigation Bar > My Claim > My Approved My Approved Claim page will be displayed.
Claim.
Case if Click Button ‘View'.
2. | Click button ‘View'. My Claim Detail will be displayed.
Case if Click Button ‘New Claim’.
3. | Click button ‘New Claim’ and fill in the form. A new row will appear, To fill it out.
4. | Select Date. Date will be displayed.
Select Date from the list.
5. | Select Entity. Few types of entity will be displayed.
Select entity type from the list.
6. | Select Expenses_Type. Few types of expenses type will be displayed.
Select expenses type from the list.
7. | Select Project_Code Few types of project code will be displayed.

Select project code from the list.




S/No | Tasks Expected Results
8. | Fill in Depart_From. Depart field is mandatory.
9. | Fill in Destination. Destination field is mandatory.
10. | Fill in Work_Description. Work Description is mandatory.
11. | Fill in Mileage. Work Description is mandatory and only number accepted.
12. | Fill in Tolls. Tolls is mandatory and only number accepted.
13. | Fill in Parking. Parking is mandatory and only nhumber accepted.
14. | Fill in Remarks. Remarks is mandatory.

Case if Click Button ‘Delete’.

15. | Select the row that need to delete. The row selected is highlight.
16. | Click button ‘Delete’. Popup ‘Delete’.
17. | Click button ‘Delete’. The selected row will disappear.

Case if Click Button ‘Export’.

18. | Click button ‘Export’. Choose type of file can be choose to be export.




1.2.2 My Claim (My Rejected Claim)

TOTG  Dashboard My Workplace~  Resource Management  Document Managemeni~  Report Management~  Sales Management~  Admin Toolv . Portal Admin1
My Claim wmy workplace @ Home - My Workplace - My Claim
My Pending Claim[§] My Approved Claim[1] My Rejected Claim[0]

i S T ) T S |

No data available in table

Showing 0 to 0 of 0 entries Previous Next

Procedure Name My Claim (My Rejected Claim).

Description & Objective: To claim the own money used for the company.

S/No | Tasks Expected Results

1. | Click on My Workplace Navigation Bar > My Claim > My Rejected My Rejected Claim page will be displayed.
Claim.




1.3 My Leave (My Leave Application Form)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~

My Leave My Workplace

Leave Type

Maternity Leave

Leave Term :

@ Full Day

Half Day Morning
Half Day Afternoon

start Date

£ 01-may-2023

End Date :

2 03-May-2023

Reason :

dawdawd

Attachment

Choose Files | No file chosen

Report Management~  Sales Management~  Admin Tool~

My Leave Application Form My Pending Leave[3] My Approved Leave[0] My Rejected Leave[1] My Cancelled Leave[2]

@ rorta Aamm

@ Home - MyWorkpiace - My Leave

Procedure Name

My Leave (My Leave Application Form).

Description & Objective:

To be absent from work for a specific reason.

S/No | Tasks Expected Results
1. | Click on My Workplace Navigation Bar > My Leave > My Leave My Leave Application Form page will be displayed.
Application Form.
2. | Select Leave Type. Few types of leave will be displayed.
Select leave type from the list.
3. | Select Leave Term. Choose leave term.
4. | Select Start Date. Choose start date for the start duration.
5. | Select End Date. Choose end date for the leave duration.




S/No | Tasks Expected Results
6. | Fill in Reason. Reason field is mandatory.
7. | Click *Choose File’ if have attachment. Upload attachment if got any document to attach with the form.
8. | Click on ‘Submit'.

Alert message will pop up:

Leave application submitted!




1.3.1 My Leave (My Pending Leave)

TOTG  Dashboard My Workplace~  Resource Management~  Document Managemeni~  Report Management~  Sales Management ~

Admin Tool~ @ rortaiadmint

@ Home - MyWorkplace - My Leave

My Leave My Workplace
My Leave Application Form My Pending Leave[3] My Approved Leave(0] My Rejected Leave[1] My Cancelled Leave[2]

Previous ‘ 1 ‘ Next

[hcim [ owe_to ] too-Tam ] S04 | ExtOuo+ | oo 0o §| Foson ¢ |_vlaion Dt 4| Fowor | _Lae. S ¢ | Foin-0no | Connen §] |

Emergency Leave Half Day Afternoon 23-May-2023  24-May-2023 1 asasdasd 2023-05-08 13:55:29 Michael William King Pending Approval 0000-00-00 00:00:00 Add Files
Maternity Leave Full Day 10-May-2023 = 12-May-2023 3 dasdsd 2023-05-08 13:56:12 Michael William King Pending Approval 0000-00-00 00:00:00 Add Files
Paternity Leave Half Day Morning 02-May-2023 ~ 03-May-2023 1 sadasd 2023-05-09 17:14:02 Michael William King Pending Approval 0000-00-00 00:00:00 Add Files

Description & Objective: to be absent from work for a specific reason.

S/No | Tasks Expected Results

1. | Click on My Workplace Navigation Bar > My Leave > My Pending My Pending Leave page will be displayed.
Leave.

Case if Click Button ‘Edit’.

2. | Select row need to Edit. The row selected is highlight.

3. | Click button ‘Edit’. Popup “Edit entry’.

4. | Edit desired field. The field will changed.

5. | Click button ‘Update’. The row selected is highlight.
The row selected is updated.

Case if Click Button 'Redirect’.

6. | Click button ‘Redirect’. Alert ‘Redirect’.

7. | Select ‘Approver’. Few of Approver will be displayed.




S/No | Tasks Expected Results

Select Approver from the list.

8. | Click button ‘Redirect’.

Case if Click Link ‘Add Files'.

9. | Click Link ‘Add Files’. Alert ‘Add Files'.

10. | Select ‘Choose Files'. Upload attachment if got any document to attach with the form.

11. | Click button ‘Upload’. ‘Success’ will appear below of field *Choose Files'.




1.3.2 My Leave (My Approved Leave)

TOTG  Dashboard  MyWorkplace~  Resource Management-  Document Management-  Report Management-  Sales Management~  Admin Tool - . Portal Admin1
My Leave My Workplace @ Home - My Workplace -~ MyLeave
My Leave Application Form My Pending Leave[2] My Approved Leave[1] My Rejected Leave[1] My Cancelled Leave[2]
Previous ‘I| Next
Maternity Leave Full Day 10-May-2023 12-May-2023 3 dasdsda 2023-05-08 13:56:12 Rohana Abd Aziz Final Approved 2023-05-12 10:55:25 Download
Procedure Name My Leave (My Approved Leave).
Description & Objective: to be absent from work for a specific reason.
S/No | Tasks Expected Results
1. | Click on My Workplace Navigation Bar > My Leave > My Approved My Approved Leave page will be displayed.
Leave.
Case if Click Button ‘Redirect’.
2. | Click button ‘Redirect’. Alert ‘Redirect’.
3. | Select ‘Approver’. Few of Approver will be displayed.

Select Approver from the list.

4. | Click button ‘Redirect’.

Case if Click Link ‘Download’.

5. | Click link ‘Download’. The file will be displayed on new page.




1.3.3 My Leave (My Rejected Leave)

TOTG  Dashboard My Workplace~  Resource Management~  Document Managemeni~  ReporiManagement~  Sales Management~  Admin Tool~ .PunalAﬂmlm

My Leave wmy workplace

My Leave Application Form My Pending Leave[2] My Approved Leave[1] My Rejected Leave[1]

@ Home - My Workplace ~ My Leave

My Cancelled Leave[2]

I X T A ) ) T =)

Annual Leave Full Day 01-Jan-2022 01-Jan-2022 hau import 2022-07-25 14:47:52 Yasmin Farhani Mohamad Sani 1st Rejected 2023-02-23 16:26:44

Procedure Name My Leave (My Rejected Leave).

Description & Objective:

to be absent from work for a specific reason.

S/No

Tasks

Expected Results

1.

Click on My Workplace Navigation Bar > My Leave > My Rejected
Leave.

My Rejected Leave page will be displayed.




1.3.4 My Leave (My Cancelled Leave)

TOTG  Dashboard My Workplace~  Resource Management~  DocumentManagement~  Report Management~  Sales Management~  Admin Tool~

@ rortal Admint

My Leave wuy workplace & Home -~ MyWorkplace — My Leave

My Leave Application Form My Pending Leave[2] My Approved Leave[1] My Rejected Leave[1] My Cancelled Leave[2]

e ) ) T R

Unpaid Leave Full Day 24-Jan-2023 24-Jan-2023 testing 2023-01-05 11:50:38 Portal Admin1 Cancelled 0000-00-00 00:00:00

Annual Leave Full Day 14-Mar-2023 15-Mar-2023 2 test 2023-03-23 16:19:49 Portal Admin1 Cancelled 0000-00-00 00:00:00

Procedure Name

My Leave (My Cancelled Leave).

Description & Objective:

to be absent from work for a specific reason.

S/No | Tasks

Expected Results

1. | Click on My Workplace Navigation Bar > My Leave > My Cancelled

Leave.

My Cancelled Leave page will be displayed.




1.3 My Timesheet

TOTG  Dashboard My Workplace»  Resource Management>  Document Management~  Repori Management~  Sales Management~  Admin Tool~ . Portal Admin1
My Timesheet My Workplace & Home - My Workplace - My Timeshest
Timesheet Date 08-May-2023 - 14-May-2023
e ] Pending Approval Beniries
Staffid : admin Name : Portal Admint Approved Oentries
Department : Business Development or Project Position : Admin Rejected Dentries
Nationality : Malaysian OT : Not-Entitled
Total Working Hours 0.0 hours

08-May-2023 - 14-May-2023

‘ New Row ‘ Delete ‘ Submit for Approval ‘ ‘ Export ‘5“°“'e"‘"“

N T e T e B A e e I e I
0.0 00 0.0

O  08-May-2023 Mon null - null

O 09-May-2023 Tue null - nul 0.0 00 00
[ 09-May-2023 Tue On Duty null - nul 0.0 0.0 0.0
O 10-May-2023 Wed null - nul 0.0 00 0.0
0O 11-May-2023 Thu null - nul 0.0 0.0 0.0
O 12May-2023 Fii null - nul 0.0 00 0.0

Procedure Name My Timesheet

Description & Objective: To create timesheet by Admin

S/No | Tasks Expected Results

1. | Click on My Workplace Navigation Bar > My Timesheet. Timesheet page will be displayed.

2. | Click button ‘New Row’ and fill in the form. A new form row will appear, To fill it out.

3. | Select Category. Few types of category will be displayed.
Select category type from the list.

4. | Select Project_Name. Few types of project will be displayed.
Select project type from the list.

5. | Select Work_Description. Work_Description field is mandatory.




S/No | Tasks Expected Results
6. | Select Time_In. Choose the time enter.
7. | Select Time_Out. Choose the time leave.
8. | Select Remarks. Remarks field is mandatory.
9. | Select the form that just filled and click *Submit for Approval’. Popup ‘Are you sure you wish to submit the selected timesheet for
approval?’.
10. | Click yes. Alert ‘Timesheet submitted for approval!’.




1.4 My Request (My Request Application Form)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Repori Management~  Sales Management~  Admin Tool~ . Portal Admin1

M! Reguest My Workplace @ Home - MyWorkplace - My Request

My Request Application Form My Pending Request[0] WMy Approved Request[0] My Rejected Request{o] My Cancelled Request[2]

Request Type :
Travel Destination :
Reason :

Start Date :

End Date :

Time Leaving : Time Returning :

Remarks :

Procedure Name My Request (My Request Application Form).

Description & Objective: To request spesific item from company.

S/No | Tasks Expected Results
1. | Click on My Workplace > My Request > My Request Application My Request Application Form page will be displayed.
Form.

Case if Admin Request Laptop, Name Card, Off Boarding, On Boarding, Others and Software.

2. | Fill in Remarks. Remarks field is mandatory.

3. | Click ‘Submit’.

Case if Admin Request Travel.

4. | Fill in Travel Destination and Reason. Travel Destination field is mandatory.




S/No | Tasks Expected Results
5. | Fill in Reason. Reason field is mandatory.
6. | Select Start Date. Choose the date started.
7. | Select End Date. Choose the date ended.
8. | Select Time Leaving. Choose the time leaving.
9. | Select Time Returning. Choose the time returning.
10. | Fill in Remarks Remarks field is mandatory.
11. | Select Project Name. Few types of project will be displayed.
Select project type from the list.
12. | Select Start Date. Choose the date started.
13. | Select End Date. Choose the date ended.
14. | Select Days. Choose the days stayed.

Case if Admin Has More Than 1 Project To Travel At The Same Destination.

15. | Click the button ‘Add'. A new form row will appear, To fill it out.

16. | Select Project Name. Few types of project will be displayed.

Select project type from the list.

17. | Select Start Date. Choose the date started.
18. | Select End Date. Choose the date ended.
19. | Select Days. Choose the days stayed.

20. | Click ‘Submit’




1.5.1 My Request (My Pending Request)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management-  ReportManagement~  Sales Management-  Admin Tool~ @ rortal Admint
My Request my Workplace @ Home - My Workplace - My Request
My Request Application Form My Pending Requesif80] My Approved Requesi{0] My Rejecied Request[o] My Cancelled Request[2]

provos [ 1]

Edit 5
Reveitpe —$|  Femais 4] comda Sl oow ¢ fowmsms $| emin $ Comen ¢

3 4 5 8 Next

On Boarding test for approval 2022-10-1117:38:12 Michael Wiliam King Pending Approval 0000-00-00 00:00:00
Laptop asus tuf 2023-05-08 14:31:20 Michael William King Pending Approval 0000-00-00 00:00:00
Laptop asus tuf 2023-05-08 14:31:52 Michael Wiliam King Pending Approval 0000-00-00 00:00:00

On Boarding asus tuf 2023-05-08 14:32:22 Michael William King Pending Approval 0000-00-00 00:00:00

On Boarding asus tuf 2023-05-08 14:32:53 Michael Wiliam King Pending Approval 0000-00-00 00:00:00

On Boarding asus tuf 2023-05-08 14:33:23 Michael William King Pending Approval 0000-00-00 00:00:00

On Boarding asus tuf 2023-05-08 14:33:54 Michael Wiliam King Pending Approval 0000-00-00 00:00:00

On Boarding asus tuf 2023-05-08 14:34:37 Michael William King Pending Approval 0000-00-00 00:00:00

Software microsoft office 2023-05-08 14:36:00 Michael Wiliam King Pending Approval 0000-00-00 00:00:00
Software microsoft office 2023-05-08 14:36:30 Michael William King Pending Approval 0000-00-00 00:00:00

Procedure Name My Request (My Pending Request).

Description & Objective: To request spesific item from company.

S/No | Tasks Expected Results

1. | Click on My Workplace > My Request > My Pending Request. My Pending Request page will be displayed.

Case if Click Button ‘Edit’.

2. | Select row need to Edit. The row selected is highlight.

3. | Click button ‘Edit’". Alert ‘Edit entry’.

4. | Edit desired field. The field will changed.

5. | Click button ‘Update’. The row selected is highlight.

The row selected is updated.




5.5.2 My Request (My Approved Request)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Report Management~

Sales Management  Admin Tool+ . Portal Admint

M! Reguest My Workplace

On Boarding asus tuf 2023-05-08 14:33:23 Michael Willi

On Boarding asus tuf 2023-05-08 14:33:54 Michael Wil

My Request Application Form My Pending Request{71] My Approved Request[2] My Rejected Requestf4] My Cancelled Requests]

S e | I ) ] ™ TS NN

@ Home -~ MyWorkplace - My Request

iam King 1st Approved 2023-05-12 14:37:18

iam King 1st Approved 2023-05-12 14:37:18

Procedure Name My Request(My Approved Reqguest).

Description & Objective: To request spesific item from company.

S/No

Tasks

Expected Results

1.

Click on My Workplace > My Request > My Approved Request.

My Approved Request page will be displayed.




1.5.3 My Request (My Rejected Request)

TOTG Dashboard My Workplace ~ Resource Management ~ Document Management ~ Report Management~ Sales Management~ Admin Tool~ . Portal Admin1
My Request wy workplace @ Home - MyWorkplace - My Request
My Request Application Form My Pending Request71] My Approved Request[2] My Rejected Requestf4] My Cancelled Request(5]

Previous Next
ouea e +| enais —$|  oeamm 4| wme ¢ Reweisas | giamn ¢ Comen ¢

Laptop asus tuf 2023-05-08 14:31:20 Michael William King 1st Rejected 2023-05-12 14:37:08
Laptop asus tuf 2023-05-08 14:31:52 Michael William King 1st Rejected 2023-05-12 14:37:08
On Boarding asus tuf 2023-05-08 14:32:22 Michael William King 1st Rejected 2023-05-12 14:37:08
On Boarding asus tuf 2023-05-08 14:32:53 Michael William King 1st Rejected 2023-05-12 14:37:08

Procedure Name My Request (My Rejected Request).

Description & Objective: To request spesific item from company.

S/No | Tasks Expected Results

1. | Click on My Workplace > My Request. My Request page will be displayed.




1.5.4 My Request (My Cancelled Request)

TOTG  Dashboard My Workplace~

My Request my workplace

My Request Application Form

My Pending Request[77]

Resource Management~

My Approved Request[0]

Document Management~

My Rejected Request[0]

Report Management~  Sales Management~  Admin Tool~

My Cancelled Request[s]

@& Home

@ Poral Aamint

My Workplace - My Request

Previous Next

S S S ) ) N ) o) $T Commar 4]

Travel
Travel
Laptop

Name Card

Laptop

awdwad

awdwad

asdasdad

quawaw

asdasd

2023-05-08 16:15:02

2023-05-08 16:15:33

2023-05-08 16:44.59

2023-05-08 17:14.36

20230512 09:13:44

Cancelled

Cancelled

Cancelled

Cancelled

Cancelled

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

Procedure Name

My Request (My Cancelled Request).

Description & Objective:

To request spesific item from company.

S/No

Tasks

Expected Results

1.

Click on My Workplace > My Request.

My Request page will be displayed.




1.6 My Request Management (Pending Approval Request)

TOTG  Dasnboard My Workplace~  Resource Management~  Document Managemeni~  Repori Management~  Sales Management~  Admin Tool~ . Portal Admin1

Reguest Management Resource Management & Home Tool - HR Request

Pending Approval Regquest[0] Approved Request[0] Rejected Request[0] All Request[193] Final Approved Request[82]

EDEaeE

(. . r Ir - r Jj6 jf J ]

T ) o T ) = T ]
Procedure Name My Request Management (Pending Approval Request).
Description & Objective: Manage request requested to the company.
S/No | Tasks Expected Results

1. | Click on My Workplace > My Request Management. Request page will be displayed.

Case if Click Button ‘Approve’.

2. | Select the request row. The row selected is highlight.

3. | Click button ‘Approve’.

Case if Click Button ‘Reject’.

4. | Click button ‘Reject’.

Case if click Button 'Redirect’.

5. | Click button ‘Redirect’. Popup Redirect will appear.

6. | Select Approver. Few approver will be displayed.

Select approver from the list.

7. | Click button ‘Redirect’. Alert ‘Request approval redirected!’.




1.6.1 My Request Management (Approved Request)

Request Management Resource Management @ Home - ManagementTool - HRManagement - Request Management

Pending Approval Request{0] ~ Approved Requestfo]  Rejected Requesti0]  All Request[193]  Final Approved Request[s2]

e e e ) e

No data available in table

Previous  Next

Procedure Name

My Request Management (Approved Request).

Description & Objective:

Manage request requested to the company.

S/No | Tasks Expected Results
1. | Click on My Workplace > My Request Management > Approved Approved Request page will be displayed.
Request.
Case if Click Button ‘Export’'.
2. | Click button ‘Export’. Choose type of file can be choose to be export.
Case if Click Button ‘Approve’.
3. | Select the request row. The row selected is highlight.
4. | Click button ‘Approve’.
Case if Click Button ‘Reject’.
5. | Click button ‘Reject’.
Case if Click Button ‘Redirect’.
6. | Click button ‘Redirect’. Popup Redirect will appear.




S/No | Tasks Expected Results

7. | Select Approver. Few approver will be displayed.

Select approver from the list.

8. | Click button ‘Redirect’. Alert ‘Request approval redirected!’.




1.6.2 My Request Management (Rejected Request)

Procedure Name

TOTG Dashboard My Workplace ~ Resource Management~ Document Management ~

Report Management~  Sales Management~

Admin Tool~ @ rortal Admint
Request Management Resource Management

& Home Tool - HR Request
Pending Approval Request[0] Approved Request[0]

Rejected Requesti0] Al Request193] Final Approved Request[82]

O ) T R R S T N

No data available in table

Previous  Next

Description & Objective:

My Request Management (Rejected Request).

Manage request requested to the company.

S/No

Tasks

1.

Expected Results
Click on My Workplace > My Request Management > Rejected Rejected Request page will be displayed.
Request.




1.6.3 My Request Management (All Request)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management-  Report Management~  Sales Management~  Admin Tool~

Pending Approval Request[0] ~ Approved Requesti0]  Rejected Requestfo]  All Requesi[193]  Final Approved Request[s2]

‘ Export |

Request Management resource management ® Home - Management Tool

@ Poraiaamint

HR Management - Request Management

O

TING CHEE KIET Travel 2254 JFE Warehouse Extension for KAYAKU SAFETY SYSTEMS  2022-03-20 14:40:20 Ragunath Bharath

View RADZMIR BIN JAMALUDDIN Travel Re-design of Deluge System at PCMTBE Port Storage and Jetty  2022-11-16 21:4529 ' Ragunath Bharath
View Ab Rasyid Bin Mahel Kismy @ Kasmir Travel BOMBA inspection 2022-09-05 15:0925 ' Rohana Abd Aziz
View AHMAD FARUQI Travel FINAL INSPECTION WITH MBPG 2023-03-1301:30:32  Ragunath Bharath
View SYED AZHAR BIN SYED AZIZUDDIN | Travel Will meet MBPG and Bomba Pasir Gudang 2023-01-20 09:51:45

lew Portal Admin1 Travel awdwad 2023-05-08 16:14:32  Michael William King
View Portal Admin1 Travel awdwad 2023-05-06 16:15:02

View Portal Admin1 Travel awdwad 2023-05-08 16:15:33

View Portal Admin1 Travel awdwad 2023-05-08 16:16:03  Michael William King
View Portal Admin1 Travel awdwad 2023-05-08 16:16:33  Michael William King

O 0o0ooooooao
7

Final Approved
Final Approved
Final Approved
Final Approved

Cancelled

Cancelled

Cancelled

O

2023-01-03 17:25:48

2023-01-09 17:25:47

2022-09-09 10:57-42

2023-03-2310:27:23

0000-00-00 00:00:00

0000-00-00 00-00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

Previous 2 3 4 5 B 20 Next

Procedure Name My Request Management (All Request).

Description & Objective: Manage request requested to the company.

S/No

Tasks Expected Results

1.

Click on My Workplace > My Request Management > All Request. All Request page will be displayed.

Case if

Click Button ‘Export’.

2.

Click button ‘Export’. Choose type of file can be choose to be export.

Case if

Click Button ‘Cancel Request’.

3.

Click button ‘Cancel Request’. Alert ‘Cancel Request'.

Click button ‘Cancel Request’.




1.6.4 My Request Management (Final Approved Request)

TOTG  Dashboard My Workplace~  Resource Managemer Document Management~  Repori Management~  Sales Management~  Admin Tool~

Request Management Resource Management

Pending Approval Request[0] Approved Reguest[0] Rejected Request[0] All Request[193] Final Approved Request[82]

& Home Tool

HR

Request Manag:

Y T
[m] Ab Rasyid Bin Mahel Kismy @ Kasmir Travel BOMBA inspaction

[} TING CHEE KIET Travel 2254 JFE Warehouse Extension for KAYAKU SAFETY SYSTEMS
[} TING CHEE KIET Travel Site Visit-Full Day

[} MUHAMMAD NURASHMAN BIN AHMAD NOORDIN = Others HDMI / VGA Cable for using used monitor.

[} MOHD IKHWAN BIN YUSOF Software To install latest version of PIPENET software for user's laptop below:
[} RADZMIR BIN JAMALUDDIN Software Pipenet to be installed in RNB18

[} TING CHEE KIET Travel Project : 2159

[} Surenther Singh Chelladurai Travel Site Visit for Toyo Ink

[} AHMAD FARUQI Travel Toyochem Seremban on Thursday, 13th October 2022 at 9.00a.m
[} BALAMURUGAN A/L KRISHNASAMY Travel Site visit

2022-09-05 15:09:25

2022-09-20 14:40:20

2022-09-06 16:05:16

2022-09-27 15:42:03

1) Mohd lkhwan Yusof 2) Muzfira Mahadi = 2022-10-07 10:36:00

2022-10-07 11:56:07

2022-10-11 14:01:00

2022-10-12 15:49:32

2022-10-12 15:50:16

2022-10-12 16:11:56

Approver 4

Rohana Abd Aziz
Ragunath Bharath
Ragunath Bharath
Ragunath Bharath
Ragunath Bharath
Ragunath Bharath
Ragunath Bharath
Ragunath Bharath
Ragunath Bharath

Ragunath Bharath

Final Approved

Final Approved
Final Approved
Final Approved
Final Approved
Final Approved
Final Approved
Final Approved
Final Approved

Final Approved

>

Previous

9 Next

Procedure Name My Request Management (Final Approved Request).

Description & Objective: Manage request requested to the company.

S/No

Tasks Expected Results

1.

Click on My Workplace > My Request Management > Final Approved | Final Approved Request page will be displayed.

Request.

Case if

Click Button ‘Export’.

2.

Click button ‘Export’. Choose type of file can be choose to be export.




1.7 My Advance (My Advance Application Form)

TOTG  Dashboard My Workpiace-  Resouwrce Management-  Documen! Managemenl~  Repor Management~  Sales Management=  Admin Tool=

My Request iy workpa @ Homa - MyWoriplace - b

My Advance Appication Form My Pending Advance My Approved Advance My Rejected Advance

EMPLOYEE ADVANCE FORM

Staff Detalls

Hame Company

Depa

Travelling Informations

Project Code

Purpose : Required Date

Advanced Details

Procedure Name My Advance (My Advance Application Form)
Description & Objective: Manage request requested to the company
S/No | Tasks Expected Results

1. | Click on My Workplace > My Request Management > My Advance My Advance Application Form page will be displayed.
Application Form.

2. | Select Project Code. Few types of project code will be displayed.
Select project code from the list.

3. | Fill in Purpose. Purpose field is mandatory.

4. | Select Required Date. Choose the date.

5. | Select Total Advance Detail. Choose the number of money requested.

6. | Click button ‘Submit’.




1.7.1 My Advance (My Pending Advance)

Dashboard My Workplace=  Resource Management=  Document Management~  ReporiManagement+  Sales Management~  Admin Tool

Pending Approval

Rejected 20200
Pending Approval  wer k 121.00
Pending Approval work 31-May-2023 12100 0.00
Pending Approval wvny 10-Jun-2023 1100

Michael Wilkam King

Procedure Name My Advance (My Pending Advance).
Description & Objective: Manage request requested to the company
S/No | Tasks Expected Results
1. | Click on My Workplace > My Request Management > My Pending My Pending Advance page will be displayed.
Advance.

Case if Click Button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.

Case if Click Button ‘View'.

3. | Click button ‘View Detail about the request will be displayed on new tab.




1.7.2 My Advance (My Approved Advance)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Report Management-  Sales Management~  Admin Tool - . Portal Admin1

& Home - My Workplace - My Request

My Request my workplace

My Advance Application Form My Pending Advance My Approved Advance My Rejected Advance

‘ Export ‘ Previous  Next

I S B TR G i ‘ T S NI

No data available in table

Procedure Name My Advance (My Approved Advance).
Description & Objective: Manage request requested to the company
S/No | Tasks Expected Results
1. | Click on My Workplace > My Request Management > My Approved My Approved Advance page will be displayed.
Advance.

Case if Click Button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.




1.7.3 My Advance (My Rejected Advance)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  ReportManagement~  Sales Management~  Admin Tool~ . Portal Admini
My Request my Workplace @ Home - MyWorkplace - My Reaquest
My Advance Application Form My Pending Advance My Approved Advance My Rejected Advance
‘ (St ‘ Previous ‘f| Next
I S S O ] Y ) I ™ |
View Rejected test 19-Jan-2023 33.00 123.00 Yasmin Farhani Mohamad Sani
View Rejected belajar 18-May-2023 202.00 0.00 Michael William King
Procedure Name My Advance (My Rejected Advance).
Description & Objective: Manage request requested to the company
S/No | Tasks Expected Results
4. | Click on My Workplace > My Request Management. Request page will be displayed.
Case if Click Button ‘Export’.
5. | Click button ‘Export’. Choose type of file can be choose to be export.
Case if Click Button ‘View'.
6. | Click button ‘View Detail about the rejected request will be displayed on new tab.




1.8

Advance Management (Pending Advance)

TOTG  Dashboard My Workplace~  Resource Management  Document Management~  Report Managementv  Sales Management»  Admin Tool v .PnnalAamum

Advance Management admin

=

Pending Advancel0]  Approved Advance[0]  Rejected Advance[0] Al Advance[11] Al Final Approved Advance[0]

@ Home - Resource Management - Advance Management

Total_Requested

Previous  Next

Procedure Name Advance Management (Pending Advance).

Description & Objective: Manage request requested to the company

S/No

Tasks

Expected Results

1.

Click on My Workplace > My Request Management > Pending
Advance.

Pending Advance page will be displayed.

Case if

Click Button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.

Case if

Click Button ‘View'.

Click button ‘View

Detail about selected Advance will be displayed.

Case if

I

Click Button ‘Approve’.

4.

Click button ‘Approve’.

Alert ‘Advance application approved!’.

Case if

Click Button 'Reject’.

Click button ‘Approve’.

Alert ‘Advance application rejected!’.

Case if

Click Button ‘Export’.




S/No | Tasks Expected Results
6. | Click button ‘Export’. Alert ‘Export’.
7. | Click button ‘Export’. The Advance Detail will be displayed on new tab in PDF type of file




1.8.1  Advance Management (Approved Advance)

TOTG  Dashboard My Workplace~  Resource Management-  Document Management-  ReportManagement-  Sales Management~  Admin Tool~ . Portal Admin1

Advance Management Admin

Pending Advancel0] ~ Approved Advance[0]  RejectedAdvance[0]  AllAdvance{1] Al Final Approved Advance[0]

No data available in table

@ Home - Resource Management - Advance Management

Previous  Next

Procedure Name Advance Management (Approved Advance).
Description & Objective: Manage request requested to the company
S/No | Tasks Expected Results
1. | Click on My Workplace > My Request Management > Approved Approved Advance page will be displayed.

Advance.

Case if

Click Button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.

Case if

Click Button ‘View'.

Click button ‘View

Detail about selected Advance will be displayed.

Case if

I

Click Button ‘Approve’.

4.

Click button ‘Approve’.

Alert ‘Advance application approved!’.

Case if

Click Button 'Reject’.

Click button ‘Approve’.

Alert *‘Advance application rejected!’.

Case if

Click Button ‘Export’.




S/No | Tasks Expected Results
6. | Click button ‘Export’. Alert ‘Export’.
7. | Click button ‘Export’. The Advance Detail will be displayed on new tab in PDF type of file




1.8.2  Advance Management (Rejected Advance)

TOTG Dashboard My Workplace » Resource Management » Document Management ~ Report Management ~ Sales Management>  Admin Tool . Portal Admin1

Advance Management admin & Home - Resource Management - Advance Management

PendingAdvance[0]  Approved Advance[]  Rejected Advance[o] Al Advance[11] Al Final Approved Advance[0]

-

No data available in table

Previous  Next

Procedure Name Advance Management (Rejected Advance).

Description & Objective: Manage request requested to the company

S/No

Tasks Expected Results

1.

Click on My Workplace > My Request Management > Rejected Rejected Advance page will be displayed.
Advance.

Case if

Click Button ‘Export’'.

2.

Click button ‘Export’. Choose type of file can be choose to be export.

Case if

Click Button ‘View'.

Click button ‘View Detail about selected Advance will be displayed.

Case if

Click Button ‘Approve’.

4.

Click button ‘Approve’. Alert *‘Advance application approved!’.

Case if

Click Button ‘Reject’.

Click button ‘Approve’. Alert ‘Advance application rejected!’.

Case if

Click Button ‘Export’.




S/No | Tasks Expected Results
6. | Click button ‘Export’. Alert ‘Export’.
7. | Click button ‘Export’. The Advance Detail will be displayed on new tab in PDF type of file




1.8.3  Advance Management (All Advance)

TOTG  Dashboard My Workplace=  Resource Management-  Document Managemenl~  Reporf Management-  Sales Management-  Admin Tool=

Advance Management admi

Pending Advanceld]  ApprovedAdvance[0)]  RejectedAdvancel0]  AllAdvance[11] Al Final Approved Advanceid

=3
| |
[ teme 6| P 4] ome 6] Tommemesnd $] oo b]
Portal Admin1 belajar 18-May-2023 202.00
Portal Admin1 work 29-May-2023 121.00
Portal Admin1 work 31-May-2023 121.00
20230508 16.07.17 Portal Admin1 W 10-Jun-2023 111.00
2023-05-08 16.07 51 Portal Admin1 work 121.00
Portal ;dmm work 18-May-2023 1;| 3‘;
2023-05-09 1017 34 p:ujm.J:L H ”T 2023 0 J;k
w 2 Next
Procedure Name Advance Management (All Advance).
Description & Objective: Manage request requested to the company

S/No | Tasks Expected Results
1. | Click on My Workplace > My Request Management > Advance Advance Management page will be displayed.
Management.
2. | Select ‘Date’. Date will be displayed.
Select Date from the list.
3. | Click button ‘Refresh’. Page will be refresh and new data updated.

Case if Click Button ‘Export’'.

4.

Click button ‘Export’.

Choose type of file can be choose to be export.

Case if Click Button ‘View'.




S/No | Tasks Expected Results

5. | Click button ‘View Detail about selected Advance will be displayed.

Case if Click Button ‘Approve’.

6. | Click button ‘Approve’. Alert ‘Advance application approved!’.

Case if Click Button ‘Reject’.

7. | Click button ‘Approve’. Alert ‘Advance application rejected!’.

Case if Click Button ‘Export’.

8. | Click button ‘Export’. Alert ‘Export’.

9. | Click button ‘Export’. The Advance Detail will be displayed on new tab in PDF type of file




1.8.4  Advance Management (All Final Approved Advance)

TOTG Dashboard My Workplace » Resource Management » Document Management ~ Report Management ~ Sales Management>  Admin Tool

@ Foraladmint

Advance Management admin

@ Home - Resource Management - Advance Management

Pending Advance[0] Approved Advance[0] Rejected Advance[0] All Advance[11] All Final Approved Advance[0]
‘ Export ‘ search: |:|
Status 4 Updated At 4 Name 4 Purpose 4 Date 4 Total Requested 4 Total Approved 4 Approver 4
No data available in table
Procedure Name Advance Management (All Final Approved Advance).
Description & Objective: Manage request requested to the company
S/No | Tasks Expected Results
1. | Click on My Workplace > My Request Management > All Final All Final Approved Advance page will be displayed.

Approved Advance.

Case if Click Button ‘Export’'.

2. | Click button ‘Export’. Choose type of file can be choose to be export.




1.9 Claim Management (Pending Review Claim)

TOTG Dashboard My Workplace ~ Resource Management~ Document Management -

@ rortal Admint

Report Management~  Sales Management~  Admin Tool~

@ Home - Resource Management - Claim Management

Claim Management Resource Management

Pending Review Claim[0] ~ Approved Claim[0] ~ Rejected Claim[3] ~ Date Range Claim[7]  Final Approved Claim[149]

[ | S0 ¢t | CemSmatm b et 6| w4 owmow |

No data available in table

Showing 0 to 0 of 0 entries Previous  Next

Procedure Name Claim Management (Pending Review Claim).

Description & Objective: To accept or reject claim that requested.

S/No | Tasks Expected Results

1. | Click on Resource Management > Claim > Claim Management. Claim Management page will be displayed.




1.9.1 Claim Management (Approved Claim)

TOTG  Dashboard My Workplace~  Resource Management-  Document Management~  Report Management»  Sales Management  Admin Tool~ . Portal Admin1

Claim Management Resource Management ® Home - Resource Management - Claim Management

Pending Review Claim[0] Approved Claim[0] Rejected Claim[3] Date Range Claim[7] Final Approved Claim[149]

N T S T I S I S| N TS|

No data available in table

Showing 0 to 0 of 0 entries Previous  Next

Procedure Name Claim Management (Approved Claim).

Description & Objective: To accept or reject claim that requested.

S/No | Tasks Expected Results

1. | Click on Resource Management > Claim > Claim Management > Approved Claim page will be displayed.
Approved Claim.

2. | Select ‘Date’. Date will be displayed.

Select Date from the list.

3. | Click button ‘Refresh’. Page will be refresh.
New data updated.

Case if Click Button '‘Review’.

4. | Click button ‘Review'. The selected row ‘Review’ detail will be displayed on new tab.

Case if Click Button ‘Export Claim and Timesheet'.

5. | Click button ‘Export Claim and Timesheet'. Alert ‘Export Claim’.

Case if Click Button ‘Preview’.

6. | Click button ‘Preview’. Preview for export file will be displayed on new tab.




S/No | Tasks | Expected Results

Case if Click Button ‘Export’.

7. | Click button ‘Export’. The Claim Detail will be displayed on new tab in PDF type of file

Case if Click Button ‘Processed’.

8. | Click buton ‘Processed’. Alert ‘Status Updated!’.

Case if Click Button ‘Reset’.

9. | Click buton ‘Reset’. Alert ‘Status Updated!’.

Case if Click Button ‘Submit and Notify'.

10. | Click button ‘Submit and Notify’. Alert *‘Submit and Notify’.

11. | Click button ‘Yes'.

Case if Click Button ‘Approve’.

12. | Click button ‘Approve’. Alert ‘Claim Approved!".

Case if Click Button ‘Reject’.

13. | Click button ‘Reject’. Alert ‘Claim Rejected!’.

Case if Click Button 'Redirect’.

14. | Click button ‘Redirect’. Alert ‘Redirect’.

15. | Select ‘Approver’. Few Approver will be displayed.

Select Approver from the list.

16. | Click button ‘Redirect’.




1.9.2

Claim Management (Rejected Claim)

TOTG  Dashboard My Workplace~  Resource Management~

Claim Management Resource Management

Pending Review Claim{0] Approved Claim[0] Rejected Claim[3) Date Range Claim(7]

Document Management~  Report Management~  Sales Management-  Admin Tool~

Final Approved Claim[149]

@ rortal Admint

@ Home - Resource Management - Claim Management

admin Portal Admin1

Rev suhaimi@ifp.com my MUHAMMAD SUHAIMI BIN TUAH

Review admin Portal Admin1

i | Seip el CemSestm 4] e ] S i Cmow |
Review admin-Apr 2023 Claim (Back-Date)
suhaimi@ifp.com.my-Mar 2023 Claim (Back-Date) Rejected

admin-Nov 2022 Claim

Rejected 2023-05-1209:11:17
2023-04-05 15:11:08

Rejected 2022-11-22 11:42:47

Showing 110 3 of 3 entries

Previous ‘ 1 | Next

Procedure Name

Claim Management (Rejected Claim).

Description & Objective:

To accept or reject claim that requested.

S/No | Tasks Expected Results

1. | Click on Resource Management > Claim > Claim Management > Rejected Claim page will be displayed.

Rejected Claim.

Case if Click Button ‘Review’.

2. | Click button ‘Review’. The selected row ‘Review’ detail will be displayed on new tab.
Case if Click Button ‘Export Claim and Timesheet'.

3. | Click button ‘Export Claim and Timesheet'. Alert ‘Export Claim’.
Case if Click Button ‘Preview’.

4. | Click button ‘Preview’. Preview for export file will be displayed on new tab.
Case if Click Button ‘Export’'.

5. | Click button ‘Export’. The Claim Detail will be displayed on new tab in PDF type of file
Case if Click Button ‘Processed’.




S/No | Tasks Expected Results

6. | Click buton ‘Processed’. Alert ‘Status Updated!'.

Case if Click Button ‘Reset’.

7. | Click buton ‘Reset’. Alert ‘Status Updated!'.

Case if Click Button ‘Submit and Notify’.

8. | Click button ‘Submit and Notify". Alert ‘Submit and Notify’.

9. | Click button ‘Yes'.

Case if Click Button ‘Approve’.

10. | Click button ‘Approve’. Alert *Claim Approved!'.

Case if Click Button ‘Reject’.

11. | Click button ‘Reject’. Alert ‘Claim Rejected!’.

Case if Click Button ‘Redirect’.

12. | Click button ‘Redirect’. Alert ‘Redirect’.

13. | Select ‘Approver’. Few Approver will be displayed.

Select Approver from the list.

14. | Click button ‘Redirect’.




1.9.3 Claim Management (Date Range Claim)

TOTG  Dashboard My Workplace-  Resource Management~  Document Management~  ReportManagement~  Sales Management-  Admin Tool~

Claim Management Rresource Management

Pending Review Claim{0] Approved Claim{0]  Rejected Claim{3] Date Range Claim{7] Final Approved Claim{149]

CHONG WAI LUEN

AHMAD FARUQI

R
F
F
Rev TING CHEE KIET
R
i
G

Pending Approval

Pending Approval

Sheikh Fa

Showing 110 7 of 7 entries

Procedure Name Claim Management (Date Range Claim).

Description & Objective: To accept or reject claim that requested.

S/No | Tasks Expected Results
1. | Click on Resource Management > Claim > Claim Management > Date Range Claim page will be displayed.
Date Range Claim.
2. | Select ‘Date’. Date will be displayed.
Select Date from the list.
3. | Click button ‘Apply’. Page will be refresh.
New data updated.
Case if Click Button ‘Review’.
4. | Click button ‘Review'. The selected row ‘Review’ detail will be displayed on new tab.
Case if Click Button ‘Export Claim and Timesheet'.
5. | Click button ‘Export Claim and Timesheet'. Alert ‘Export Claim’.




S/No | Tasks

Expected Results

Case if Click Button ‘Preview’.
6. | Click button ‘Preview’. Preview for export file will be displayed on new tab.
Case if Click Button ‘Export’.
7. | Click button ‘Export’. The Claim Detail will be displayed on new tab in PDF type of file
Case if Click Button ‘Processed’.
8. | Click buton ‘Processed’. Alert ‘Status Updated!'.
Case if Click Button ‘Reset’.
9. | Click buton ‘Reset’. Alert ‘Status Updated!'.
Case if Click Button ‘Submit and Notify’'.
10. | Click button ‘Submit and Notify'. Alert ‘Submit and Notify".
11. | Click button ‘Yes'.
Case if Click Button ‘Approve’.
12. | Click button ‘Approve’. Alert *Claim Approved!’.
Case if Click Button ‘Reject’.
13. | Click button ‘Reject’. Alert *Claim Rejected!".
Case if Click Button ‘Redirect’.
14. | Click button ‘Redirect’. Alert ‘Redirect’.
15. | Select ‘Approver’. Few Approver will be displayed.




S/No

Tasks

Expected Results

Select Approver from the list.

16.

Click button ‘Redirect’.




1.9.4

Claim Management (Final Approved Claim)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Report Management~  Sales Management~  Admin Tool~ . Portal Admin1

Claim Management Resource Management

Pending Review Claim[0] ~ Approved Clam[0] ~ Rejected Claim[3] ~ Date Range Claim[7] ~Final Approved Claim[149]

@ Home - Resource Management - Claim Management

\—H—H:H_H_H_H_H_H;

“ — “-- R -

[ 9] surenther@ifp.commy Surenther Singh Chelladurai surenther@ifp. com my-Mar 2023 Claim (Back Date) Ragunath Bharath Final Approved 2023-04-04
syedazhar@ifp.commy | SYED AZHAR BIN SYEDAZIZUDDIN | syedazhar@ifp.com.my-Mar 2023 Claim (Back-Date) Ragunath Bharath | Final Approved 20230404

e balamurugan@ifp.com.my | BALAMURUGAN A/L KRISHNASAMY | balamurugan @ifp. com.my-Mar 2023 Claim (Back-Date) Ragunath Bharath Final Approved 2023-04-04
balamurugan@ifp.com.my BALAMURUGAN A/L Ki m.my-Apr 2023 Claim Ragunath Bharath = Final Approved 2023-04-04
norazilah@ifp.com.my Norazila Binti Ahmad Shaari norazilah@ifp.com.my-Apr 2023 Claim Ragunath Bharath = Final Approved 2023-04-03
sabariah@ifp.com.my Sabariah Binti Mohd Safaei sabariah@ifp.com.my-Mar 2023 Claim Ragunath Bharath | Final Approved 20230330
igbal@ifp. com.my MUHAMAD IQBAL BIN ARIFFIN igbal@ifp-com.my-Mar 2023 Claim Ragunath Bharath = Final Approved 2023-03-30
erda@ifp.com.my Erda Syuhada Binti Radzi erda@ifp.com.my-Mar 2023 Claim Ragunath Bharath = Final Approved 2023-03-30
syedamir@ifp.com.my SYED AMIR BIN SYED OMAR syedamir@ifp.com.my-Mar 2023 Claim Ragunath Bharath | Final Approved 2023-03-30

eview shahaidi@ifp_com my Shahaidi bin Shaharal shahaidi@ifp com my-Mar 2023 Claim Ragunath Bharath = Final Approved 2023-03-29

Showing 1 o 10 of 149 entries

w
-
&
z
&
=
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Procedure Name

Claim Management (Final Approved Claim).

Description & Objective: To accept or reject claim that requested.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Claim > Claim Management >
Final Approved Claim.

Final Approved Claim page will be displayed.

2.

Select ‘Date’.

Date will be displayed.

Select Date from the list.

Click button *Apply’.

Page will be refresh.

New data updated.

Case if

Click Button ‘Review’.

4.

Click button ‘Review’.

The selected row ‘Review’ detail will be displayed on new tab.

Case if

Click Button ‘Export Claim and Timesheet'.




S/No | Tasks Expected Results
5. | Click button ‘Export Claim and Timesheet'. Alert ‘Export Claim’.
Case if Click Button ‘Preview’.
6. | Click button ‘Preview’. Preview for export file will be displayed on new tab.
Case if Click Button ‘Export’.
7. | Click button ‘Export’. The Claim Detail will be displayed on new tab in PDF type of file
Case if Click Button ‘Processed’.
8. | Click buton ‘Processed'. Alert ‘Status Updated!’.
Case if Click Button ‘Reset’.
9. | Click buton ‘Reset’. Alert ‘Status Updated!'.
Case if Click Button ‘Submit and Notify'.
10. | Click button ‘Submit and Notify'. Alert ‘Submit and Notify".
11. | Click button ‘Yes'.
Case if Click Button ‘Approve’.
12. | Click button ‘Approve’. Alert ‘Claim Approved!".
Case if Click Button ‘Reject’.
13. | Click button ‘Reject’. Alert ‘Claim Rejected!’.
Case if Click Button ‘Redirect’.
14. | Click button ‘Redirect’. Alert ‘Redirect’.




S/No

Tasks

Expected Results

15.

Select ‘Approver’.

Few Approver will be displayed.

Select Approver from the list.

16.

Click button ‘Redirect’.




1.10 Annual Medical List

TOTG  Dashboard  MyWorkplace~  Resource Management -

Document Management -

Repori Management~  Sales Management~  Admin Tool~ . Portal Admin1
Medical List Rresource Management & Home - Resource Management - Medi
2022 @
Expon | SMEW[10_~|entries seareh: :
No Name $ Total Usage & Balance On Hand &
1 Ragunath Bharath 1] o
0 100
4 o o
5 655.00 -155
6 0 o
7 500.00 o
8 500.00 o
9 539.00 -39
10 170.00 330
Pres 5 1 2 3 4 5 6 Next
Procedure Name Annual Medical List.
Description & Objective:

Manage request requested to the company

S/No | Tasks Expected Results
1. | Click on Resource Management > Claim > Claim Management. Claim Management page will be displayed.
2. | Select year and click button ‘Refresh’.

Page will be refresh and new data updated.




1.11 Total Claim

TOTG  Dashboard My Workplace=  Resource Management-  Document Management-  Repori Management~  Sales Management~  Admin Tool~ @ FPortal Admin

Total Claim claim Summary @ Home - Resourcs Management  Claim Summary ~ Total Claim
September v 2022 -~

Expenses Type Total Claim Summary

N Mieage (RM) NN General Expenses | Medical Expenses [ Merston—Camp St Mlowancs Expart
Milaage (RM) RM B63 06 RM0.00
General Expenses RM 7300 RM 0.00
Medical Expenses. RM 58.00 RM0.00
Monetary_Comp RM0.00
Staff_Allowance RM0.00
Totsl Without SmartPay RM 534.06 RM0.00
Advance RM 000 RM0.00
Summon RM 000 RM0.00
Deduction RM 0.00 RM0.00
Petrol_SmartPay RM0.00 RM0.00

Procedure Name Total Claim

Description & Objective: Show total claim summary.

S/No | Tasks Expected Results

1. | Click on Resource Management > Claim > Total Claim. Total Claim page will be displayed.

2. | Select month. Month will be displayed.

Select month from the list.

3. | Select year. Year will be displayed.

Select year from the list.

4. | Click button ‘Refresh’. Page will be refresh and new data updated.

5. | Click button ‘Export’. Choose type of file can be choose to be export.




1.12 Department Summary

TOTG  Dastboard My Workplace=  Resource Management  Documenl Management=  Reporl Management~  Sales Management  Admin Tool= @ roralAdmint

Department Summary ciaim Summary

@ Home - Resource Management ~ Clam Management -~ Depariment Summary

Admin, Sales, HR and Finance Department Claim Summary

Export

Engineering Department Claim Summary

Export

| o Y T
Procedure Name Department Summary
Description & Objective: Show total claim each department summary.

S/No | Tasks Expected Results
1. | Click on Resource Management > Claim > Department Summary. Department Summary page will be displayed.
2. | Select month. Month will be displayed.
Select month from the list.
3. | Select year. Year will be displayed.
Select year from the list.
4. | Click button ‘Refresh’. Page will be refresh and new data updated.
5. | Click button ‘Export’.

Choose type of file can be choose to be export.




1.13

Staff Summary (Staff Claim Total)

TOTG Dashboard My Workplace - Resource Management - Document Management - Sales Management - Admin Tool~
Staff Summary ciaim Summary @ Home - Resouce Management - Claim Summary
G - |
P sen [ ]
[ [ | | |
Procedure Name Staff Summary (Staff Claim Total).
Description & Objective: Show total claim each staff summary.
S/No | Tasks Expected Results
1. | Click on Resource Management > Claim > Staff Summary. Staff Summary page will be displayed.
2. | Select month. Month will be displayed.
Select month from the list.
3. | Select year. Year will be displayed.
Select year from the list.
4. | Click button ‘Refresh’. Page will be refresh and new data updated.
Case if Click Button ‘Export’.
5. | Click button ‘Export’. Choose type of file can be choose to be export.




1.13.1 Staff Summary (Staff OT)

TOTG  Dashboard My Workplace~  Resource Management  Document Management=  ReporiManagement=  Sales Management~  Admin Tool» @ roralaamin
Staff Summary ciaim summany @ Home - Resourcs Mansgemant  Cisim Summary  Staft Summary
Staff Claim Total Sttt OT

e st 4| o Clm| S Akt | o Clam Wbt |t At | o Dcort | T Paet
Ab Rasyid Bin Mahsl Kismy @ Kasmi 000 000 000 000 000 000

0.00 000 0.00 0 0.00 000

0.00 000 0.00 0 0.00 000

0.00 0.00 0.00 0 0.00 0.00

0.00 0.00 0.00 0 000 0.00

000 000 000 000 000 000

000 000 000 0 000 000

0.00 000 0.00 o 000 000

0.00 000 0.00 0 000 000

0.00 000 0.00 ] 000 0.00

Showing 1 to 10 of 61 entries 1] 2 s a4 5 7 N

Procedure Name Staff Summary (Staff OT).
Description & Objective: Show total claim each staff summary.
S/No | Tasks Expected Results
1. | Click on Resource Management > Claim > Staff Summary > Staff Staff OT page will be displayed.

OT.

2. | Select month. Month will be displayed.
Select month from the list.
3. | Select year. Year will be displayed.
Select year from the list.
4. | Click button ‘Refresh’. Page will be refresh and new data updated.

Case if Click Button ‘Export’.




S/No

Tasks

Expected Results

Click button ‘Export’.

Choose type of file can be choose to be export.




1.14 Staff Detail Breakdown

TOTG Dashboard My Workplace - Resource Management - Document Management ~ Report Management ~

Detail Staff Claim Summary ciaim Summary

Sales Management=  Admin Tool - @ Foral Admin1

@ Home - Resource Management  Claim Summary

From : May v e v To: May || 2016

Staff Claim Detall

Export

N | | I | —

I__IWMMEEIME

1 farugi@ifp.com.my AHMAD FARUQI Apr 2023 22863 0.00 0.00 0.00 22863 0.00
2 balamurugan@ifp.commy BALAMURUGAN A/L KRISHNASAMY 108.14 0.00 0.00 108.14 0.00 0.00 00
3 daniekchong@ifp. com my 246.00 000 0.00 0.00 0.00 000 00
4 erda@ifp.com my 7400 0.00 0.00 0.00 0.00 000 0.00
5 admin 9.60 0.00 0.00 &0 00 0.00 00
6  shahaidiifp com my 50.00 000 ooo 00 00 000 0
7  ckting@iip com my TING CHEE KIET Apr 2023 315.00 000 aoo0 00 00 000 0
Showing 1 1o 7 of 7 entries Tevil 1 Mex
Procedure Name Staff Claim Detail Breakdown
Description & Objective: Show total claim each staff for each month.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Claim > Staff Claim Detail
Breakdown.

Staff Claim Detail Breakdown page will be displayed.

Select month from.

Month will be displayed.

Select month from the list.

Select year from.

Year will be displayed.

Select year from the list.

Select month to.

Month will be displayed.

Select month from the list.

Select year to.

Year will be displayed.

Select year from the list.




S/No | Tasks

Expected Results

6. | Click button ‘Refresh’. Page will be refresh and new data updated from month and year

selected.

7. | Click button ‘Export’. Choose type of file can be choose to be export.




1.14 Project Breakdown

TOTG Dashboard My Workplace»  Resource Management~  Document Management~  Report Management~  Sales Management  Admin Tool~ . Portal Admin1

Project Summary ciaim summary

Project Claim Breakdown

@ Home - Resource Management - Claim Summary - Project Summary

D S | | | IS | N
1 Civil and Structural 692.70 0.00 692.70 0.00 0.00 692.70
2 2254 Development Order Submission for Kayaku Safety Systems Malaysia Expansion Project | 243.36 0.00 24336 0.00 0.00 24336
3 Electrical and Instrumentation 58.00 0.00 58.00 0.00 0.00 58.00

Showing 1 10 3 of 3 entries

Previous ‘ 1 ‘ Next

Procedure Name Project Breakdown.

Description & Objective: Show each month and year project claim breakdown.

S/No | Tasks Expected Results

1. | Click on Resource Management > Claim > Project Breakdown. Project Breakdown page will be displayed.

2. | Select month. Month will be displayed.

Select month from the list.

3. | Select year. Year will be displayed.

Select year from the list.

4. | Click button ‘Refresh’. Page will be refresh and new data updated.

5. | Click button ‘Export’. Choose type of file can be choose to be export.




1.15 Engineer Monitoring (User Activity)

TOTG  Dashboard

Admin Tool~

My Workplace~  Resource Management=  Document Management~  Report Management~.

Engineer Monitoring Resource Management

Sales Management »

@ Forai aamint

@ Home - Management Tool - HRManagement - Engineer Monitoring

UserActivity  Top Program
[[en |
- ]
1 HauPC
2 SYU123
3 admin
4 systemtest

ry

Name =

HAU PC
NURNAZLEEN SYUHADA
Portal Admin1

system

Procedure Name Engineer Monitoring (User Activity).

Description & Objective:

Show List of user and their activity on the system.

S/No | Tasks Expected Results
1. | Click on Resource Management > Engineer Tracking > Engineer Engineer Monitoring page will be displayed.
Monitoring.

Case if Click Button ‘Export’'.

2. | Click button ‘Export’.

Choose type of file can be choose to be export.




1.16.1 Engineer Monitoring (Top Program)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Report Management~  Sales Management~  Admin Tool~ . Portal Admin1
Engineer Monitoring Resource Management @ Home - Management Tool - HR Management - Engineer Monitoring
User Activity Top Program
T W Process_Name. o com 3
1 chrome 791
2 LockApp 535
3 explorer 396
4 PCTracker 231
5 opera 219
13 EXCEL 210
7 heidisql 189
8 atom 159
9 devenv 122
10 IEasyPop 17
Previous ‘T‘ 2 3 4 Next
Procedure Name Show User Activity.
Description & Objective: Show List of user and their activity on the system.

S/No | Tasks Expected Results

1. | Click on Resource Management > Engineer Tracking > Engineer Engineer Monitoring page will be displayed.
Monitoring.

Case if Click Button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.




1.17

Engineer Location Tracking

Report Management~  Sales Management  Admin Tool~ . Portal Admin1

TOTG  Dashboard My Workplace~  Resource Management~  Document Management+

@ Home - Human Resource - Attendance Tracker

Attendance Tracker tuman Resource

Map Satellite

o
Go gle Keybosrdshorios | Mep daca €2023 | Terms of Use
') Time In ﬁ Time Out
© | 12-May-2023 - 12-May-2023 H

\_H—H—H_ID\_IE\_ICIE

Date 4 [Day |Site Names [Staus4 | Leave Type 4 rl""'e s

Procedure Name

Show User Location.

Description & Objective:

Show List of user and their location.

Expected Results

S/No | Tasks
1. | Click on Resource Management > Engineer Tracking > Engineer Engineer Location Tracking page will be displayed.
Location Tracking.
2. | Select date from when. Date will be displayed.
Select date from the list.
3. | Select date from when. Date will be displayed.
Select date from the list.




S/No | Tasks

Expected Results

4. | Click button ‘Apply". The selected date will appear.

5. | Click button ‘Refresh’.

Page will be refresh and selected date data updated.

6. | Click button ‘Export’. Choose type of file can be choose to be export.




1.18

Leave Management (Pending Approval Leave)

TOTG  Dashboard My Workplace -

Resource Management-  Document Management~  Report Management -

Leave Management reso

Pending Approval Leave[ 1 Appro

Expon

2 [ 4510 e ey [t o 4o 045 s kot ne 4o ¢ [comen s 4+
] Portal Admin testin

null Egt

Sales Management~  Admin Tool~

S —

9 20230407 101839 -

revious | 1 | Mex

Procedure Name

Show User Location.

Description & Objective:

Show List of user and their location.

S/No | Tasks Expected Results
1. | Click on Resource Management > Leave > Leave Management. Leave Management page will be displayed.
Case if Click Button ‘Approve’.
2. | Select row need to ‘Approve’ The row selected is highlight.
3. | Click button ‘Approve’.
Case if Click Button ‘Not Approve'.
4. | Select row need to ‘Not Approve'. The row selected is highlight.
5. | Click button *‘Not Approve’.
Case if Click Button ‘Reject’.
6. | Select row need to ‘Reject’. The row selected is highlight.




S/No | Tasks Expected Results

7. | Click button ‘Not Approve'.

Case if Click Button 'Redirect’.

8. | Click button ‘Redirect’. Alert ‘Redirect’.

9. | Select ‘Approver’. Few Approver will be displayed.

Select Approver from the list.

10. | Click button ‘Redirect’.

Case if Click Button ‘Export’

11. | Click button ‘Export’. Choose type of file can be choose to be export.




1.18.1 Leave Management (Approved Leave)

TOTG Dashboard My Workplace Resource Management ~ Document Management ~ Report Management Sales Management~  Admin Tool~ . Portal Admin1
Leave Management Resource Management @ Home - Management Tool - HRManagement - Leave Management
Pending Approval Leave[1] ~ Approved Leave[0]  Rejected Leave[0] Al Leave[324] Final Approved Leave[277]
=3
[ e | s [ ]

o Lo s fun o e e 24 o o ¢ o s ¢ o, e 4t e o oo v o2e—¢ |

No data available in table

Previous  Next

Procedure Name

Show User Location.

Description & Objective:

Show List of user and their location.

S/No | Tasks

Expected Results

1. | Click on Resource Management > Leave > Leave Management. Leave Management page will be displayed.

Case if Click Button ‘Approve’.

2. | Select row need to ‘Approve’ The row selected is highlight.

3. | Click button ‘Approve’.

Case if Click Button ‘Not Approve’'.

4. | Select row need to ‘Not Approve'. The row selected is highlight.

5. | Click button *Not Approve’.




S/No | Tasks | Expected Results

Case if Click Button ‘Reject’.

6. | Select row need to ‘Reject’. The row selected is highlight.

7. | Click button *Not Approve'.

Case if Click Button 'Redirect’.

8. | Click button ‘Redirect’. Alert ‘Redirect’.

9. | Select ‘Approver’. Few Approver will be displayed.

Select Approver from the list.

10. | Click button ‘Redirect’.

Case if Click Button ‘Export’'.

11. | Click button ‘Export’. Choose type of file can be choose to be export.




1.18.2 Leave Management (Rejected Leave)

TOTG  Dashboard My Workplacev  Resource Management~  Document Management»  Report Management~  Sales Management~  Admin Tool~ € Rragunain Bharath
Leave Management Resource Management @ Home - Management Tool - HR Management - Leave Management
Pending Approval Leave[0] Approved Leave[162] Rejected Leave[2] All Leave[324] Final Approved Leave[278]

[ —
i Lcon net o0 ¢ me ¢l st ¢ s ¢ e 0o ¢ vt D ¢ ot ¢ s s s

[] Final Rejected  punitha@ifp.com.my | Punitha AP Kannapiran Emergency Leave Egit | Half Day Moming | 28-Apr2023 | 28-Apr-2023 | 05 Children not feeling well 2023-04-28 1521:10 Ragunath BI

[J  Final Rejected ' syedamir@ifp.commy SYEDAMIR BIN SYED OMAR  Medical Leave Edit Full Day 05-May-2023 ' 05-May-2023 1 Sick Leave due to food poisoning  2023-05-08 07:59:59 Ragunath BI

>

Procedure Name Show User Location.

Description & Objective: Show List of user and their location.

S/No | Tasks Expected Results

1. | Click on Resource Management > Leave > Leave Management. Leave Management page will be displayed.

Case if Click Button ‘Export’

2. | Click button ‘Export'. Choose type of file can be choose to be export.




1.18.3 Leave Management (All Leave)

TOTG  Dashboard

My Workplace -

Resource Management-  Document Management~

Report Managemer

Sales Management - Ragunath Bharath

Leave Management Resource Management

Pending Approval Leave[0]

©  01-Jan-2023 - 31-Dec-2023

Approved Leave[162] Rejected Leave[2]  All Leave[324]

Cewon |

& Home Tool - HR Leave Management

Final Approved Leave[278]

\_H—H—H—H_H_H_II_H—H—H_H;

O N e ) ) o ] ot ) e el ) S G e el
O Final Approved | nursabirah@ifp.com.my | Nursabirah Binti Mat Yusof Maternity Leave Edit| | Full Day 06-Mar-2023 | 11-Jun-2023 | 66 Maternity Leave 20230216 163621 Ragunath Bh
O Final Approved | nursabirah(@ifp.com.my | Nursabirah Binti Mat Yusof Maternity Leave Edit | Full Day 06-Mar-2023 | 11-Jun-2023 66 20230222 14:28.03 Rohana Abd
m} Final Approved | punitha@ifp.commy  Punitha AP Kannapiran Hospitalization Edit  Full Day 30-Jan-2023 | 16Feb-2023 13 Eye infection 2023-03-03 10:17:59 Ragunath Bh
O Final Approved | punitha@ifp.commy  Punitha AP Kannapiran Hospitalization Edit  Full Day 17-Feb-2023 03-Mar-2023 | 11 Eye operation 2023-03-24 20:40.01 Ragunath Bh
O Final Approved | yasmin@ifp.commy | Yasmin Farhani Mohamad Sani | Hospitalization Edit  Full Day 03-Apr2023 | 12-Apr2023 8 Hospitalization Leave | 2023-04-14 13:39:13 Ragunath Bh
m] Final Approved | punitha@ifp.commy  Punitha AP Kannapiran Hospitalization Edit  Full Day 04-Jan-2023 | 12Jan-2023 7 Eye infection 2023-01-09 14:56:40 Ragunath Bh
m] Cancelled norasiah@ifp.com.my  Norasileh Binti Othman AnnualLeave Edit Full Day 27Feb2023 03-Mar-2023 5 2023-02:20 09:43.29 Nurhafizha B
O Final Approved | azlan@ifp.com.my Mohd Azlan Bin Yahya Annual Leave Edt . Full Day 20-Apr2023 | 28-Apr2023 5 cut hari raya 2023-04-11 08:32:11 Ragunath Bh
O Final Approved | nurhafizha@ifp.commy  Nuthafizha Binti Saiman Annual Leave Edit Full Day 19-Api-2023 | 27-Apr2023 5 Cuti Hari Raya 20230413 16:50.34 Rohana Abd
O Final Approved | farah@ifp-com.my FARAH NABILAH BINTI OTHMAN | Unpaid Leave Edit.  Full Day 09-Jan-2023 12Jan2023 4 Family matter 20230103 17:4421 Rohana Abd

>

Previous 2 3 4 5 33 Next

Procedure Name Show User Location.

Description & Objective: Show List of user and their location.

S/No | Tasks

Expected Results

1. | Click on Resource Management > Leave > Leave Management.

Leave Management page will be displayed.

2. | Select date from when.

Date will be displayed.

Select date from the list.

3. | Select date from when.

Date will be displayed.

Select date from the list.

4. | Click button ‘Apply’.

The selected date will appear.




S/No | Tasks | Expected Results

Case if Click Button 'Redirect’.

5. | Click button ‘Redirect’. Alert ‘Redirect’.

6. | Select ‘Approver’. Few Approver will be displayed.

Select Approver from the list.

7. | Click button ‘Redirect’.




1.18.4 Leave Management (Final Approved Leave)

TG  Dashboard My Workplace~  Resource Management~  DocumentManagement~  Report Management  Sales Management~  Admin Tool~ Ragunath Bharath

Leave Management Resource Management @& Home - Management Tool - HR Management - Leave Management

Pending Approval Leave[0]  Approved Leave[162] Rejected Leave[2] Al Leave[324] Final Approved Leave[276]

I e | B |
e R

N T R S T R ey
O - Final Approved | radzmir@ifp.commy  RADZMIR BIN JAMALUDDIN Annual Leave Edi Full Day 03-Jan-2023 03-Jan-2023 1 Bring mother to hospital.
[} - Final Approved | suhaimi@ifp.com.my | MUHAMMAD SUHAIMI BIN TUAH Annual Leave Edi Full Day 03-Jan-2023 03-Jan-2023 1 Annual Leave
O Final Approved = shahaidi@ifp.com my Shahaidi bin Shaharal Unpaid Leave Edit Full Day 06-Jan-2023 06-Jan-2023 1 Personal Matter
O - Final Approved | nurashmang@ifp.com.my  MUHAMMAD NURASHMAN BIN AHMAD NOORDIN | Unpaid Leave Edit Full Day 16-Jan-2023  17-Jan-2023 2 FAMILY REASON
[} - Final Approved | fareez@ifp.com.my MOHAMAD FAREEZ FIRDHAUS BIN ROSLAN Annual Leave Edit Full Day 09-Jan-2023 10-Jan-2023 2 Family matters
] - Final Approved | yusof@ifp.com.my MUHD YUSOF BIN MUHAMAD KHIDIR Annual Leave Edit Full Day 05-Jan-2023 | 05-Jan-2023 1 My son appeintment at Putrajaya Hospital
[} Final Approved | erda@ifp.com.my Erda Syuhada Binti Radzi Annual Leave Edit Full Day 09-Jan2023 08-Jan-2023 1 personal matter
[} - Final Approved | farah@ifp.com.my FARAH NABILAH BINTI OTHMAN Unpaid Leave Edt Full Day 09-Jan-2023 12-Jan-2023 4 Family matter
O Final Approved | adam@ifp.com.my ADAM HOOD BIN AB RAHIM Emergency Leave Edit  Full Day 05-Jan-2023 06-Jan-2023 2 Family Matter
[} - Final Approved | ckting@ifp.com.my TING CHEE KIET Annual Leave Edi Full Day 16-Jan-2023 16-Jan-2023 1 Travel
>
Previous 2 3 4 5 28 Next

Procedure Name Show User Location.

Description & Objective: Show List of user and their location.

S/No | Tasks Expected Results

1. | Click on Resource Management > Leave > Leave Management. Leave Management page will be displayed.

Case if Click Button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.

Case if Click Button ‘Cancel Leave’'.




S/No

Tasks

Expected Results

Click button ‘Cancel Leave'.

Alert ‘Cancel Leave'.

Click button ‘Cancel Leave'.




1.19 Attendance Summary (Leave Taken Breakdown)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Report Management-  Sales Management~  Admin Tool~ . Portal Admin1
Department Attendance Summary Human Resource @ Home - Human Resource - Depariment Atlendance Summary
<]
Short Code
Annual Leave : AL Emergency Leave : EL Medical Leave : MC Unpaid Leave : UL 1 Hour Time Off : 1HR 2 Hours Time Off : 2HR
Replacement Leave : RL Marriage Leave : MRL Maternity Leave : MTL Paternity Leave : PTL Compassionate Leave : CPL
No. StffID Name Department 9 52 May 03 May 04 05 May 06.May O o5 May 03May  10.May il
. May May May
. . ) In In In In - hog45AM In In
1 abdulrasyid@ifp.com m Ab Rasyid Bin Mahel Kismy @ Kasmir Mechanical PH O out PH (4 ot B ot Out ot
. . In:810AM In: 810 AM In:8:15AM In In In:7:50 AM In In In
2 rehman@ifp com my ABDUL RAHMAN BIN ABDUL RAHIM Givil and Structural PH oo o aoem PH O e oot B C. oy | o ot o
- In:9:00AM | In: 11:00AM In:900PM  In- 1100AM - in n In In
3 adam@ip.commy ADAMHOOD BIN AB RARIM Fiping PR ou:o00PM Out:930PM T Out:10:00PM OuEs300PM Ouw: Out out out out
- . In:810AM In In - 8:40 AM In In
4 faruci@fp.commy AHMAD FARUCI Civil and Structural PH 0 suomm | out Bl e -
’ In:753AM | In:7.56AM In: n: h:THAM In In
5 account@ifp.commy Aw Yoke Yoke Account and Procursment PH e o ooty (PH AL o e o o o
. In: 817 AM In In In:8&01AM In In In
6 balamurugan@ifp.com my BALAMURUGAN A/L KRISHNASAMY Civil and Structural PH AL AL PH Out 67PM  Out Out: Out Out out Out

Procedure Name

Summary for each user attendance.

Description & Objective:

Show List of users time enter and leave office.

S/No | Tasks

Expected Results

1.

Click on Resource Management > Leave > Attendance Summary.

Attendance Summary page will be displayed.




1.20 Employee Calendar

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~

Report Management~  Sales Management~  Admin Tool~ . Portal Admin1
Claim Summary Claim Details @ Home - Management Tool - HR Management - Claim Summany}
01-May-2023 - 31-May-2023 - Select Staff - v
Calendar
<> o May 2023 Month
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6
7 8 9 10 11 12 13
Procedure Name Calendar Employee..
Description & Objective: Show Calendar of spesific user and how many days they attend to work.

S/No | Tasks Expected Results

1. | Click on Resource Management > Leave > Employee Calendar. Employee Calendar page will be displayed.

2. | Select date. Date will be displayed.

Select date from the list.

3. | Select employee. Employee will be displayed.

Select employee from the list.

4, Click button ‘Refresh’.

Page will be refresh and selected user data updated.




1.21 Leave Summary (Permanent) (Leave Taken Breakdown)

TOTG Dashboard My Workplace ~ Resource Management~ Document Management ~ Report Management ~ Sales Management ~ Admin Tool ~ . Portal Admin1

Leave Summary Resource Management

@ Home ~ ManagementTool -~ HR Management - Leave Summary

Leave Taken Breakdown Annual Leave Balance Sick Leave Balance Hospitalization Balance Marriage Balance Compassionate Balance Matemity Balance Paternity Balance

01-Jan-2023 - 31-Dec-2023

QR | S0 | fem ¢ croumorieont [Am eoved[Uedaamed iy Loves Faiy e Conpssimae e opizions s e i oot
0 0 0 0 0 0 0 0 0

1 Yes  ragunath@ifp.com.my Ragunath Bharath

2 Yes  nursabirah@ifp.com.my Nursabirah Binti Mat Yusof 2 2 15 132

3 No | justinkhor@ifp.com.my Khor June Leng (Justin)

4 Yes  rohana@ifp.com.my Rohana Abd Aziz 1 8 3

5 Yes  sabariah@ifp.com.my Sabariah Binti Mohd Safaei 0 6 2

[ No saiful@ifp.com.my Saiful Faizi Bin Ab. Wahab

7 Yes  norasilah@ifp.com.my Norasilah Binti Othman 05 75 5

8 Yes  yasmin@ifp.com.my Yasmin Farhani Mohamad Sani 0 8

L] Yes | azlan@ifp.commy Mohd Azlan Bin Yahya 0 135

10 Yes erda@ifp.com.my Erda Syuhada Bint Radzi 4 85 3 0 0 2 3

Previous ‘ 1 ‘ 2 3 Next

Procedure Name Leave Summary of permanent employee.

Description & Objective: List of permanent employee that taking leave.

S/No | Tasks Expected Results

1. | Click on Resource Management > Leave > Leave Summary Leave Summary (Permanent) page will be displayed.
(Permanent).

2. | Select date. Date will be displayed.

Select date from the list.

3. | Select date. Date will be displayed.

Select date from the list.

4. | Click button ‘Apply". Page will be refresh and selected user data updated.

Case if Click Button Export’.




S/No

Tasks

Expected Results

Click button ‘Export’.

Choose type of file can be choose to be export.




1.21.1 Leave Summary (Permanent) (Annual Leave Balance)

TOTG Dashboard My Workplace  Resource Management~  Document Management~  Report Management~  Sales Management~  Admin Tool~ Portal Admin1
Leave Summary Resource Management @ Home - Management Tool - HR Management - Leave Summary
Leave Taken Breakdown  Annual Leave Balance  Sick Leave Balance Hospitalization Balance Marriage Balance  Compassionate Balance  Matemity Balance Paternity Balance

[ewer ]

20 2 00 0

1 Yes  ragunath@ifp.com.my Ragunath Bharath Permanent  18-Sep2001  18-Sep-2001 7906 2166 0

2 Yes  nursabirah@ifp.com.my Nursabirah Binti Mat Yusof Permanent  17-Dec-2015 17-Dec-2015 2703 M 20 20 30 0
3 No | justinkhor@fpcommy ~ KhorJuneLeng (Justin)  Permanent 14Feb2022 = 14-Feb2022 452 124 15 15 0.0 0
4 Yes rohana@ifp.com my Rohana Abd Aziz Permanent = 28-May-2013 28-May-2013 3636 996 20 20 25 0
5 Yes | sabariah@ifp.commy = Sabarish Bini Mohd Safaei  Permanent 08-Jan2013  08-Jan2013 3776 10.35 20 20 50 2
6 No saiful@ifp.commy Saiful Faizi Bin Ab. Wahab  Permanent 01-Feb-2020 = 01-Feb-2020 196 328 17 17 0.0 0
7 Yes norasilah@ifp.com.my Norasilah Binti Othman Permanent  17-Jun-2015 17-Jun-2015 2886 791 20 20 20 0
8 Yes  yasmin@ifp.commy | Yasmin Farhani Mohamad Sani Permanent —08-Jan-2011 08-Jan-2011 4507 1235 20 20 0.0 0
9 Yes azlan@ifp.com.my Mohd Azlan Bin Yahya Permanent  19-Dec-2007 19-Dec-2007 5623 154 20 20 75 0
10 Yes  erda@ifo.commy Erda Syuhada Binfi Radzi  Permanent  01-Apr2016  01-Apr-2016 2597 .12 20 20 35 0

>

Previous ‘ 1 ‘ 2 3 Next

Procedure Name

Leave Summary of permanent employee.

Description & Objective:

List of permanent employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary
(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if Click Button Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.21.2 Leave Summary (Permanent) (Sick Leave Balance)

(<]

Dashboard

My Workplace ~

Resource Managem Document Management -

Report Managem

Sales Managemes Portal Admin1

1
2
3
4

Leave Taken Breakdown

[ |

Yes | ragunath@ip.com.my Ragunath Bharath Permanent | 18-Sep-2001 18-Sep-2001 7906 10
Yes  nursabirah@ifp.com.my Nursabirah Bint Mat Yusof Permanent | 17-Dec-2015 17-Dec-2015 2703 7 10 0 10
No  justinkhor@ifp.com.my Khor June Leng (Justin) Permanent  14-Feb-2022 14-Feb-2022 152 1 10 0 10
Yes  rohana@ifp.com.my Rohana Abd Aziz Permanent | 28-May-2013 | 26-May-2013 3636 9 10 0 10
Yes | sabariah@ifp.com.my Sabariah Binti Mohd Safasi Permanent  08-Jan-2013 08-Jan-2013 3776 10 10 0 10
No saiful@ifp.com.my Saiful Faizi Bin Ab. Wahab Permanent | 01-Feb-2020 01-Feb-2020 119 3 10 0 10
Yes | norasilah@ifp.com.my Norasilah Binti Othman Permanent | 17-Jun-2015 17-Jun-2015 2886 7 10 0 10
Yes | yasmin@ifp.commy Yasmin Farhani Mohamad Sani Permanent | 08-Jan-2011 08-Jan-2011 4507 12 10 0 10
Yes azlan@ifp.com.my Mohd Azlan Bin Yahya Permanent | 19-Dec-2007 15-Dec-2007 5623 15 10 0 10
Yes erda@ifp.commy Erda Syuhada Binti Radzi Permanent  01-Apr-2016 01-Apr-2016 2597 7 10 0 10

Leave Summary Resource Management

Annual Leave Balance Sick Leave Balance

Hospitalization Balance

Marriage Balance ~ Compassionate Balance  Matemity Balance  Paternity Balance

@ Home - ManagementTool - HR Management - Leave Summary

R oot | S 6| tame #] G iong Out contmain i oo Snced et Sevesd vy Entnt o o Lo Tt | Tt Lo S
21 10 0

Previous ‘ 1 ‘ 2 3 Next

Procedure Name

Leave Summary of permanent employee.

Description & Objective:

List of permanent employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary

(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if Click Button Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.21.3 Leave Summary (Permanent) (Hospitalization Balance)

TOTG

Leave Taken Breakdown

Dashboard My Workplace~

‘ Export ‘

21 60 0 0

1
2
3
4

Yes

Annual Leave Balance

Leave Sum MAary Resource Management

Resource Management

Sick Leave Balance

Document Management

Hospitalization Balance

Report Management~

Marriage Balance Compassionate Balance Maternity Balance Paternity Balance

Sales Management>  Admin Tool~ Portal Admin1

@ Home - Management Tool - HR Management - Leave Summary

ragunath @ifp.com.my
nursabirah @ifp.com.my
justinkhor@ifp.com.my
rohana@ifp.com.my
sabariah@ifp.com.my
saiful@ifp.com.my
norasilah@ifp.com.my
yasmin@ifp.com.my
azlan@ifp.com.my

erda@ifp.com.my

Ragunath Bharath
Nursabirah Binti Mat Yusof
Knor June Leng (Justin)
Rohana Abd Aziz
Sabariah Binti Mohd Safaei
Saiful Faizi Bin Ab. Wahab
Norasilah Binti Othman
Yasmin Farhani Mohamad Sani
Mohd Azlan Bin Yahya

Erda Syuhada Binti Radzi

Permanent  18-Sep-2001 18-Sep-2001 7906 60
Permanent  17-Dec-2015 17-Dec-2015 2703 7 60 0 0 60
Permanent  14-Feb-2022 14-Feb-2022 452 1 60 0 0 60
Permanent  28-May-2013 28-May-2013 3636 9 60 0 0 60
Permanent  08-Jan-2013 08-Jan-2013 3776 10 60 0 0 60
Permanent  01-Feb-2020 01-Feb-2020 1196 3 60 0 0 60
Permanent  17-Jun-2015 17-Jun-2015 2886 7 60 0 0 60
Permanent  08-Jan-2011 08-Jan-2011 4507 12 60 [) 0 60
Permanent 19-Dec-2007 19.Dec-2007 5623 15 60 0 0 60
Permanent  01-Apr-2016 01-Apr-2016 2597 7 60 0 0 60

Previous 1

Procedure Name

Leave Summary of permanent employee.

Description & Objective:

List of permanent employee that taking leave.

S/No | Tasks

Expected Results

1. | Click on Resource Management > Leave > Leave Summary

(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if Click Button Export’.

2. | Click button ‘Export’.

Choose type of file can be choose to be export.




1.21.4 Leave Summary (Permanent) (Marriage Balance)

TOTG

1
2
3
1

Leave Taken Breakdown

=

Yes  ragunath@ifp.com.my Ragunath Bharath Permanent | 18-Sep-2001 18-Sep-2001 Maried 7906
Yes  nursabirah@ifp.commy  Nursabirah Binti Mat Yusof  Permanent 17-Dec-2015  17-Dec-2015 Married 2703 7 0 0
No  justinkhor@ifp.commy  Khor JuneLeng (Justin)  Permanent 14-Feb-2022 14-Feb-2022 Single 452 1 0 0
Yes  rohana@ifp.commy Rohana Abd Aziz Permanent | 28-May-2013 | 28-May-2013 Married 3636 9 0 0
Yes  sabariah@ifp.commy = Sabariah Binti Mohd Safaei  Permanent 08-Jan-2013 08-Jan-2013 Maried 3776 10 0 0
No saiful@ifp.com.my Saiful Faizi Bin Ab. Wahab  Permanent  01-Feb-2020 01-Feb-2020 Married 1196 3 0 0
Yes | norasilah@ifp.com.my Norasilah Binti Othman ~ Permanent  17-Jun-2015 17-Jun-2015 Maried 2886 7 0 0
Yes | yasmin@ifp.commy | Yasmin Farhani Mohamad Sani  Permanent  08-Jan-2011 08-Jan-2011 Married 4507 12 0 0
Yes azlan@ifp.com.my Mohd Azlan Bin Yahya Permanent  19-Dec-2007  19-Dec-2007 Maried 5623 15 0 0
Yes erda@ifp.com.my Erda Syuhada BintiRadzi  Permanent  01-Apr-2016 01-Apr-2016 Maried 2597 7 0 0

Dashboard

My Workplace =

Annual Leave Balance

Leave Summary Resource Management

Resource Management~

Sick Leave Balance

Document Management »

Hospitalization Balance

Report Management~

Mamiage Balance  Compassionate Balance ~ Maternity Balance  Patemity Balance

Sales Management~  Admin Tool~ Portal Admin1

@ Home - Management Tool - HRManagement - Leave Summary

B et | s 6] ame ] e oDt | ContmatnOnie a5 | oo _Srce e Sav 8.t e[t ve_Tcnd [ e
21 0 0

Previous

Procedure Name

Leave Summary of permanent employee.

Description & Objective:

List of permanent employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary

(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if

Click Button Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.21.5 Leave Summary (Permanent) (Compassionate Balance)

G Dashboard My Workplace~  Resource Management~

Document Management~  ReportManagement-  Sales Managemer Admin Tool -

Leave Summary Resource Management

Leave Taken Breakdown Annual Leave Balance Sick Leave Balance Hespitalization Balance Marriage Balance Compassionate Balance Maternity Balance Paternity Balance

=

@ Home - ManagementTool - HR Management - Leave Summary

E\—H—H_H_H—H_H_H—IE\—H—I

1 Yes  ragunath@ifp.com.my Ragunalh Bharath

2 Yes  nursabirah@ifp.com.my Nursabirah Binti Mat Yusof
3 No  justinkhor@ifp.com.my Khor June Leng (Justin)

4 Yes | rohana@ifp.commy Rohana Abd Aziz

5 Yes | sabariah@ifp.commy Sabariah Binti Mohd Safaei
6 No saiful@ifp.com.my Saiful Faizi Bin Ab. Wahab

7 Yes | norasilah@ifp.com.my Norasilah Bini Othman

8 Yes | yasmin@ifp.com.my Yasmin Farhani Mohamad Sani
9 Yes azlan@ip.com.my Mohd Azlan Bin Yahya

10 Yes erda@ifp.com.my Erda Syuhada Binti Radzi

e e e

Permanent  18-Sep-2001 18-Sep-2001 7506 21

Permanent  17-Dec-2015 17-Dec-2015 2703 7 2 0 2
Permanent  14-Feb-2022 14-Feb-2022 452 1 2 0 2
Permanent  28-May-2013 28-May-2013 3636 9 2 0 2
Permanent  08-Jan-2013 08-Jan-2013 3776 10 2 0 2
Permanent  01-Feb-2020 01-Feb-2020 1196 3 2 0 2
Permanent 17-Jun-2015 17-Jun-2015 2886 7 2 0 2
Permanent  08-Jan-2011 08-Jan-2011 4507 12 2 0 2
Permanent | 13-Dec-2007 19-Dec-2007 5623 15 2 0 2
Permanent  01-Apr-2016 01-Apr-2016 2597 7 2 2 0

Previous ‘ 1 ‘ 2 3 Next

Procedure Name

Leave Summary of permanent employee.

Description & Objective:

List of permanent employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary Leave Summary (Permanent) page will be displayed.

(Permanent).

Case if

Click Button Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.21.6 Leave Summary (Permanent) (Maternity Balance)

TOTG  Dashboard My Workplacev  Resource Management»  Document Management~  Report Management

Leave Summary Rresource Management

Leave Taken Breakdown Annual Leave Balance Sick Leave Balance Hospitalization Balance Marriage Balance Compassionate Balance Maternity Balance Paternity Balance

Export ‘

Sales Management~  Admin Toolv Portal Admin1

@ Home - Management Tool - HRManagement - Leave Summary

T S e e P e e e e e

Bt | sen |

Yes | ragunath@ifp.com.my Ragunam Bharath Permanent | 18-Sep-2001 18-Sep-2001
Yes nursabirah@ifp.com.my Nursabirah Binti Mat Yusof Permanent  17-Dec-2015 17-Dec-2015
Mo | justinkhor@ifp.com.my Khor June Leng (Justin) Permanent | 14-Feb2022  14-Feb-2022
Yes | rohana@ifp.com.my Rohana Abd Aziz Permanent | 28May-2013 | 28-May-2013
Yes sabariah@ifp.com.my Sabariah Binti Mohd Safaei Permanent  08-Jan-2013 08-Jan-2013
No saiful @ifp.com.my Saiful Faizi Bin Ab. Wahab Permanent | 01-Feb-2020  01-Feb-2020
Yes norasilah@ifp.com.my Norasilah Binti Othman Permanent  17-Jun-2015 17-Jun-2015
Yes yasmin@ifp.com.my ‘Yasmin Farhani Mohamad Sani Permanent  08-Jan-2011 08-Jan-2011
Yes | azlan@ffp.com.my Mohd Azlan Bin Yahya Permanent  18-Dec2007 | 19-Dec-2007
Yes erda@ifp.com my Erda Syuhada Binti Radzi Permanent 01-Apr-2016 01-Apr-2016

7906 60
2703 7 60 132 72
452 1 60 0 60
3636 9 60 0 60
3176 10 60 0 60
1196 3 60 0 60
2886 7 60 43 17
4507 12 60 0 60
5623 15 60 0 60
2597 7 60 0 60

Procedure Name

Leave Summary of permanent employee.

Description & Objective:

List of permanent employee that taking leave.

S/No | Tasks

Expected Results

1. | Click on Resource Management > Leave > Leave Summary

(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if Click Button Export’.

2. | Click button ‘Export’.

Choose type of file can be choose to be export.




1.21.7 Leave Summary (Permanent) (Paternity Balance)

TOTG

Dashboard

My Workplace~

Resource Management~

Document Management

Report Management~

Sales Management~  Admin Tool~ Portal Admin1

Leave Taken Breakdown

=

1
2
3
4

Yes

Yes

Yes

Annual Leave Balance

Leave Summary Resource Management

Sick Leave Balance

Hospitalization Balance

Marriage Balance  Compassionate Balance  Matemity Balance  Patemity Balance

@ Home - Management Tool - HR Management - Leave Summary

ragunath@ifp.com.my
nursabirah@ifp.com.my
justinkhor@ifp.com.my
rohana@ifp. com.my
sabariah@ifp.com.my
saiful@ifp.com.my
norasilah@ifp.com.my
yasmin@ifp.com.my
azlan@ip.com.my

erda@ifp.com.my

Ragunath Bharath
Nursabirah Binti Mat Yusof
Khor June Leng (Justin)
Rohana Abd Aziz
Sabariah Binti Mohd Safaei
Saiful Faizi Bin Ab. Wahab
Norasilah Binti Othman
Yasmin Farhani Mohamad Sani
Mohd Azlan Bin Yahya

Erda Syuhada Binti Radzi

Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent

Permanent

18-Sep-2001 18-Sep-2001 7908

17-Dec-2015 17-Dec-2015 2703 7 1 0 1
14-Feb-2022 14-Feb-2022 452 1 1 0 1
28-May-2013 28-May-2013 3636 9 1 0 1
08-Jan-2013 08-Jan-2013 3776 10 1 0 1
01-Feb-2020 01-Feb-2020 1196 3 1 0 1
17-Jun-2015 17-Jun-2015 2886 7 1 0 1
08-Jan-2011 08-Jan-2011 4507 12 1 0 1
19-Dec-2007 19-Dec-2007 5623 15 1 0 1
01-Apr-2016 01-Apr-2016 2597 7 1 0 1

Dated Days_of_Senvice | Years_of_Service % | Yearly_Entitlement$ Total_Leave_Taken# [ Total_Leave_Balance4
21 1 0 1

Previous | 1 ‘ 2 3 Nex

Procedure Name

Leave Summary of permanent employee.

Description & Objective:

List of permanent employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary

(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if

Click Button Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.22 Leave Summary (Contract) (Leave Taken Breakdown)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Report Management~  Sales Management~  Admin Tool~ @ Poraiadmint

Leave Summary(Contract) resource Management

‘ Export ‘

Leave Taken Breakdown Annual Leave Balance Sick Leave Balance Hospitalization Balance Marriage Balance Compassionate Balance Maternity Balance Paternity Balance

@ Home - ManagementTool - HR Management - Leave Summary(Contract)

Yes rahman@ifp.commy  ABDUL RAHMAN BIN ABDULRAHIM =~ 01-Feb-2023 | 31-Jan-2024
2 Yes adam@ifp.com.my ADAM HOOD BIN AB RAHIM 18-Feb-2023 | 17-May-2023
3| Yes farugi@ifp.com.my AHMAD FARUQI 26-Sep-2022 | 31-Mar-2023
4 No | amiersyafiq@ifp-com.my AMIER SYAFIQ JEFFREY 03-0ct2022 | 31-Mar-2023
5 Yes  accoum@ifp.commy Aw Yoke Yoke 25-0ct:2022 | 24-0ct-2023
6 | Yes | balamurugan@ifp.commy BALAMURUGANAIL KRISHNASAMY = 01-Mar-2023 | 28-Feb-2024
7 | Yes | danielchong@ifp.com.my CHONG WAI LUEN 25-May-2022 | 24-May-2023
8 | Yes | choykimseng@ifp.commy Choy Kim Seng 03-Jan-2023 | 31-Dec-2023
9 | Yes farah@ifp.com my FARAH NABILAH BINTI OTHMAN  08-Aug-2022 | 07-Feb-2023
10 Yes  gajendra@ifp.com.my GAJENDRA A/L KANESAN 01-Nov-2022 | 30-Apr-2023

o et | 0 I v i et 1 Eny v e s v ity e ety v compin st s
p 1 0 1 0 0 0 0

5 3 0 0 5
05 2 4 0 0
0 3 0 0

3

3 0 0 0
3 1 5 0 0

3 1

e
2
G
o
w
I
o
z
F
E

Procedure Name Leave Summary of contract employee.

Description & Objective: List of contract employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary
(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if

Admin click button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.22.1

TOTG  Dashboard My Workplace~  Resource Management-  Document Management-  Report Management~

Leave Summary (Contract) (Annual Leave Balance)

Sales Management~  Admin Tool~ . Portal Admin1

Leave Summary(Contract )_Resource Management

=

Leave Taken Breakdown Annual Leave Balance Sick Leave Balance Hospitalization Balance Marriage Balance Compassionate Balance Matemnity Balance Paternity Balance

@ Home - ManagementTool - HRManagement - Leave Summary(Coniract

[ heve ol sams 4] B Coie ¢ unou | ErDuc | o e oo ) Tou e o 4] o e B §
1 1

Yes rahman@ifp.com my ABDUL RAHMAN BIN ABDUL RAHIM Contract 01-Feb-2023 31-Jan-2024 12 "
2 Yes adam@ifp.com.my ADAM HOOD BIN AB RAHIM Contract 18-Feb-2023 17-May-2023 0 1 El
3 Yes faruqi@ifp.com.my AHMAD FARUQI Contract 26-5ep-2022 31-Mar-2023 0 5 5
4 No amiersyafio@ifp.com.my AMIER SYAFIQ JEFFREY Contract 03-0ct2022 31-Mar-2023 0 5 5
5 Yes account@ifp.com.my Aw Yoke Yoke Contract 25-0ct-2022 24-Oct-2023 0 25 25
6 Yes balamurugan@ifp.com.my BALAMURUGAN A/L KRISHNASAMY Contract 01-Mar-2023 28-Feb-2024 12 3 ]
7 Yes danielchong@ifp.com.my CHONG WAI LUEN Contract 25-May-2022 24-May-2023 12 8 4
8 Yes choykimseng@ifp.com.my Choy Kim Seng Contract 03-Jan-2023 31-Dec-2023 0 3 3
9 Yes farah@ifp.com my FARAH NABILAH BINTI OTHMAN Contract 08-Aug-2022 07-Feb-2023 0 45 A5
10 Yes gajendra@ifp.com.my GAJENDRAAIL KANESAN Contract 01-Nov-2022 30-Apr-2023 6 4 2

Previous ‘ 1 ‘ 2 3 4 5 Next

Procedure Name Leave Summary of contract employee.

Description & Objective: List of contract employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary
(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if

Admin click button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.22.2 Leave Summary (Contract) (Sick Leave Balance)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Repori Management~  Sales Management~  Admin Tool~ Portal Admin1

Leave Summary(Contract) Resource Management @ Home - Management Tool - HR Management - Leave Summary(Contract

Leave Taken Breakdown Annual Leave Balance Sick Leave Balance Hospitalization Balance Marriage Balance Compassionate Balance Maternity Balance Paternity Balance

[ hae o] sam ] B e | swioee 6| cwom | faoione Do $| ealieme ten | ToLoow Soeo §
1 1

Yes rahman@ifp.com.my ABDUL RAHMAN BIN ABDUL RAHIM Contract 01-Feb-2023 31-Jan-2024 14 13
2 Yes adam@ifp.com.my ADAM HOOD BIN AB RAHIM Contract 18-Feb-2023 17-May-2023 0 15 A5
3 Yes farugi@ifp.com.my AHMAD FARUQI Contract 26-Sep-2022 31-Mar-2023 0 2 2
4 No amiersyafig@ifp.com.my AMIER SYAFIQ JEFFREY Contract 03-0ct-2022 31-Mar-2023 0 2 2
5 Yes account@ifp.com.my Aw Yoke Yoke Contract 25-0ct-2022 24-0ct-2023 0 1 A
6 Yes balamurugan@ifp.com.my BALAMURUGAN A/L KRISHNASAMY Contract 01-Mar-2023 28-Feb-2024 14 0 14
7 Yes danielchong @ifp.com.my CHONG WAI LUEN Contract 25-May-2022 24-May-2023 10 0 10
8 Yes choykimseng@ifp.com.my Choy Kim Seng Contract 03-Jan-2023 31-Dec-2023 0 0 0
9 Yes farah @ifp.com.my FARAH NABILAH BINTI OTHMAN Contract 08-Aug-2022 07-Feb-2023 0 0 0
10 Yes gajendra@ifp. com.my GAJENDRA AL KANESAN Contract 01-Nov-2022 30-Apr-2023 5 1 4

Previous ‘ 1 ‘ 2 3 4 5 Next

Procedure Name Leave Summary of contract employee.

Description & Objective: List of contract employee that taking leave.

S/No | Tasks Expected Results

1. | Click on Resource Management > Leave > Leave Summary Leave Summary (Permanent) page will be displayed.
(Permanent).

Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.




1.22.3

TOTG  Dashboard My Workplace~  Resource Management+

Document Management-~

Leave Summary (Contract) (Hospitalization Balance)

‘ Export ‘

Leave Taken Breakdown Annual Leave Balance

Leave Summary(Contract) Resource Management

Sick Leave Balance Hospitalization Balance

Report Management~  Sales Management~  Admin Tool~ . Portal Admin1
@ Home Tool HR Leave tract)
Marriage Balance ~ Compassionate Balance  Matemity Balance  Paternity Balance

I | |

H_H_H_H—H—II—H—I

o e |

Yes rahman@ffp.com.my
2 Yes adam @ifp.com.my

3| Yes farugi@ifp.com.my

4 N amiersyafiq@ifp.com.my
5 Yes account@ifp.com.my

6 Yes balamurugan@ifp.com.my
T Yes danielchong@ifp.com.my
8| Yes choykimseng@ifp.com.my
9 Yes farah(@ifp.com.my

10 Yes gajendra@ifp.com.my

ABDUL RAHMAN BIN ABDUL RAHIM
ADAM HOOD BIN AB RAHIM
AHMAD FARUQI
AMIER SYAFIQ JEFFREY
Auw Yoke Yoke
BALAMURUGAN A/L KRISHNASAMY
CHONG WAI LUEN
Choy Kim Seng
FARAH NABILAH BINTI OTHMAN
GAJENDRA AL KANESAN

Total_Leave Days 4 | Sick Leave_Taken 4 | Total Leave Taken 4 | Total_Leave Balance 4

Contract
Contract
Contract
Contract
Contract
Contract
Contract
Contract
Contract

Contract

01Feb-2023  31-Jan-2024 13
18-Feb-2023 17-May-2023 0 15 0 15
26-Sep-2022  31-Mar-2023 0 2 0 2
03-0ct-2022 31-Mar-2023 0 2 0 -2
25.0ct:2022  24-0ct-2023 0 1 0 El
01-Mar-2023  28-Feb-2024 14 0 0 14
25-May-2022  24-May-2023 10 0 0 10
03-Jan-2023  31-Dec2023 0 0 0 0
08-Aug-2022 07-Feb-2023 0 0 0 0
01-Nov-2022  30-Apr-2023 5 1 0 a
|

Previous ‘ 1

Procedure Name

Leave Summary of contract employee.

Description & Objective:

List of contract employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary

(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if

Admin click button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.22.4 Leave Summary (Contract) (Marriage Balance)

‘G Dashboard My Workplace~  Resource Management-  Document Management-  Report Management-  Sales Management~  Admin Tool~

Leave Summary(Contract) Rresource Management @ Home - Management Tool - HRManagement - Leave Summary(Contract

Leave Taken Breakdown Annual Leave Balance Sick Leave Balance Hospitalization Balance Marriage Balance Compassionate Balance Matemity Balance Paternity Balance

Yes rahman@ifp.com.my ABDUL RAHMAN BIN ABDUL RAHIM Contract Single 01-Feb-2023 31-Jan-2024
2 Yes adem@ifp.com.my ADAM HOOD BIN AB RAHIM Contract Married 18Feb2023 | 17-May-2023 0 0 ]
3 Yes farugi@ifp.com my AHMAD FARUQI Contract Married 26-Sep-2022 31-Mar-2023 0 0 0
41 Ne amiersyafiq@ifp.com.my AMIER SYAFIQ JEFFREY Contract Single 03-0ct2022  31-Mar2023 0 0 []
5 Yes ‘account@ifp.com.my Aw Yoke Yoke Contract Married 25-Oct-2022 24-Oct-2023 0 0 0
3 Yes balamurugan@ifp.com my BALAMURUGAN A/L KRISHNASAMY Contract Single 01-Mar-2023 28-Feb-2024 0 0 0
7 Yes daniclchong@ifp.com.my CHONG WAI LUEN Contract Married 25May2022 | 24May-2023 0 0 []
8 Yes choykimseng@ifp.com.my Choy Kim Seng Contract Single 03-Jan2023  31-Dec2023 0 0 ]
9 Yes farah@ifp.com my FARAH NABILAH BINTI OTHMAN Contract Married 08-Aug-2022 07-Feb-2023 0 0 0
10 Yes geiendra@ifp.commy GAJENDRAA/L KANESAN Contract Single 01Nov-2022  30-Apr2023 0 0 []

Previous | 1
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Procedure Name Leave Summary of contract employee.

Description & Objective: List of contract employee that taking leave.

S/No | Tasks Expected Results

1. | Click on Resource Management > Leave > Leave Summary Leave Summary (Permanent) page will be displayed.
(Permanent).

Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.




1.22.5 Leave Summary (Contract) (Compassionate Balance)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Report Management~

Sales Management=  Admin Tool~ . Portal Admin1

Leave Summary(Contract) resource Management

=

Leave Taken Breakdown Annual Leave Balance Sick Leave Balance Hospitalization Balance Marriage Balance Compassionate Balance Maternity Balance Paternity Balance

@ Home - Management Tool - HR Management - Leave Summary(Contract

6] o sl sne ] B o | oo 6| Eroom | oo omo Do ] TouLowe e 4] T Lo o ¢
2 0 2

1 Yes rahman@ifp. com.my ABDUL RAHMAN BIN ABDUL RAHIM Contract 01-Feb-2023 31-Jan-2024
2 Yes adam@ifp.com.my ADAM HOOD BIN AB RAHIM Contract 18-Feb-2023 17-May-2023 0 0 0
3 Yes faruqi@ifp.com.my AHMAD FARUQI Contract 26-Sep-2022 31-Mar-2023 0 0 0
4 No amiersyafiq@ifp.com.my AMIER SYAFIQ JEFFREY Contract 03-0ct-2022 31-Mar-2023 0 0 0
5 Yes account@ifp.com.my Aw Yoke Yoke Contract 25-0ct-2022 24-0c1-2023 0 0 0
6 Yes balamurugan@ifp.com.my BALAMURUGAN AL KRISHNASAMY Contract 01-Mar-2023 28-Feb-2024 0 0 0
7 Yes danielchong@ifp. com.my CHONG WAI LUEN Contract 25-May-2022 24-May-2023 0 0 0
8 Yes choykimseng@ifp.com.my Choy Kim Seng Contract 03-Jan-2023 31-Dec-2023 0 0 0
9 Yes farah@ifp.com.my FARAH NABILAH BINTI OTHMAN Contract 08-Aug-2022 07-Feb-2023 0 0 0
10 Yes gajendra@ifp.com.my GAJENDRAA/L KANESAN Contract 01-Nov-2022 30-Apr-2023 0 0 0

Previous ‘ 1 | 2 3 4 5  Nex

Procedure Name Leave Summary of contract employee.

Description & Objective: List of contract employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary
(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if Admin click button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.22.6 Leave Summary (Contract) (Maternity Bal

TOTG  Dashboard My Workplace~  Resource Management~  Document Managemeni~  Report Management~

ance)

Sales Management~  Admin Tool~ @ PoraiAamint

Leave Summary(Contract) Rresource Management

Leave Taken Breakdown Annual Leave Balance Sick Leave Balance Hospitalization Balance Marriage Balan

[wer |

@ Home Tool - HR Leave Summary(Contrac

ce  Compassionate Balance  Matemity Balance  Patemity Baiance

[ oo sl sams 4] B e | sanoue 6| crgome ] oobiane oo ] Ton oo ¢| o e i ¢
1 0 0 0

Yes rahman@ifp.com.my ABDUL RAHMAN BIN ABDUL RAHIM ‘Contract 01-Feb-2023 31-Jan-2024
2 Yes adam@ifp.com.my ADAM HOOD BIN AB RAHIM Contract 18-Feb-2023 17-May-2023 0 0 0
3 Yes faruqi@ifp.com.my AHMAD FARUQI ‘Contract 26-Sep-2022 31-Mar-2023 0 0 0
4 No amiersyafia@ifp.com.my AMIER SYAFIQ JEFFREY Contract 03-0ct-2022 31-Mar-2023 0 0 0
5 Yes account@ifp.com my Aw Yoke Yoke ‘Contract 25-Oct-2022 24-Oct-2023 0 0 0
6 Yes balamurugan@ifp.com.my BALAMURUGAN A/L KRISHNASAMY Contract 01-Mar-2023 28-Feb-2024 0 0 0
7 Yes danielchong@ifp.com my CHONG WAI LUEN ‘Contract 25-May-2022 24-May-2023 0 0 0
8 Yes choykimseng@ifp.com.my Choy Kim Seng Contract 03-Jan-2023 31-Dec2023 0 0 0
9 Yes farah@ifp.com my FARAH NABILAH BINTI OTHMAN ‘Contract 08-Aug-2022 07-Feb-2023 0 0 0
1 Yes gajendra@ifp.com.my GAJENDRAAIL KANESAN Contract 01-Nov-2022 30-Apr-2023 0 0 0

Previous ‘ 1 ‘ 2 3 4 5  Next

Procedure Name Leave Summary of contract employee.

Description & Objective: List of contract employee that taking leave.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Summary
(Permanent).

Leave Summary (Permanent) page will be displayed.

Case if Admin click button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.22.7 Leave Summary (Contract) (Paternity Balance)

TOTG  Dashboard

My Workplace - Resource Management~  Document Management -

[[vor |

Leave Taken Breakdown Annual Leave Balance

Leave Summary(Contract) Resource Management

Sick Leave Balance Hospitalization Balance

Report Management~  Sales Management~  Admin Tool+ . Portal Admin1
& Home Tool HR Leave tract)
Marriage Balance ~ Compassionate Balance  Malemity Balance  Paternity Balance

Yes

@w&mw‘wmA
§

I |

[ have 6l s ¢

rahman @ifp.com.my
adam@ifp.com my
fanugi@ifp.com.my
amiersyafig@ifp.com.my
account@ifp.com.my
balamurugan@ifp.com.my
danielchong @ifp.com.my
choykimseng@ifp.com.my
farah@ifp.com.my

gajendra@ifp.commy

ABDUL RAHMAN BIN ABDUL RAHIM
ADAM HOOD BIN AB RAHIM
AHMAD FARUQI
AMIER SYAFIQ JEFFREY
Aw Yoke Yoke
BALAMURUGAN A/L KRISHNASAMY
CHONG WAI LUEN
Choy Kim Seng
FARAH NABILAH BINTI OTHMAN
GAJENDRAAIL KANESAN

Contract 01-Feb-2023 31-Jan-2024

Contract 18-Feb-2023 17-May-2023 0 0 0
Contract 26-Sep-2022 31-Mar-2023 0 0 0
Contract 03-Oct-2022 31-Mar-2023 0 0 0
Contract 25-0ct-2022 24-0ct-2023 0 i 0
Contract 01-Mar-2023 28-Feb-2024 0 0 0
Contract 25-May-2022 24-May-2023 0 0 0
Contract 03-Jan-2023 31-Dec-2023 0 0 0
Contract 08-Aug-2022 07-Feb-2023 0 0 0
Contract 01-Nov-2022 30-Apr-2023 0 0 0

B oo §| SanDuc 3| CodDab | Tou Loavo Days &| Tol Loavo Takon &| Toml Loavo Balanco &
0 0 0

-
o
z
&
ES

Previous ‘ 1 ‘ 2

Procedure Name

Leave Summary of contract employee.

Description & Objective:

List of contract employee that taking leave.

S/No

Tasks

Expected Results

1.

(Permanent).

Click on Resource Management > Leave > Leave Summary

Leave Summary (Permanent) page will be displayed.

Case if Admin click button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.23 Leave Entitlement

TOTG  Dashboard My Workplace  Resource Management~  Document Management~  ReportManagement~  Sales Management~  Admin Tool = . Portal Admin1
Leave Entitlement admin @ Home - Admin - Leave Entillement
Grade Contract
[[ e || oeeee saen ]
= L e e
2 5
0 12 Annual Leave
1 12 Annual Leave
2 13 Annual Leave
3 14 Annual Leave
4 15 Annual Leave
5 16 Annual Leave
6 17 Annual Leave
7 18 Annual Leave
8 o 19 Annual Leave
9 20 Annual Leave
1 1 Compassionate Leave
3 month 2 Compassionate Leave
6 month 2 Compassionate Leave
1 60 Maternity Leave
1 2 Patternity Leave
Procedure Name Leave for permanent and contract employee.
Description & Objective: List of how long that employee leave.

S/No | Tasks Expected Results

1. | Click on Resource Management > Leave > Leave Entitlement. Leave Entitlement page will be displayed.

2. | Select grade. Few Grade will be displayed.
Select grade from the list.

Page will be updated automatically.

Case if Admin add New Entitlement.

3. | Click button ‘New’. A new form row will appear, To fill it out.




S/No | Tasks Expected Results

4. | Select year. Year field is mandatory.

5. | Select days. Days field is mandatory.

6. | Select Leave_Type Few Leave_Type will be displayed.

Select Leave_Type from the list.




1.24 Leave Batch Adjustment

TOTG Dashboard My Workplace ~ Resource Management~ Document Management ~ Report Management - Sales Management ~ Admin Tool~

@ Portal Admint

Leave Batch Adjustment resource management

Staff List

Apply Leave | Leave Adjustment

Show entries

@ Home - Management Tool - HR Management - Leave Baich Adjusiment

eave

Adjusted

sudarkar@ifp.com.m Sudarkar Work Order HR and Administration 0 0 0 0
O ragunath@ifp.com.my Ragunath Bharath Permanent 0 0 2 0 60 0
O  nursabirah@ifp.commy = Nursabirah Binti Mat Yusof  Permanent Dratter Piping 83 2 2 ] 60 0
O  lingingching@ifp.com.my Ling Ing Ching Work Order Lead Engineer Electrical 0 0 0 [ 0 0
O michael@ifp.com.my Michael William King Work Order Head Of Department  Business Development or Project 1.2 0 2 ] 0 0
O rohana@ifp.commy Rohana Abd Aziz Permanent | HR & Administration Manager HR and Administration 83 0 2 0 60 0
o sabariah@ifp.com my Sabariah Binti Mohd Safaei Permanent Designer Mechanical 83 0 2 0 60 0
O norasilah@ifp.com.my Norasilah Binti Othman ~ Permanent Drafter Piping 83 0 2 0 60 0
O  nuthafizha@ifp.commy ~ Nurhafizha Binti Saiman Contract  Hr & Administration Executive HR and Administration 54 0 0 ] 0 0
[0 yasmin@ifp.commy  Yasmin Farhani Mohamad Sani Permanent Account and Procurement 0 0 2 0 60 10

N | | | | A |

Hospitalization

Annual
- Annual Compassionate,, | Compassionate,, | Hospitaiization Maternity
. . o . N . N N N . .
D M (= ' Deparinent # | Leave ¥ | Leave ¢ Leave ¥ |LeaveAdjusted® | lLeave Y| U Y| Leave ¥
Adjusted A
O 0 0 0

>

Showing 110 10 of 61 entries Previous 2 3 4 5 6 T Next

Procedure Name

Leave of employee that already apply.

Description & Objective: List of employee and how many days they left with what reason.

S/No

Tasks Expected Results

1.

Click on Resource Management > Leave > Leave Batch Adjustment. | Leave Batch Adjustment page will be displayed.

2.

Click button ‘Apply Leave'.

Popup form ‘Batch Leave Application’.

Select Leave Type.

Few Leave Type will be displayed.

Select Leave Type from the list.

Select Start Date.

Start Date will be displayed.
Select Start Date from the list.




S/No | Tasks Expected Results
5. | Select End Date. End Date will be displayed.
Select End Date from the list.
6. | Select Reason. Reason field is mandatory.
7. | Select Project. Project will be displayed.
Select Project type from the list.
8. | Select Attachment. Choose file to attach with.
9. | Click button ‘Submit’.
Case if Admin Leave Adjustment.
10. | Click button ‘Leave Adjustment’. Popup form ‘Batch Leave Application’.
11. | Select Leave Type. Few Leave Type will be displayed.
Select Leave Type from the list.
12. | Select Year. Few Year will be displayed.
Select year type from the list.
13. | Select Remarks. Remarks field is mandatory
14. | Select No of days. No of days field is mandatory

15.

Click button ‘Submit’.




1.25 Leave Carry Forward

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  ReportManagement~  Sales Management~  Admin Tool~ .PmalAamum

Leave Carry Forward Resource Management @ Home - Resource Management - Leave Carry Foward

| | | | | |
B - - -~ |

1 sudarkar@ifp.com.m Sudarkar 00
2 ragunath@ifp.com.my Ragunath Bharath 0.0
3 nursabirah @ifp. com.my Nursabirah Binti Mat Yusof 00
4 lingingching@ifp.com.my Ling Ing Ching 0.0
5 michael@ifp.com.my Michael William King 0.0
6 rohana@ifp.com my Rohana Abd Aziz 0.0
7 sabariah@ifp.com.my Sabariah Binti Mohd Safaei 0.0
8 norasilah @ifp.com.my Norasilah Binti Othman 0.0
9 nurhafizha@ifp.com.my Nurhafizha Binti Saiman 0.0
10 yasmin@ifp.com.my Yasmin Farhani Mohamad Sani 0.0
Showing 1 to 10 of 60 entries Previous |f‘ 2 3 4 5 6 Next

Procedure Name

Leave of employee in a year.

Description & Objective:

List of employee and how many days they leave in a year.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Leave > Leave Carry Forward. Leave Carry Forward page will be displayed.

Case if

Admin click button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.

Case if

Admin click button '2022’.

3.

Click button '2022’.

Page will be updated automatically.

Case if

Admin click button ‘2023".

4.

Click button '2023'.

Page will be updated automatically.




1.26 Timesheet Management (Pending Review Timesheet)

TOTG Dashboard My Workplace»  Resource Management~  Document Management~  Report Management~  Sales Management~  Admin Tool~

Timesheet Management Resource Management

Pending Review Timesheet[1] ~ Approved Timesheet[s]  Rejected Timesheet[1] Date Range Timesheet[48] Final Approved Timesheet[40]

@ PoralAamint

@ Home - Management Tool - HR Management - Timesheet Management

abdulrasyid@ifp.com.m

T R S T
Review cal

Ab Rasyid Bin Mahel Kismy @ Kasmir

Pending Approval Mechani

Showing 110 10f 1 entries

Previous ‘ i ‘ Next

Procedure Name

Timesheet management for employee.

Description & Objective:

List of employee and their timesheet can be approve / reject.

S/No | Tasks Expected Results
1. | Click on Resource Management > Timesheet > Timesheet Timesheet Management page will be displayed.
Management.
Case if Click Button ‘Review’.
2. | Click button ‘Review’. List timesheet of the clicked user will be displayed.
3. | Select the date. Date will be displayed.
Select Date from the list.
4. | Click button ‘Apply” and ‘Refresh’. Page will be updated.
Case if Click Button ‘Export’'.
5. | Click button ‘Export’. Choose type of file can be choose to be export.
Case if Admin Approve.
6. | Select timesheet.

The row selected is highlight.




S/No | Tasks Expected Results
7. | Click button ‘Approve’. Alert ‘Timesheet Approved'.
Case if Admin Reject.
8. | Select timesheet. The row selected is highlight.
9. | Click button ‘Reject’. Alert ‘Timesheet Rejected'.
Case if Admin Redirect.
10. | Select timesheet. The row selected is highlight.
11. | Click button ‘Redirect’. Popup redirect to choose who to give it to.
12. | Choose Approver and click ‘Redirect’. Alert ‘Timesheet redirected!’.
Case if Admin want New Timesheet.
13. | Click button ‘New Timesheet'. Popup ‘New Timesheet’ will be displayed.
14. | Select date. Date will be displayed.
Select Date from the list.
15. | Select Project Name. Few Project will be displayed.
Select project type from the list.
16. | Click button ‘Create’. Alert ‘New Timesheet Added!".
1 new row will appear.
Case if Admin want Delete Timesheet.
17. | Select the timesheet. The row selected is highlight.




S/No | Tasks Expected Results

18. | Click button ‘Delete Timesheet'. Alert ‘Timesheet deleted successfully!”.

Case if Admin want Submit and Notify.

19. | Select the timesheet. The row selected is highlight.

20. | Click button ‘Submit and Notify". Popup ‘Submit for approval’.

21. | Click button ‘Yes'. Alert ‘Submitted for next action!’.




1.26.1

Timesheet Management (Approved Timesheet)

TOTG  Dashboard My Workplace~  Resource Management~  Document Managemeni~  Report Management~  Sales Management~  Admin Tool~ . Portal Admin1

Timesheet Management Resource mManagement

Pending Review Timesheet{1] ~ Approved Timesheet[5] Rejected Timesheet[1] Date Range Timesheet[48]

@ Home - Management Tool -~ HR Management - Timesheet Management

Final Approved Timesheet[40]

azlan@ifp. com.my Mohd Azlan Bin Yahya Approved Inter-Discipline
Syui23 NURNAZLEEN SYUHADA Approved Civil and Structural
SYU123 NURNAZLEEN SYUHADA Final Approved with Special Attention Civil and Structural
ragunath @ifp.com.my Ragunath Bharath Approved
ragunath @ifp.com.my Ragunath Bharath Final Approved with Special Attention
Showing 1 to 5 of 5 entries Previous ‘T‘ Next
Procedure Name Timesheet management for employee.
Description & Objective: List of employee and their timesheet can be approve / reject.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Timesheet > Timesheet
Management.

Timesheet Management page will be displayed.

Case if

Click Button ‘Review’.

2.

Click button ‘Review’.

List timesheet of the clicked user will be displayed.

Select the date.

Date will be displayed.

Select Date from the list.

4.

Click button ‘Apply’ and ‘Refresh’.

Page will be updated.

Case if

Click Button ‘Export’.

Click button ‘Export’.

Choose type of file can be choose to be export.




S/No | Tasks

Expected Results

Case if

Admin Approve.

6. | Select timesheet. The row selected is highlight.
7. | Click button ‘Approve’. Alert ‘Timesheet Approved'.
Case if Admin Reject.
8. | Select timesheet. The row selected is highlight.
9. | Click button ‘Reject’. Alert ‘Timesheet Rejected’.
Case if Admin Redirect.
10. | Select timesheet. The row selected is highlight.
11. | Click button ‘Redirect’. Popup redirect to choose who to give it to.
12. | Choose Approver and click ‘Redirect’. Alert ‘Timesheet redirected!’.
Case if Admin want New Timesheet.
13. | Click button ‘New Timesheet'. Popup ‘New Timesheet’ will be displayed.
14. | Select date. Date will be displayed.
Select Date from the list.
15. | Select Project Name. Few Project will be displayed.
Select project type from the list.
16. | Click button ‘Create’. Alert ‘New Timesheet Added!".

1 new row will appear.




S/No | Tasks | Expected Results

Case if Admin want Delete Timesheet.

17. | Select the timesheet. The row selected is highlight.

18. | Click button ‘Delete Timesheet'. Alert ‘Timesheet deleted successfully!’.

Case if Admin want Submit and Notify.

19. | Select the timesheet. The row selected is highlight.

20. | Click button ‘Submit and Notify’. Popup ‘Submit for approval’.

21. | Click button ‘Yes'. Alert ‘Submitted for next action!’.




1.26.2

Timesheet Management (Rejected Timesheet)

TOTG Dashboard My Workplace » Resource Management = Document Management » Report Management~ Sales Management>  Admin Tool~ . Portal Admin1

Timesheet Management Resource Management @ Home - ManagementTool -~ HR Management - Timesheet Management

Pending Review Timesneet{1] ~ Approved Timesheet[3] Rejected Timeshee([1] Date Range Timesneet[48]  Final Approved Timesheet[40]

o I R T R
Review

SYU123 NURNAZLEEN SYUHADA Rejected Civil and Structural

Showing 110 1 of 1 entries

Previous ‘ 1 ‘ Next

)

rocedure Name

Timesheet management for employee.

Description & Objective:

List of employee and their timesheet can be approve / reject.

S/No | Tasks Expected Results
1. | Click on Resource Management > Timesheet > Timesheet Timesheet Management page will be displayed.
Management.
Case if Click Button ‘Review’.
2. | Click button ‘Review’. List timesheet of the clicked user will be displayed.
3. | Select the date. Date will be displayed.
Select Date from the list.
4. | Click button ‘Apply” and ‘Refresh’. Page will be updated.
Case if Click Button ‘Export’.
5. | Click button ‘Export’.

Choose type of file can be choose to be export.

Case if Admin Approve.




S/No | Tasks

Expected Results

6. | Select timesheet.

The row selected is highlight.

7. | Click button ‘Approve’.

Alert ‘Timesheet Approved'.

Case if Admin Reject.

8. | Select timesheet.

The row selected is highlight.

9. | Click button ‘Reject’.

Alert ‘Timesheet Rejected'.

Case if Admin Redirect.

10. | Select timesheet.

The row selected is highlight.

11. | Click button ‘Redirect’.

Popup redirect to choose who to give it to.

12. | Choose Approver and click ‘Redirect’.

Alert ‘Timesheet redirected!’.

Case if Admin want New Timesheet.

13. | Click button ‘New Timesheet'.

Popup ‘New Timesheet’ will be displayed.

14. | Select date.

Date will be displayed.

Select Date from the list.

15. | Select Project Name.

Few Project will be displayed.

Select project type from the list.

16. | Click button ‘Create’.

Alert ‘New Timesheet Added!’.

1 new row will appear.

Case if Admin want Delete Timesheet.




S/No | Tasks Expected Results

17. | Select the timesheet. The row selected is highlight.

18. | Click button ‘Delete Timesheet'. Alert ‘Timesheet deleted successfully!’.

Case if Admin want Submit and Notify.

19. | Select the timesheet. The row selected is highlight.

20. | Click button ‘Submit and Notify". Popup ‘Submit for approval’.

21. | Click button ‘Yes'. Alert ‘Submitted for next action!’.




1.26.3 Timesheet Management (Date Range Timesheet)

TOTG  Dashboard My Workplace~  Resource Management~  Document Managemeni~  Repori Management~  Sales Management~  Admin Tool~ . Portal Admin1
Timesheet Management Resource Management @& Home Tool - HR Timeshest g
Pending Review Timesheet[1] Approved Timesheet[5] Rejected Timesheet[1] Date Range Timesheet[48] Final Approved Timesheet[40]

01-Jan-2023 - 31-Dec-2023

[ | owo o seme | wem s swe ]
Review

abdulrasyid@ifp.com.m Ab Rasyid Bin Mahel Kismy @ Kasmir Ragunath Bharath Rejected
Revi rahmangifp.com.my ABDUL RAHMAN BIN ABDUL RAHIM Rohana Abd Aziz Final Approved
Re adam@ifp.com.my ADAM HOOD BIN AB RAHIM Rohana Abd Aziz Final Approved
Re farugi@ifp.com.my AHMAD FARUQI Rohana Abd Aziz Final Approved
Re amiersyafiq@ifp.com my AMIER SYAFIQ JEFFREY Rohana Abd Aziz Final Approved
Re account@ifp.com.my Aw Yoke Yoke Rohana Abd Aziz Final Approved
Re balamurugan@ifp.com.my BALAMURUGAN AIL KRISHNASAMY Rohana Abd Aziz Final Approved
Re danielchong@ifp.com.my CHONG WAI LUEN Rohana Abd Aziz Final Approved
Re choykimseng@ifp.com.my Choy Kim Seng Sheikh Farhan Bakatal Bin Ahmad Bakatal 1st Approved
Revi erda@ifp.com.my Erda Syuhada Binti Radzi Rohana Abd Aziz

Final Approved

Previous ‘ 1 ‘ 2 3 4 5 MNext

Showing 110 10 of 48 entries

Procedure Name Timesheet management for employee.

Description & Objective: List of employee and their timesheet can be approve / reject.

S/No | Tasks Expected Results

1. | Click on Resource Management > Timesheet > Timesheet Timesheet Management page will be displayed.
Management.

Case if Click Button '‘Review’.

2. | Click button ‘Review’. List timesheet of the clicked user will be displayed.

3. | Select the date. Date will be displayed.

Select Date from the list.

4. | Click button ‘Apply’ and ‘Refresh’. Page will be updated.




S/No | Tasks

Expected Results

Case if Click Button ‘Export’.

5. | Click button ‘Export’.

Choose type of file can be choose to be export.

Case if Admin Approve.

6. | Select timesheet.

The row selected is highlight.

7. | Click button ‘Approve’.

Alert ‘Timesheet Approved'.

Case if Admin Reject.

8. | Select timesheet.

The row selected is highlight.

9. | Click button ‘Reject’.

Alert ‘Timesheet Rejected'.

Case if Admin Redirect.

10. | Select timesheet.

The row selected is highlight.

11. | Click button ‘Redirect’.

Popup redirect to choose who to give it to.

12. | Choose Approver and click ‘Redirect’.

Alert ‘Timesheet redirected!’.

Case if Admin want New Timesheet.

13. | Click button ‘New Timesheet'.

Popup ‘New Timesheet’ will be displayed.

14. | Select date.

Date will be displayed.

Select Date from the list.

15. | Select Project Name.

Few Project will be displayed.




S/No

Tasks

Expected Results

Select project type from the list.

16. | Click button ‘Create’. Alert ‘New Timesheet Added!".
1 new row will appear.

Case if Admin want Delete Timesheet.

17. | Select the timesheet. The row selected is highlight.

18. | Click button ‘Delete Timesheet'. Alert ‘Timesheet deleted successfully!’.
Case if Admin want Submit and Notify.

19. | Select the timesheet. The row selected is highlight.

20. | Click button ‘Submit and Notify". Popup ‘Submit for approval’.

21. | Click button ‘Yes'. Alert ‘Submitted for next action!'.




1.26.4

TOTG Dashboard My Workplace ~ Resource Management~ Document Management ~

Report Management~

Timesheet Management (Final Approved Timesheet)

Sales Management~  Admin Tool~ . Portal Admin1

Timesheet Management Resource Management

01-Jan-2023 - 31-Dec-2023

Pending Review Timesheet[1] ~ Approved Timesheet[s]  Rejected Timesheef{1]  Date Range Timesheet[48]

Final Approved Timesheet[40]

& Home Tool - HR Timesheet Management

rahman@ifp.com.my ABDUL RAHMAN BIN ABDUL RAHIM
adam@ifp.com.my ADAM HOOD BIN AB RAHIM
farugi@ifp.com.my AHMAD FARUQI
amiersyafiq@ifp.com.my AMIER SYAFIQ JEFFREY
account@ifp.com.my Aw Yoke Yoke

balamurugan @ifp.com.my BALAMURUGAN AL KRISHNASAMY
danielchong@ifp.com.my CHONG WAI LUEN

choykimseng@ifp.com.my Choy Kim Seng

erda@ifp.com.my Erda Syuhada Binti Radzi

Review  farah@ifp.com my FARAH NABILAH BINTI OTHMAN

N 1 S I ) S [ o B R

Rohana Abd Aziz
Rohana Abd Aziz
Rohana Abd Aziz
Rohana Abd Aziz
Rohana Abd Aziz
Rohana Abd Aziz
Rohana Abd Aziz
Rohana Abd Aziz
Rohana Abd Aziz

Rohana Abd Aziz

Final Approved | 0.00
Final Approved | 0.00
Final Approved | 0.00
Final Approved | 0.00
Final Approved | 0.00
Final Approved | 0.00
Final Approved  0.00 Check
Final Approved | 0.00 Check
Final Approved  0.00

Final Approved | 0.00

Showing 110 10 of 40 entries.

Previous | 1 ‘ 2 3 4 Next

Procedure Name

Timesheet management for employee.

Description & Objective:

List of employee and their timesheet can be approve / reject.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Timesheet > Timesheet
Management.

Timesheet Management page will be displayed.

Case if

Click Button ‘Review’.

2.

Click button ‘Review’.

List timesheet of the clicked user will be displayed.

Select the date.

Date will be displayed.

Select Date from the list.

Click button ‘Apply’ and ‘Refresh’.

Page will be updated.




S/No | Tasks

Expected Results

Case if Click Button ‘Export’.

5. | Click button ‘Export’.

Choose type of file can be choose to be export.

Case if Admin Approve.

6. | Select timesheet.

The row selected is highlight.

7. | Click button ‘Approve’.

Alert ‘Timesheet Approved'.

Case if Admin Reject.

8. | Select timesheet.

The row selected is highlight.

9. | Click button ‘Reject’.

Alert ‘Timesheet Rejected'.

Case if Admin Redirect.

10. | Select timesheet.

The row selected is highlight.

11. | Click button ‘Redirect’.

Popup redirect to choose who to give it to.

12. | Choose Approver and click ‘Redirect’.

Alert ‘Timesheet redirected!’.

Case if Admin want New Timesheet.

13. | Click button ‘New Timesheet'.

Popup ‘New Timesheet’ will be displayed.

14. | Select date.

Date will be displayed.

Select Date from the list.

15. | Select Project Name.

Few Project will be displayed.




S/No

Tasks

Expected Results

Select project type from the list.

16. | Click button ‘Create’. Alert ‘New Timesheet Added!".
1 new row will appear.

Case if Admin want Delete Timesheet.

17. | Select the timesheet. The row selected is highlight.

18. | Click button ‘Delete Timesheet'. Alert ‘Timesheet deleted successfully!”.
Case if Admin want Submit and Notify.

19. | Select the timesheet. The row selected is highlight.

20. | Click button ‘Submit and Notify". Popup ‘Submit for approval’.

21. | Click button ‘Yes'. Alert ‘Submitted for next action!'.




1.27 Timesheet Summary (All)

TOTG Dashboard My Workplace ~ Resource Management ~ Document Management ~ Report Management~

Sales Management~  Admin Tool~ . Portal Admint

Timesheet Summary Timesheet Details

@ Home - ManagementTool - HR Management - Timesheet Summary

16-Apr-2023 - 15-May-2023

Al Pending Submission Incomplete Submission Total Allowance

Number of days : 30 Days [16-Apr-2023 to 15-May-2023]

Show[70_ ] ntres s [ ]
Csme O wew e S e | e ] [ et [ S | e o] [ | e [ e | el
nursabirah@ifp.com.my Nursabirah Binti Mat Yusof 0 0 0 0 0 0 0 0 0.0 0.0
lingingching@ifp.com.my Ling Ing Ching 0 0 0 0 0 0 ] 0 00 00
michael @ifp.com my Michael William King 0 0 0 0 0 0 0 0 381 341
justinkhor@#fp.com.my Khor June Leng (Justin) 0 0 0 0 0 0 0 0 00 00
rohana@ifp.com.my Rohana Abd Aziz 0 0 0 0 0 0 0 0 0.0 0.0
sabariah@ifp.com my Sabariah Binti Mohd Safaei 0 0 0 0 0 0 0 0 530 49.0
saiful@ifp.com my Saiful Faizi Bin Ab. Wahab 0 0 0 0 0 0 0 0 0.0 0.0
norasilah@ifp.com.my Norasilah Binti Othman 0 0 0 0 0 0 0 0 63.0 57¢
nurhafizha@ifp.com.my Nurhafizha Binti Saiman 0 0 0 0 0 0 0 0 0.0 0.0
nityakumar@ifp.com.my | Nityakumar A/L K Rukmangathan 0 0 0 0 0 0 0 0 0.0 0.0

Showing 110 10 of 67 entries

Procedure Name Timesheet summary for employee.

Description & Objective:

List of employee and the detail about their timesheet.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Timesheet > Timesheet Summary

Timesheet Summary page will be displayed.

2.

Select date.

Date will be displayed.

Select Date from the list.

Click button ‘Apply’.

Page will be updated.




1.27.1 Timesheet Summary (Pending Submission)

TOTG  Dashboard My Workplace~  Resource Management~  Document Management ~

Report Management~

Sales Management~  Admin Tool~

@ rorataamini

Timesheet Summary Timesheet Details

@& Home - Management Tool - HR Management - Timesheet Summary

16-Apr-2023 - 15-May-2023

Al Pending Submission Incomplete Submission Total Allowance

Number of days : 30 Days  [16-Apr-2023 to 15-May-2023]

| Notify ‘Show entries

nursabirah@fp.commy  Nursabirah Binti Mat Yusof

lingingching@ifp.com.my Ling Ing Ching
michael@ifp.com.my Michael William King
justinkhor@ifp.com.my Khor June Leng (Justin)
rohana@ifp.com.my Rohana Abd Aziz

Sabariah Binti Mohd Safaei
saiful@ifp.com.my Saiful Faizi Bin Ab. Wahab
norasilah@ifp.com.my Norasilah Binti Othman

nurhafizha@ifp.com.my Nurhafizha Binti Saiman

e & o & o ® o o o o

0
0
0
0
0
0
0
0
0
0

m]
[m]
m]
[m]
m]
[0 sabariah@ifp.com my
m]
[m]
m]
[m]

© o © o o o o o o

nityakumar@ifp.com.my | Nityakumar A/L K Rukmangathan

:m“ Total_Submitted# | Total_Pending_Approval4 | Total_Approved4 | Total_Rejected4 | Total_On_Duty# | Total_On_Leave4 | Total_Weekends | Total_Standby# | Total_Working_Hours$
0 0 0 0 0 0.0

© o o o o o o o o olf
© o © o o o o o o

Previous ‘ 1 ‘ 2 3 4 5 Next

Procedure Name Timesheet summary for employee.

Description & Objective:

List of employee and the detail about their timesheet.

S/No | Tasks

Expected Results

1. | Click on Resource Management > Timesheet > Timesheet Summary

Timesheet Summary page will be displayed.

2. | Select date.

Date will be displayed.

Select Date from the list.

3. | Click button ‘Apply’.

Page will be updated.

Case if Click Button ‘Notify’.

4. | Select the row need to notify.

The selected row will highlight.




S/No

Tasks

Expected Results

Click button *Notify’.

Alert ‘Submit for Reminder’.

Click button ‘Yes'.




1.27.2 Timesheet Summary (Incomplete Submission)

TOTG Dashboard My Workplace ~ Resource Management ~ Document Management ~ Report Management ~ Sales Management~ Admin Tool~ . Portal Admin1

Timesheet Summan/ Timesheet Details @ Home - Management Tool - HR Management - Timesheet Summary

16-Apr-2023 - 15-May-2023
All Pending Submission Incomplete Submission Total Allowance

Number of days : 30 Days [16-Apr-2023 to 15-May-2023]

u Total_Submitted$ | Total_Pending_ Approval4 | Total Approved# |Total_Rejected4 | Total_On_Duty# [ Total On_Leave# | Total Weekend4 |Total_Standby4 | Total Working_H|
m} 9 0 0 9 0 0

surenther@ifp.com.my Surenther Singh Chelladurai 0 0 1375
O erda@ifp.com my Erda Syuhada Binti Radzi 15 0 [] 0 1 0 0 0 66.9
a punitha @ifp.com.my Punitha A/P Kannapiran 15 0 [] 0 9 ] 0 0 785
O ikhwan@ifp.com.my MOHD IKHWAN BIN YUSOF 2 0 [] 0 20 1 0 0 %09
O danielchong@ifp.com my CHONG WAI LUEN 8 0 [] 0 8 0 0 0 1523
O syedazhar@ifp.com my SYED AZHAR BIN SYED AZIZUDDIN 15 0 0 0 9 0 0 0 644
O ckling@ifp.com.my TING CHEE KIET 2 0 [] 0 1 1 0 0 73.0
a rahman@ifp.com my ABDUL RAHMAN BIN ABDUL RAHIM 7 0 0 0 7 0 0 0 1080
O ridzuan com.my Ridzuan R 15 0 [] 0 9 0 0 0 36.0
O balamurugan@ifp.commy  BALAMURUGAN AL KRISHNASAMY E] 0 ] 0 9 ] 0 0 80.3

Previous ‘ 1 ‘ 2 Next

Procedure Name Timesheet summary for employee.

Description & Objective: List of employee and the detail about their timesheet.

S/No | Tasks Expected Results

1. | Click on Resource Management > Timesheet > Timesheet Summary | Timesheet Summary page will be displayed.

2. | Select date. Date will be displayed.

Select Date from the list.

3. | Click button ‘Apply’. Page will be updated.

Case if Click Button ‘Notify’.

4. | Select the row need to notify. The selected row will highlight.




S/No

Tasks

Expected Results

Click button *Notify’.

Alert ‘Submit for Reminder’.

Click button ‘Yes'.




1.27.3 Timesheet Summary (Total Allowance)

TOTG  Dashboard  MyWorkplace~  Resource Management-  Document Management-  Report Management~

Timesheet Summary Timesheet Details

Sales Management~  Admin Tool~ . Portal Admin1

@ Home - ManagementTool - HR Management - Timesheet Summary

16-Apr-2023 - 15-May-2023
All Pending Submission Incomplete Submission Total Allowance

Number of days : 30 Days [16-Apr-2023 to 15-May-2023]

Show entries

e e i e ]

abdulrasyid@ifp.com.m Ab Rasyid Bin Mahel Kismy @ Kasmir 0.00
account@ifp.com.my Aw Yoke Yoke 0.00
adam(@ifp.com.my ADAM HOOD BIN AB RAHIM 0.00
admin Portal Admin1 0.00
azlan@ifp.com.my Mohd Azlan Bin Yahya 0.00
balamurugang@ifp.com.my BALAMURUGAN A/L KRISHNASAMY 0.00
choykimseng@ifp.com.my Choy Kim Seng 0.00
ckting @ifp.com.my TING CHEE KIET 0.00
danielchong@ifp.com.my CHONG WAI LUEN 0.00
erda@ifp.com.my Erda Syuhada Binti Radzi 0.00

Showing 110 10 of 40 entries

Previous 2 3 4 Next

Procedure Name Timesheet summary for employee.

Description & Objective:

List of employee and the detail about their timesheet.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Timesheet > Timesheet Summary

Timesheet Summary page will be displayed.

Select date.

Date will be displayed.

Select Date from the list.

Click button ‘Apply’.

Page will be updated.




1.28 Timesheet Required List

TOTG  Dashboard My Workpiace=  Resource Management~  Document Management~  Report Management-  Sales Management~  Admin Tool~ @ Poraiadmim

Timesheet Required Timesheet
Show[10 -] entries

@ Home - Timesheet - Timesheet Required

abdulrasyid@ifp.com.m Ab Rasyid Bin Mahel Kismy @ Kasmir
rahman@ifp.com.my ABDUL RAHMAN BIN ABDUL RAHIM
adam@ifp.com.my ADAM HOOD BIN AB RAHIM
farugi@ifp.com.my AHMAD FARUQI
account@ifp.com.my Aw Yoke Yoke
balamurugan@ifp.com.my BALAMURUGAN A/L KRISHNASAMY
danielchong @ifp.com.my CHONG WAI LUEN
choykimseng@ifp.com.my Choy Kim Seng

emest@ifp.com.my CORNELIUS ERNEST RODRIGUEZ
erda@ifp.com.my Erda Syuhada Binti Radzi

Yes HOD Template
Yes Defauit Template
Yes Defaut Template
Yes Defauit Template
No

Yes Defauit Template
Yes Defaut Template
Yes Defauit Template
Yes Defaut Template
Yes Defautt Template

Previous 1 2 3 4 5 6 7 Next

Procedure Name Timesheet Required for employee.

Description & Objective:

List of employee and it show is the timesheet for them is required or not.

S/No

Tasks

Expected Results

1.

Click on Resource Management > Timesheet > Timesheet Required.

Timesheet Required page will be displayed.




1.29 Claim & Timesheet Summary

TOTG  Dashboard My Workplace~

Resource Management~

Document Management

Claim & Timesheet Summary ciaim & Timesheet Details

Report Management -

Sales Management~  Admin Tool~ . Portal Admin1

@ Home - Management Tool - HR Management - Claim & Timeshest Summary

May v 2023

—

Timesheet Final Approved No Claim, Timesheet Claim Final Approved,

Processed

Timesheet Processed
More info @

More info @ More info @

Number of days : 30 Days [16-Apr-2023 to 15-May-2023]

Show entries

sudarkar@ifp.com.m Sudarkar
ragunath@ifp.com.my Ragunath Bharath
nursabirah@ifp.com.my | Nursabirah Binti Mat Yusof Drafter

Claim o1 Claim | Claim - + | Timeshost . |Timesheet | Timesheet
Submitted4 Claim_Sheet_ Named Position ™Y P 4 |Reviews | Process | Claim_Remarks 4 | [meshest o | Timesheet, | “po o " | procass 4
i Submitted " | Status = Submitied * | Status
Date Date Status Date

E EI:IE

No Claim PR No Timesheet

No Claim No Timesheet
Add Remark

No Claim

P —— No Timesheet

Procedure Name Claim & Timesheet summary for employee.

Description & Objective:

List of employee and the detail about the claim and timesheet status.

S/No | Tasks

Expected Results

1. | Click on Resource Management > Timesheet > Claim & Timesheet
Summary.

Claim & Timesheet Summary page will be displayed.

2. | Select date.

Date will be displayed.

Select Date from the list.

3. | Select year.

Few year will be displayed.

Select year from the list.

4, | Click button ‘Refresh’.

Page will be updated.




S/No

| Tasks

| Expected Results

Case if Admin clicked log ‘Timesheet Final Approved’.

5.

Click *More info’ on log ‘Timesheet Final Approved'.

Case if Admin clicked log ‘No Claim, Timesheet Processed’.

6.

Click *More info’ on log ‘No Claim, Timesheet Processed’.

Case if Admin clicked log ‘Claim Final Approved, Timesheet Processed’.

7.

Click *More info’ on log ‘Claim Final Approved, Timesheet Processed'.




1.30 User Profile

TOTG  Dashboard My Workplace»  Resource Management~  Document Management~

Report Management~  Sales Management~  Admin Tool~ . Portal Admin1
User Profile resource Management @& Home - Management Tool - HR Management - User Profi
[ ecpon | S
\ | | | | I 1/ N
fos| [ mme $|  Saw | SwD $] _ Mme | Nekhame $]Ca0¢| CaNo ¢ Vet Tpet | Grde ¢ iob G Somt Cubd
1 | Edit e Account Detail Approved abdulrasyid@ifp com m Ab Rasyid Bin Mahel Kismy @ Kasmir Rasyid 1000 VHXB170 Car Permanent E1
2 Edit < User profile picn. Account Detail Approved rahman@ifp com my ABDUL RAHMAN BIN ABDUL RAHIM Rahman 1500 AMD 3481 Car Contract
3 Edit . ‘Account Detail Approved adam@ifp.com my ADAM HOOD BIN AB RAHIM ‘Adam hood 1600 PJKB481 Car Contract
w
4 Edit (wUser profile pict Account Approved farugi@ifp.com my 'AHMAD FARUQI Farugi 2000 BKL8001 Car Contract E2
Procedure Name Profile for all user.
Description & Objective: List of employee and it shows all the information about employee. Admin also can update the profile.
S/No | Tasks Expected Results
1. | Click on Resource Management > Human Resource > User Profile. User Profile page will be displayed.

2. | Select user. List timesheet of the clicked user will be displayed.

3. | Update the desired form field and click button ‘Update Profile’. Popup ‘Update Profile’.

4. | Click update. Page will be refresh and new data updated.

Case if Admin Update Profile Picture.

5. | Click button ‘Update Profile Picture’. Popup ‘Update Profile Picture’.




S/No

Tasks

Expected Results

6. | Choose the image and click ‘Update’. Alert *Profile picture updated!’.
Case if Admin Change Password.

7. | Click button ‘Change Password'’. Popup ‘Change Your Password'.

8. | Fill in the password and click ‘Update’. Alert ‘Password updated!’.
Case if Admin Export CV.

9. | Click button ‘Export CV'. Popup ‘Export CV1, CV2, CV3'.
Case if Admin Approve Profile Update.

10. | Click button ‘Approve Profile Update’. Popup ‘Approve Profile’.

11. | Click button ‘Approve’. Alert ‘Profile approved!’.
Case if Admin Reject Profile Update.

12. | Click button ‘Reject Profile Update'. Popup ‘Reject Profile’.

13. | Fill in the Comment. The comment will sent to the user.

14. | Click button ‘Reject’. Alert ‘Profile rejected!".




1.31 Report Store

@ PoralAdmim

TOTG Dashboard My Workplace»  Resource Management»  Document Management~  Report Managements  Sales Management~  Admin Tool~

Report Repository project Management

Project Code : Document Type :
Client : Submitter :

Submission Date Range: Discipling :

@ 12-May-2023

01-Jan-2023

| | || | | | \
[ o laimsl et 4| st | Poeacwe 4| w4 o 6| Sommiow 4]
1

Previous ‘ 1 ‘ Next

Procedure Name

Report Repository of all the report uploaded.

Description & Objective:

Find report that uploaded on totg.

@ Home - Project Management - Report Repository

S/No | Tasks

Expected Results

1. | Click on Document Management > Report Store.

Report Store page will be displayed.

2. | Select Project Code.

Few Project Code will be displayed.
Select Project Code from the list.

3. | Select Client.

Few client will be displayed.

Select client from the list.

4. | Select Submission Date Range.

Date will be displayed.

Select date from the list.

5. | Select Document Type.

Few Document Type will be displayed.

Select Document Type from the list.




S/No | Tasks Expected Results

6. | Select Submitter. Few Submitter will be displayed.

Select submitter from the list.

7. | Select Discipline. Few Discipline will be displayed.

Select Discipline from the list.

8. | Click button ‘Search’. Searched report appear.




1.32 Upload Document

rotTe Dashboard My Workplace ~ Resource Managenx Document Management ~ Report Management~ Sales Management ~ Admin Tool~ Portal Admin1
Project Folder & Home -~ Froject Folde]

9007 Safety & Environment (HSE) Account and Procurement 2008 Additional Work for 1936 B20/ B30 FEED & DE for 1936 B20/ B30 FEED & DE for 1936 B20/ B30 FEED & DE for

‘Consultancy Service and Bagan Luar Terminal Kuantan Terminal Pasir Gudang Terminal
Engineering Design Review Wark
for 2SP Project
1936 B20/ B30 FEED & DE for Port 1936 B20/ B30 FEED & DE for 1936 B20/ B30 FEED & DE for 1936 B20/ B30 FEED & DE for Bitumen Cargo Receiving Line Bitumen Storage Facility
Dickson Terminal Sandakan Terminal Sepangar Bay Terminal Tawau Terminal Modifications Based on Piping Conceptual Design and High Level
Stress Report at Singapore Cost Estimation Project at Sibu,
Sarawak
Bunker Line Flow Bypass System Business Development or Project Civil and Structural 1914 Conceptual Study of 2008 Consultancy Service and CSF Line Expansion Project at
at Kuantan, Pahang Additional ADO Product Pump at Engineering Design for review and Nilai, Negeri Sembilan
Pasir Gudang Terminal at Pasir submit of H2 Curdle Storage to

Procedure Name Uploaded Document.

Description & Objective: List of uploaded document and can see the document file.

S/No | Tasks Expected Results

1. | Click on Document Management > Upload Document. Upload Document page will be displayed.




1.33 PO AR

TOTG  Dashboard My Workplace~

Project :

Total Amount : RIU 1,492,040
Total Outstanding Balance : R\ 263,472

Company_Typ Project Codp

Resource Management~  Document Management-  ReportManagement  Sales Management~  Admin Tool~

PO Received szles Management

cle Show [10_~|entries

@ roratadmim

@ Home - Management Tool - Sales Management - PO Received

Filter :

Project Name 4 Client 4  Amounts PO

m} IFPES 21 Detailed Engineering Works for Bulk Liquid Terminal at Port of Kaohsiung Overseas Technical Engineering & Construction Pte. Ltd. | 0.00 of
[} 0.00 o
O 0.00 Or
] 0.00 Of
O IFPEC 2017 Front End Engineering Design & Project Management Team for An Oil Storage Terminal at Senari Synergy Industrial Complex at Kuching, Sarawak Senari Synergy Facilties il Scn Bhd 130000000 Of
m} IFPES 2254 Development Order Submission for Kayaku Safety Systems Malaysia Expansion Project JFE Engineering (M) Sdn Bhd 0.00 of
m} IFPES 2231 Technical Due Diligence Study for AA Works for AERO Warshouse 0.00 of
O  IFPEC 2195 Microsphere Spray Unit (SDU) and Formalin Plant  FP) at Shah Alam, Selangor 0.00 O
m} IFPES 21 Detailed Engineering Works for Bulk Liquid Terminal at Port of Kaohsiung 0.00 of
[m} IFPES 2254 Independent Review of Roof Structural Assessment Report JFE Enginering (M) Sdn Bhd 0.00 op

>

—

Procedure Name PO Received.

Description & Objective:

List of PO and can add New PO .

S/No | Tasks

Expected Results

1. | Click on Sales Management > PO AR.

PO AR page will be displayed.

2. | Select Project.

Few Project will be displayed.

Select Project type from the list.

3. | Select Filter.

Few PO type will be displayed.
Select PO type from the list.

4, | Click button ‘Refresh’.

Page will be refresh and new data updated.




S/No | Tasks

Expected Results

Case if Admin click button ‘Export’.

5. | Click button ‘Export’. Choose type of file can be choose to be export.
Case if Admin add New PO.
6. | Click button ‘New PO'. 1 new row will appear.
7. | Select Company_Type. Few Company_Type will be displayed.
Select Company_Type from the list.
8. | Select Project_Name. Few Project will be displayed.
Select Project type from the list.
9. | Select Client. Client field is mandatory.
10. | Select Amount. Amount field is mandatory.
11. | Select PO_Status. Few PO_Status will be displayed.
Select PO_Status type from the list.
12. | Select PO_No. PO_No field is mandatory.
13. | Select PR_No. PR_No field is mandatory.
14. | Select PO_Date. PO_Date will be displayed.
Select date from the list.
15. | Select PO_Description. PO_Description field is mandatory.
16. | Select Scope_Of_Work. Scope_Of_Work field is mandatory.




S/No

Tasks

Expected Results

17.

Select Work_Order_Value.

Work_Order_Value field is mandatory.




1.34 PO AP

TOTG Dashboard My Workplace~  Resource Management  Document Management~  Report Management~  Sales Managements  Admin Tool~ . Portal Admin1
PO Issued sales Management @ Home - ManagementTool - Sales Management -~ PO lssued
Project : Filter :

Open PO v General v

Total Amount : R 1,492 040
Total Outstanding Balance - RM 263 472

e e e T L

IFPES 21 Detailed Engineering Works for Bulk Liquid Terminal at Port of Kachsiung Overseas Technical Enginsering & Construction Pte. Ltd.
a
a
a
O IFPEC 2017 Front End Engineering Design & Project Management Team for An Oil Storage Terminal at Senarl Synergy Industrial Complex at Kuching, Saravak Senari Synergy Facilties lll Sdn Bhd 12
O IFPES 2254 Development Order Submission for Kayaku Safety Systems Malaysia Expansion Project JFE Engineering (M) Sdn Bhd
a IFPES 2231 Technical Due Diligence Study for AA Works for AERO Warehouse
O IFPEC 2195 Microsphere Spray Unit (SDU) and Formlin Plant ( FP) at Shah Alam, Selangor
O IFPES 2211 Detailed Engineering Works for Bulk Liquid Terminal at Port of Kachsiung
[m] IFPES 2254 Independent Review of Roof Structural Assessment Report JFE Enginering (M) Sdn Bhd
>
—

Procedure Name PO Issued.

Description & Objective: List of PO and delete unwanted PO.

S/No

Tasks Expected Results

1.

Click on Sales Management > PO AP. PO AP page will be displayed.

2.

Select Project. Few Project will be displayed.
Select Project type from the list.

Select Filter. Few PO type will be displayed.
Select PO type from the list.




S/No | Tasks Expected Results

4. | Click button ‘Refresh’. Page will be refresh and new data updated.

Case if Admin Add New PO.

5. | Click button ‘New PO'.

Case if Admin Delete PO.

6. | Select the row that need to delete. The row selected is highlight.

7. | Click button ‘Delete’. Popup 'Delete’.

8. | Click button ‘Delete’. The row selected is gone.




1.35 Invoice AR

TOTG  Dashboard

My Workplace ~

Resource Management-~

Document Management~  Report Management~  Sales Management~  Admin Tool~ . Portal Admin1
Invoice AR szkes Management @ Home - ManagementTool -~ Sales Management -~ Invoice AR|
I I ) )

1 View  INV 2206001 5008 Vendor Supplier JFE ARImoice  01Juk2022  50% claim upon award 30000.00 Open
2 View | INV 22-04-001 2017 FrontEnd Enginsering Design & Project Managsment Tea... | Senari Syneray Facilties Il SdnBnd |~ ARImvoice  19-Jul2022 | being 20% claim upon award 2000000 Open
Showing 1 to 2 of 2 entries Previous ‘ 1 ‘ Next

Procedure Name

Invoice AR.

Description & Objective:

List of Project and the invoice status.

S/No | Tasks Expected Results
1. | Click on Sales Management > Invoice AR. Invoice AR page will be displayed.
Case if Admin click button ‘Export’.
2. | Click button ‘Export’. Choose type of file can be choose to be export.
3. | Click button ‘New’. Popup ‘Create new entry’.
4. | Select Invoice No. Invoice No field is mandatory.
5. | Select Project Code. Few Project Code will be displayed.
Select Project Code from the list.
After choose the Project Code, the name of the project will be displayed
on Project Name column.
6. | Select Company.

Company field is mandatory.




S/No | Tasks Expected Results
7. | Select Invoice Type. Few Invoice Type will be displayed.
Select Invoice Type from the list.
8. | Select Invoice Date. Date will be displayed.
Select Date from the list.
9. | Select Invoice Amount. Invoice Amount is mandatory.
10. | Select Description. Description field is mandatory.
11. | Select Invoice Status. Few Invoice Status will be displayed.
Select Invoice Status from the list.
12. | Click button ‘Create’. New line of Invoice will appear on the list.
Case if Admin Delete Invoice.
13. | Select the row that need to delete. The row selected is highlight.
14. | Click button ‘Delete’. Popup 'Delete’.

The row selected will disappear.




1.36 Invoice AP

TOTG Dashboard My Workplace ~ Resource Management~

Invoice AP sales Management

[vew | oot | [t |

Sales Management~  Admin Tool~ . Portal Admin1

@ Home - Management Tool - Sales Management - Invoice AP

1936

I ) e T ) IR [ e e R TR [
1 View

B20/ B30 FEED & DE for Kuantan Terminal

2 View = 22-0098 2008 Consultancy Service and Engineering Design for review and submit of H2 Curdle Storage to receive BP Approval JURURANCANG SINAR AP Invoice  06-Oct-2022  BEING CLAIM FOR INVOICE 2209

ABC AP Invoice  06-Oct-2022 TEST

>

Showing 1 to 2 of 2 entries

Previous ‘ 1 ‘ Next

Procedure Name Invoice AP.

Description & Objective:

List of Project and the invoice status.

S/No | Tasks Expected Results
1. | Click on Sales Management > Invoice AR. Invoice AR page will be displayed.
Case if Admin click button ‘Export’.
2. | Click button ‘Export’. Choose type of file can be choose to be export.
3. | Click button ‘New'. Popup ‘Create new entry’.
4. | Select Invoice No. Invoice No field is mandatory.
5. | Select Project Code. Few Project Code will be displayed.
Select Project Code from the list.
After choose the Project Code, the name of the project will be displayed
on Project Name column.
6. | Select Company.

Company field is mandatory.




S/No | Tasks Expected Results
7. | Select Invoice Type. Few Invoice Type will be displayed.
Select Invoice Type from the list.
8. | Select Invoice Date. Date will be displayed.
Select Date from the list.
9. | Select Invoice Amount. Invoice Amount field is mandatory.
10. | Select Description. Description field is mandatory.
11. | Select Invoice Status. Few Invoice Status will be displayed.
Select Invoice Status from the list.
12. | Click button ‘Create’. New line of Invoice will appear on the list.
Case if Admin Delete Invoice.
13. | Select the row that need to delete. The row selected is highlight.
14. | Click button ‘Delete’. Popup 'Delete’.

The row selected will disappear.




1.37 Supplier Management

TOTG  Dashboard My Workplacer  Resource Management~  Document Management~  Report Management~  Sales Management~  Admin Tool~ @ Portal Admint
Vendor Management Logistics Management @ Home - ManagementTool - Logistics Management - Vendor Management

I L S I B ) ) ) N TR
1

view  BUILDCAD SOLUTIONS SDN BHD

5 View Test Portal Admin1
Showing 1 to 5 of 5 entries Previous ‘;‘ Next
Procedure Name Supplier Management.
Description & Objective: List of Supplier and the detail about supplier.

S/No | Tasks Expected Results

1. | Click on Sales Management > Supplier Management. Supplier Management page will be displayed.

Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.

Case if Admin click button ‘New’.

3. | Click button ‘New'. Popup ‘Add new vendor’.
4. | Select Vendor Name. Vendor Name field is mandatory.
5. | Select Contact Person. Contact Person field is mandatory.

6. | Select Contact No. Contact No field is mandatory.




S/No | Tasks Expected Results

7. | Select Address. Address field is mandatory.

8. | Select Email. Email field is mandatory.

9. | Select Description. Description is mandatory.

10. | Select Description. Description field is mandatory.

11. | Click button ‘Add’. New line of Vendor will appear on the list.
Case if Admin View Vendor.

12. | Click button ‘View'. Details Vendor page will be displayed.
Case if Admin click button ‘New’.

13. | Click button ‘New'. Popup ‘Create new entry’.

14. | Select Item. Few Item will be displayed.

Select Item from the list.

15. | Select Price_1. Price_1 field is mandatory.

16. | Select Price_2. Price_2 field is mandatory.

17. | Select Remark. Remarks field is mandatory.

18. | Click button ‘Create’. New row will appear.

19. | Click button ‘Export’. Choose type of file can be choose to be export.

Case if Admin click button ‘Delete’.




S/No | Tasks Expected Results
20. | Select the row that need to delete. The row selected is highlight.
21. | Click button ‘Delete’. Popup ‘Delete’.
22. | Click button ‘Delete’. The row selected will disappear.
23. | Click button ‘Export’.

Choose type of file can be choose to be export.




1.38 Customer Management

TOTG Dashboard My Workplace ~ Resource Management~

Document Management -

Admin Tool~

@ Portal Admint

Report Management-  Sales Management~

Customer Management Logistics Management

@ Home

Tool - Logistics Customer

- Malayan Adhesive Company Sdn Bhd
JFE ENGINEERING SDN BHD
CHIYODA MALAYSIA SDN BHD

slu|s] s

CCONTINENTAL TYRE PJ MALAYSIA SDN BHD

[vor |[ oo | [Bom ] T
| | || |
Lo e | teme ¢ comate 6] s 4l e 4]

0351227867 Subang Jaya Project

0173666300

Showing 1 to 4 of 4 entries

Previous ‘ 1 ‘ Next

Procedure Name

Supplier Management.

Description & Objective:

List of Supplier and the detail about supplier.

S/No | Tasks Expected Results

1. | Click on Sales Management > Supplier Management. Supplier Management page will be displayed.
Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.
Case if Admin click button ‘New’.

3. | Click button ‘New'. Popup ‘Add new vendor’.

4. | Select Vendor Name. Vendor Name field is mandatory.

5. | Select Contact Person. Contact Person field is mandatory.

6. | Select Contact No. Contact No field is mandatory.




S/No | Tasks Expected Results

7. | Select Address. Address field is mandatory.

8. | Select Email. Email field is mandatory.

9. | Select Description. Description is mandatory.

10. | Select Description. Description field is mandatory.

11. | Click button ‘Add". New line of Vendor will appear on the list.
Case if Admin View Vendor.

12. | Click button ‘View'. Details Vendor page will be displayed.
Case if Admin click button ‘New’.

13. | Click button ‘New'. Popup ‘Create new entry’.

14. | Select Item. Few Item will be displayed.

Select Item from the list.

15. | Select Price_1. Price_1 field is mandatory.

16. | Select Price_2. Price_2 field is mandatory.

17. | Select Remark. Remarks field is mandatory.

18. | Click button ‘Create’. New row will appear.
Case if Admin click button ‘Export’.

19. | Click button ‘Export’. Choose type of file can be choose to be export.




S/No | Tasks | Expected Results

Case if Admin click button ‘Delete’.

20. | Select the row that need to delete. The row selected is highlight.
21. | Click button ‘Delete’. Popup 'Delete’.
22. | Click button ‘Delete’. The row selected will disappear.

Case if Admin click button ‘Export’.

23. | Click button ‘Export’. Choose type of file can be choose to be export.




1.39 Line Management

TOTG  Dashboard My Workplace~  Resource Management-  Document Management~  ReportManagement~  Sales Management~  Admin Tool~ . Portal Admin1
Service Management Sales Management & Home Tool - Sales Service
[ e | [[2ome] N
. rr [ ]
[ o | am | s S| encom  #]  mosewsm 4w s Rem |
1 Vendor Service New Own Build IBC Site per site
2 Vendor Service New Existing Sharing IBC Site per site
3 Vendor Service New Small Cell Site per site
4 Vendor Service Repeater Site per site
5 Vendor Service Small cell per site
6 Vendor Service UpgradefRetrofit Site per site
7 Vendor Service Dismantling Site per site
8 Vendor Service Supply of Skyllft for Technical Site Surveys per site
9 Vendor Senvice Enterprise Walk Test Services (2G, 3G & LTE) for 73 floors within buil per site
10 Vendor Service Fast deployment of small repeater site (< 6 antennas) inclusive of all lump
Showing 1 to 10 of 8,458 entries Previous ‘T‘ 2 3 4 5 - 846 Next

Procedure Name Customer Management.

Description & Objective: List of Customer and the detail about Customer.

S/No | Tasks Expected Results

1. | Click on Sales Management > Customer Management. | Customer Management page will be displayed.

Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.

3. | Click button ‘New'. Popup ‘Add new customer’.

4. | Select Customer Name. Customer Name field is mandatory.




S/No | Tasks Expected Results
5. | Select Contact No. Contact No field is mandatory.
6. | Select Address. Address field is mandatory.
7. | Select Description. Description is mandatory.
8. | Click button ‘Add’. New line of Customer will appear on the list.

Case if Admin click button 'Delete’.

9. | Select the row that need to delete. The row selected is highlight.

10. | Click button ‘Delete’. Popup 'Delete’.

11. | Click button ‘Delete’. The row selected will disappear.




1.40 Material Management

TOTG Dashboard My Workplace v Resource Management~ Document Management » Report Management Sales Management~  Admin Tool~

. Portal Admin1

Material Management saies management

‘ Newl Delete

=3

Tool - Sales Material

No data available in table

Showing 0 to 0 of 0 entries

Previous Next

Procedure Name

Line Item Management.

Description & Objective:

List of Item and the detail about Vendor.

S/No | Tasks Expected Results

1. | Click on Sales Management > Line Item Management. | Line Item Management page will be displayed.
Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.

3. | Click button ‘New’. Popup ‘Add new inventory’.

4. | Select Item Code. Item Code field is mandatory.

5. | Select Item Description. Item Description field is mandatory.

6. | Select Material_Service. Few Material_Service will be displayed.

Select Material_Service from the list.
7. | Select Unit. Unit is mandatory.
8. | Select Remark. Remark is mandatory.




S/No | Tasks Expected Results

9. | Click button ‘Add’.

Case if Admin click button ‘Delete’.

10. | Select row need to delete. The row selected is highlight.

11. | Click button ‘Delete’. The row selected will disappear.

Case if Admin click button ‘Vendor'.

12. | Click button ‘Vendor'. Detail Item will be displayed on new tab.

Case if Admin click button ‘New’.

13. | Click button ‘New’. Popup ‘Add vendor for inventory’.

14. | Select Vendor. Few Vendor will be displayed.
Select Vendor from the list.

15. | Select Price (RM). Price (RM) is mandatory.

16. | Select Remarks. Remark is mandatory.

17. | Click button ‘Add". New row of item will appear.

Case if Admin click button ‘Delete’.

18. | Select row need to delete. The row selected is highlight.

19. | Click button ‘Delete’. Popup 'Delete’.

20. | Click button ‘Delete’. The row selected will disappear.




1.40- Material Management

TOTG  Dashboard  MyWorkplace~  Resource Management~  Document Managemeni~  Report Management~  Sales Management~  Admin Toolv

Material Management saies management

[ || oo | [ |

@ Portal Admint

Tool - Sales Material

No data available in table

Showing 0 to 0 of 0 entries

Previous Next

Procedu

re Name Material Management.

Description & Objective:

List of Material and the detail about Vendor.

S/No | Tasks Expected Results

1. | Click on Sales Management > Material Management. Material Management page will be displayed.
Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.
Case if Admin click button ‘New’.

3. | Click button ‘New’. Popup ‘Add new inventory’.

4. | Select Item Code. Item Code field is mandatory.

5. | Select Item Description. Item Description field is mandatory.

6. | Select Unit. Unit is mandatory.

7. | Select Remark. Remark is mandatory.




S/No

| Tasks

Expected Results

Case if Admin click button ‘Add’.
8. | Click button ‘Add'". New row of material will appear.
Case if Admin click button ‘Delete’.
9. | Select row need to delete. The row selected is highlight.
10. | Click button ‘Delete’. Popup 'Delete’.
11. | Click button ‘Delete’. The row selected will disappear.

Case if Admin click button ‘Vendor'.

12. | Click button ‘Vendor'. Detail Item will be displayed on new tab.
Case if Admin click button ‘New’.

13. | Click button ‘New'. Popup ‘Add vendor for inventory’.

14. | Select Vendor. Few Vendor will be displayed.

Select Vendor from the list.

15. | Select Price (RM). Price (RM) is mandatory.

16. | Select Remarks. Remark is mandatory.

17. | Click button ‘Add’. New row of Inventory will appear.
Case if Admin click button ‘Delete’.

18. | Select row need to delete. The row selected is highlight.




S/No | Tasks Expected Results
19. | Click button ‘Delete’. Popup 'Delete’.
20. | Click button ‘Delete’. The row selected will disappear.




1.41- My Order

TOTG Dashboard My Workplace ~ Resource Management > Document Management » Report Management Sales Management~  Admin Tool~ Portal Admin1
Order Management [My Order] sales Management & Home Tool - Sales order]
Year: 2018 .

[wew | o [ | [ o | showlentis s [ ]

SN I | N— N S—[S_—_—[_—| N_—m—

[ ot | P toms 4] Pto & G ot st v | st |0, Gt Congy ¢ scipiont |

View PR Approved 2195 Microsphere Spray Unit (SDU) and Formalin Plant ( FP) at. PR23-Mi-0001-Su Yes 2023-05-10 16:19:54  2023-05-10 16:20:38 Subcontractor 1212
2 View PR Rejected Safety & Environment (HSE) PR23- S-0001-Su Yes 2023-05-11 10:58:37 ' 0000-00-00 00:00:00 Subcontractor Testing
3 View Cancelled Tender for Piping Detail Engineering to Replace Expansio. PR23-Te-0001-Pu Yes 2023-05-10 16:10:21  2023-05-10 16:10:51 Purchase Test
4 View PR Approved Regulatory Authorities and Permitting Plan Submission for. PR23-Re-0001-Pu Yes 2023-05-10 15:24:08  2023-05-10 15:34:.05 Purchase asdasd
5 View Cancelled KMS Heating Facility to Improve Alkoxylation Projectat Ku... PR23-KM-0001-Su Yes 2023-05-10 16:04:54  2023-05-10 16:32:10 Subcontractor dadw
6 View Cancelled KMS Heating Facility to Improve Alkoxylation Projectat Ku...  PR23-KM-0002-Pu Yes 2023-05-10 16:05:10  0000-00-00 00:00:00 Purchase 122112
7 View New KMS Heating Facility to Improve Alkoxylation Project at Ku. . No 0000-00-00 00:00:00 0000-00-00 00:00:00 Purchase qweqwe
8 View PR Approved Engineering Design for Pipeline Re-route at West Wharf J. PR23-En-0001-Su Yes 2023-05-10 16:52:53  2023-05-10 16:53:18 Subcontractor 1212

>
Showing 1 to 8 of 8 entries Previous ‘T‘ Next

Procedu

re Name Order Management.

Description & Objective:

List of Order and the detail about the Order.

S/No

Tasks

Expected Results

1.

My Order

Click on Sales Management > Order Management > My Order page will be displayed.

Case if

Admin click button ‘Export’.

Click button ‘Export’.

Choose type of file can be choose to be export.

Admin click button ‘New’.

Click button ‘New’.

Popup ‘Create new entry’.




S/No | Tasks Expected Results

4. | Select Project Name Few Project Name will be displayed.
Select Project Name from the list.

5. | Select Vendor. Few Vendor will be displayed.
Select Vendor type from the list.

6. | Select Category. Few Category will be displayed.
Select Category from the list.

7. | Select PR_Description. PR_Description is mandatory.

8. | Select Currency. Few Currency will be displayed.
Select Currency type from the list.

9. | Select Rate. Rate field is mandatory.

10. | Select Order Date. Date will be displayed.
Select Date from the list.

11. | Select Payment_Milestone. Payment_Milestone will be displayed.
Select Payment_Milestone type from the list.

12. | Select Payment_Terms. Payment_Terms will be displayed.
Select Payment_Terms type from the list.

13. | Select Remarks. Remarks field is mandatory.

14. | Click button ‘Add’. New row of material will appear.

Case if Admin click button ‘Edit’.
15. | Select row need to edit. The row selected is highlight.




S/No

Tasks

Expected Results

16. | Click button ‘Edit’. Popup “Edit entry’.
17. | Edit desired field. The field will changed.
18. | Click button ‘Update’. The row selected will updated.
Case if Admin click button ‘Delete’.
19. | Select row need to delete. The row selected is highlight.
20. | Click button ‘Delete’. Popup ‘Delete rows'.
21. | Click button ‘Delete’. The row selected will disappear.
Case if Admin click button ‘View'.
22. | Click button ‘View'. Detail Order will be displayed on new tab.
Case if Admin click button ‘Create New Line Item’.
23. | Click button ‘Create New Line Item’. Popup ‘New Line Item’.
24. | Select Project. Few Project will be displayed.
Select Project type from the list.
25. | Select Item_Description. Item_Description field is mandatory.
26. | Select Payment_Milestone. Payment_Milestone field is mandatory.
27. | Select Unit. Unit field is mandatory.
28. | Select Qty. Qty field is mandatory.




S/No | Tasks Expected Results
29. | Select Unit_Price. Unit_Price field is mandatory.
30. | Click button ‘Add'". Alert ‘Item Added!".

Case if Admin click button ‘Delete’.
31. | Select row need to delete. The row selected is highlight.
32. | Click button ‘Delete’. Popup 'Delete’.
33. | Click button ‘Delete’. The row selected will disappear.

Case if Admin click button ‘Submit Order’.

34.

Click button ‘Submit Order’.

Popup ‘Submit Order’.

35.

Click button ‘Submit’.

Popup ‘Final PR’.

36.

Click button ‘Yes'.

Case if

Admin click button ‘Generate PR'.

37.

Click button “Generate PR'.

Popup ‘Generate PR’.

38.

Click button ‘Generate’.

PR will be displayed on new tab.

Case if

Admin click button 'Recall Order’.

39.

Click button ‘Recall Order’.

Alert ‘Recall Order’.

40.

Click button ‘Recall’.

Alert ‘Order Recalled!’.

The page will automatically reload.




S/No

| Tasks

Expected Results

Case if Admin click button ‘Approve’.

41.

Click button ‘Approve’.

Alert ‘PR Approved!’.

The page will automatically reload.

Case if

Admin click button ‘Reject’.

42,

Click button ‘Reject’.

Alert ‘PR Rejected!’.

Case if

Admin click button ‘Generate PR’.

43. | Click button ‘Generate PR'. Alert ‘Generate PR'.

44. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO’.

45. | Click button ‘Generate PO'. Alert ‘Generate PO".

46. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Spacing)’.

47. | Click button ‘Generate PO (with Spacing)’. Alert ‘Generate PO'.
48. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Project Code)’.

49.

Click button ‘Generate PO (with Project Code)'.

Alert ‘Generate PO'.




S/No | Tasks Expected Results

50. | Click button ‘Generate’. PR will be displayed on new tab.

Case if Admin click button ‘Generate PO (with Project Code & Spacing)’.

51. | Click button ‘Generate PO (with Project Code & Alert ‘Generate PO'.
Spacing)'.

52. | Click button ‘Generate’. PR will be displayed on new tab.




1.42- New

TOTG Dashboard My Workplace ~ Resource Management~ Document Management ~

Report Management~  Sales Management~  Admin Tool~

Order Management [New] sales Management

Year: 2018

‘ New ” Delete | ‘ Export ‘5“"’9"‘"95
Np Action Status Project_Code

1 View | New

KMS Heating Facility to Improve Alkoxylation Project at Ku

@ rortal Admint

& Home Tool - Sales

4 PR_Nb GR_Nb Possible_Duplicate Final PR PR Submitted 4 PO Generated 4 Category PR Descriptich Currendy Rates Tot$l Receh

No  0000-00-00 00:00:00  0000-00-00 00:00:00 Purchase qweqwe MYR | 12.0000 0

Showing 1 to 1 of 1 entries

>

Previous ‘ 1 ‘ Next

Procedure Name Order Management[New].

Description & Objective:

List of Order and manage the order.

S/No | Tasks Expected Results
1. | Click on Sales Management > Order Management > New page will be displayed.
New.

Case if Admin click button ‘Export’.

2. | Click button ‘Export’.

Choose type of file can be choose to be export.

Case if Admin click button ‘New’.

3. | Click button ‘New’.

Popup ‘Create new entry’.

4. | Select Project Name

Few Project Name will be displayed.

Select Project Name from the list.

5. | Select Vendor.

Few Vendor will be displayed.

Select Vendor type from the list.

6. | Select Category.

Few Category will be displayed.




S/No

Tasks

Expected Results

Select Category from the list.

7. | Select PR_Description. PR_Description is mandatory.
8. | Select Currency. Few Currency will be displayed.
Select Currency type from the list.
9. | Select Rate. Rate field is mandatory.
10. | Select Order Date. Date will be displayed.
Select Date from the list.
11. | Select Payment_Milestone. Payment_Milestone will be displayed.
Select Payment_Milestone type from the list.
12. | Select Payment_Terms. Payment_Terms will be displayed.
Select Payment_Terms type from the list.
13. | Select Remarks. Remarks field is mandatory.
14. | Click button ‘Add’. New row of material will appear.
Case if Admin click button ‘Delete’.
15. | Select row need to delete. The row selected is highlight.
16. | Click button ‘Delete’. Popup ‘Delete rows'.
17. | Click button ‘Confirm’. The row selected will disappear.

Case if

Admin click button View'.




S/No | Tasks Expected Results
18. | Click button ‘View'. Detail Order will be displayed on new tab.
Case if Admin click button ‘Create New Line Item'.
19. | Click button ‘Create New Line Item’. Popup ‘New Line Item’.
20. | Select Project Code. Few Project Code will be displayed.
Select Project Code type from the list.
21. | Select Item_Description. Item_Description field is mandatory.
22. | Select Payment_Milestone. Payment_Milestone field is mandatory.
23. | Select Unit. Unit field is mandatory.
24. | Select Qty. Qty field is mandatory.
25. | Select Unit_Price. Unit_Price field is mandatory.
26. | Click button ‘Add'. Alert ‘Ttem Added!’.
Case if Admin click button ‘Delete’.
27. | Select row need to delete. The row selected is highlight.
28. | Click button ‘Delete’. Popup 'Delete’.
29. | Click button ‘Delete’. The row selected will disappear.
Case if Admin click button ‘Submit Order’.
30. | Click button ‘Submit Order". Popup ‘Submit Order’.




S/No | Tasks Expected Results
31. | Click button ‘Submit’. Popup ‘Final PR’.
32. | Click button ‘Yes'. The page will refresh automatically.
Case if Admin click button ‘Generate PR’.
33. | Click button “Generate PR'. Popup ‘Generate PR’.
34. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Recall Order’.
35. | Click button ‘Recall Order’. Alert ‘Recall Order’.
36. | Click button ‘Recall’. Alert ‘Order Recalled!'.
The page will automatically reload.
Case if Admin click button ‘Approve’.
37. | Click button ‘Approve’. Alert PR Approved!.
The page will automatically reload.
Case if Admin click button ‘Reject’.
38. | Click button ‘Reject’. Alert ‘PR Rejected!'.
Case if Admin click button ‘Generate PR’.

39.

Click button ‘Generate PR'.

Alert ‘Generate PR’.




S/No | Tasks Expected Results

40. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO’.

41. | Click button ‘Generate PO'. Alert ‘Generate PO'".

42. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Spacing)’.

43. | Click button ‘Generate PO (with Spacing)’. Alert ‘Generate PO’

44, | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Project Code)’.

45. | Click button ‘Generate PO (with Project Code)'. Alert ‘Generate PO’

46. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Project Code & Spacing)’.

47. | Click button ‘Generate PO (with Project Code & Alert ‘Generate PO’
Spacing)’.
48. | Click button ‘Generate’. PR will be displayed on new tab.




1.43- Pending PR Approval

TOTG Dashboard My Workplace ~ Resource Management~ Document Management ~

Report Management~  Sales Management~

Admin Tool~ @ Fortal Admint
Order Management [Pending PR Approval] sales Management

& Home Tool rder ling PR Approval]
Year: 2018 -

‘ Delste ‘ ‘ Export ‘5“°W5""‘°5

Np Action Status Project Code Project_ Name PR_Nb GR_Np Possible_Duplicate Final PR PR_Submittefl PO_Generatefl Categoy PR_Descriptich Currency Rate Totél Receivfl Balanck Vendor_Nam Site H) Site_Namp Rematk Paymej

No data available in table

Showing 010 0 0f 0 entries

>

Previous  Next

Procedure Name
Description & Objective:

Order Management[Pending PR Approval].

List of Order and manage the order.

S/No | Tasks

Expected Results
1. | Click on Sales Management > Order Management >

Pending PR Approval page will be displayed.
Pending PR Approval.




1.44- PR Rejected

TOTG Dashboard My Workplace ~ Resource Management ~ Document Management ~ Report Management - Sales Management ~ Admin Tool ~ . Portal Admin{
Order Management [PR Rejected] saes Management @ Home Tool - Sales Order Rejectod]
Year: 2018
| petete | | epon |Show entries searen:| ]

e e ) ) ) e M e e e e e
View PR Rejected Safety & Environment (HSE) PR23- $-0001-Su Yes 2023-05-11 10:58:37  0000-00-00 00:00:00 Subcontractor Testing MYR 0.0000

>

Showing 1o 1 of 1 entries Previous ‘;‘ Next
Procedure Name Order Management[PR Rejected].
Description & Objective: List of Order that rejected.

S/No | Tasks Expected Results
1. | Click on Sales Management > Order Management > PR Approved New page will be displayed.
PR Approved.

Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.

Case if Admin click button ‘Delete’.

3. | Select row need to delete. The row selected is highlight.

4, | Click button ‘Delete’.

5. | Click button ‘Confirm’.

Case if Admin click button ‘View'.




S/No | Tasks Expected Results

6. | Click button ‘View'. Detail Order will be displayed on new tab.

Case if Admin click button ‘Approve’.

7. | Click button ‘Approve’. Alert ‘PR Approved!’.

Case if Admin click button ‘Generate PR’.

8. | Click button “Generate PR'. Popup ‘Generate PR’.

9. | Click button ‘Generate’. PR will be displayed on new tab.

’

Case if Admin click button ‘Cancel Order’.

10. | Click button ‘Cancel Order’. Alert ‘Cancelled Order’.

11. | Click button ‘Cancel’. Alert ‘Order Cancelled!’.

The page will automatically reload.




1.45- PR Approved

TOTG Dashboard My Workplace~  Resource Management>  Document Management~  Report Managements  Sales Management~  Admin Tool~ . Portal Admin1
Order Management [PR Approved] sales management @ Home Tool - Sales Order Approved]
Year: 2018

¢ [cion | sens ¢ oo cote | Poame ] _PR.No ¢ ono | Pus it v P | P Suomes | 70 G+ Caoguy 5. st

1 view PR Approved 2195 Microsphere Spray Unit (SDU) and Formalin Plant ( FP) at PR23-Mi-0001-Su Yes 2023-05-10 16:19:54  2023-05-10 16:20:38  Subcontractor 1212
2 wiew  PRApproved Regulatory Authorities and Permitting Plan Submission for ..~ PR23-Re-0001-Pu Yes  2023-05-10 15:24:08 2023-05-10 15:34:05  Purchase asdasd
3 view PRApproved Engineering Design for Pipeline Re-route at West Wharf J. ~ PR23-En-0001-Su Yes  2023-05-10 16:52:53 2023-05-10 16:53:18 Subcontractor 1212
"]
>
Showing 1 to 3 of 3 entries Previous ‘ 1 ‘ Next

Procedure Name

Order Management[PR Approved].

Description & Objective:

List of Order that approved.

S/No

Tasks

Expected Results

1.

Click on Sales Management > Order Management > PR Approved New page will be displayed.

PR Approved.

Case if

Admin click button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.

Case if

Admin click button 'Delete’.

3.

Select row need to delete.

The row selected is highlight.

Click button ‘Delete’.

Popup ‘Delete rows'.

Click button ‘Confirm’.

The row selected will disappear.




S/No | Tasks

Expected Results

Case if Admin click button ‘View'.

6. | Click button ‘View'. Detail Order will be displayed on new tab.

Case if Admin click button ‘Reject’.

7. | Click button ‘Reject’. Alert ‘PR Rejected!’.

Case if Admin click button ‘Generate PR’.

8. | Click button “Generate PR'. Popup ‘Generate PR’.

9. | Click button ‘Generate’. PR will be displayed on new tab.

Case if Admin click button ‘Cancel Order”’.

10. | Click button ‘Cancel Order’. Alert ‘Cancelled Order’.

11. | Click button ‘Cancel’. Alert ‘Order Cancelled!’.

The page will automatically reload.

Case if Admin click button ‘Generate PR’.

12. | Click button ‘Generate PR’. Alert ‘Generate PR’.

13. | Click button ‘Generate’. PR will be displayed on new tab.

Case if Admin click button ‘Generate PO’.

14. | Click button ‘Generate PO’. Alert ‘Generate PO’.




S/No | Tasks Expected Results

15. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Spacing)’.

16. | Click button ‘Generate PO (with Spacing)’. Alert ‘Generate PO'.

17. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Project Code)’.

18. | Click button ‘Generate PO (with Project Code)’. Alert ‘Generate PO’

19. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Project Code & Spacing)’.

20. | Click button ‘Generate PO (with Project Code & Alert ‘Generate PO’

Spacing)’.
21. | Click button ‘Generate’. PR will be displayed on new tab.




1.46- All

TOTG Dashboard My Workplace~  Resource Management~  Document Managemeni~  Report Management~  Sales Management~  Admin Tool~ Portal Admin1

Order Management [All] saes management @ Home Tool - Sales Order
Year: 2018 -
‘ Delete ‘ ‘ Export ‘ show[  ~|entries Search: l:l
i Status 4 Project_Code ssible_Duplicate Final PR PR_Submitted &
1 view  PRApproved 2195 Microsphere Spray Unit (SDU) and Formalin Plant ( FP) at . PR23-Mi-0001-Su Yes 2023-05-10 16:19:54 2023-05-10 16:20:38 Subcontractor 1212 MYR
2 View PR Rejected Safety & Environment (HSE) PR23- S-0001-Su Yes 2023-05-11 10:58:37  0000-00-00 00:00:00  Subcontractor Testing MYR
3 View Cancelled Tender for Piping Detail Engineering to Replace Expansio. PR23-Te-0001-Pu Yes 2023-05-10 16:10:21  2023-05-10 16:10:51 Purchase Test MYR
4 View PRApproved Regulatory Authorities and Permitting Plan Submission for. PR23-Re-0001-Pu Yes 2023-05-10 15:24:08 ' 2023-05-10 153405 Purchase asdasd MYR
5 View Cancelled KMS Heating Facility to Improve Alkoxylation Project at Ku. PR23-KM-0001-Su Yes 2023-05-10 16:04:54 2023-05-10 16:32:10  Subcontractor dadw MYR
6 View Cancelled KMS Heating Facility to Improve Alkoxylation Project at Ku. PR23-KM-0002-Pu Yes 2023-05-10 16:05:10  0000-00-00 00:00:00 = Purchase 122112 MYR
7 View New KMS Heating Facility to Improve Alkoxylation Project at Ku. No 0000-00-00 00:00:00  0000-00-00 00:00:00 Purchase qweqwe MYR
8 View  PRApproved Engineering Design for Pipeline Re-route at West Wharf J. PR23-En-0001-Su Yes 2023-05-10 16:52:53 ' 2023-05-10 16:53:18 = Subcontractor 1212 MYR
>
Showing 1 to & of 8 entries Previous ‘ Next

Procedure Name Order Management[All].

Description & Objective: List of all accepted and rejected Order and delete the order.

S/No | Tasks Expected Results

1. | Click on Sales Management > Order Management > All page will be displayed.
All.

Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.

Case if Admin click button ‘Delete’.

3. | Select row need to delete. The row selected is highlight.

4. | Click button ‘Delete’. Popup ‘Delete rows'.




S/No

Tasks

Expected Results

5. | Click button ‘Confirm’. The row selected will disappear.
Case if Admin click button ‘View'.
6. | Click button ‘View'. Detail Order will be displayed on new tab.
Case if Admin click button ‘Create New Line Item'.
7. | Click button ‘Create New Line Item’. Popup ‘New Line Item’.
8. | Select Project Code. Few Project Code will be displayed.
Select Project Code type from the list.
9. | Select Item_Description. Item_Description field is mandatory.
10. | Select Payment_Milestone. Payment_Milestone field is mandatory.
11. | Select Unit. Unit field is mandatory.
12. | Select Qty. Qty field is mandatory.
13. | Select Unit_Price. Unit_Price field is mandatory.
14. | Click button ‘Add'". Alert ‘Item Added!'.
Case if Admin click button ‘Delete’.
15. | Select row need to delete. The row selected is highlight.
16. | Click button ‘Delete’. Popup 'Delete’.
17. | Click button ‘Delete’. The row selected will disappear.




S/No | Tasks

Expected Results

Case if Admin click button ‘Submit Order’.

18. | Click button ‘Submit Order’. Popup ‘Submit Order’.
19. | Click button ‘Submit'. Popup ‘Final PR’.
20. | Click button ‘Yes'. The page will refresh automatically.
Case if Admin click button ‘Generate PR’.
21. | Click button “Generate PR'. Popup ‘Generate PR’.
22. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Recall Order’.
23. | Click button ‘Recall Order’. Alert ‘Recall Order’.
24. | Click button ‘Recall’. Alert ‘Order Recalled!'.
The page will automatically reload.
Case if Admin click button ‘Approve’.
25. | Click button ‘Approve’. Alert ‘PR Approved!’.
The page will automatically reload.
Case if Admin click button ‘Reject’.
26. | Click button ‘Reject’. Alert ‘PR Rejected!'.




S/No

| Tasks

| Expected Results

Case if Admin click button ‘Generate PR’.

27.

Click button ‘Generate PR’.

Alert ‘Generate PR’.

28.

Click button ‘Generate’.

PR will be displayed on new tab.

Case if Admin click button ‘Generate PO’.

29. | Click button ‘Generate PO". Alert ‘Generate PO'.

30. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Spacing)’.

31. | Click button ‘Generate PO (with Spacing)’. Alert ‘Generate PO'.

32. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Project Code)’.

33. | Click button ‘Generate PO (with Project Code)'. Alert ‘Generate PO’
34. | Click button ‘Generate’. PR will be displayed on new tab.
Case if Admin click button ‘Generate PO (with Project Code & Spacing)’.
35. | Click button ‘Generate PO (with Project Code & Alert ‘Generate PO’
Spacing)'.
36. | Click button ‘Generate’. PR will be displayed on new tab.




1.47- Cancelled

TOTG  Dashboard My Workplace~  Resource Management~  Document Management~  Repori Management~  Sales Managemeni~  Admin Tool~ . Portal Admin1
Order Management [Cancelled] sales Management @ Home Tool  Sales Order ncalled]
Year: 2018

EE e s T e e e O S e T

View  Cancelled Tender for Piping Detail Engineering to Replace Expansio PR23-Te-0001-Pu Yes 2023-05-10 16:10:21  2023-05-10 16:10:51 Purchase Test |
2 View  Cancelled KMS Heating Facility to Improve Alkoxylation Project at Ku PR23-KM-0001-Su Yes 2023-05-10 16:04:54  2023-05-10 16:32:10 Subcontractor dadw
3 View  Cancelled KMS Heating Facility to Improve Alkoxylation Project at Ku PR23-KM-0002-Pu Yes 2023-05-10 16:05:10  0000-00-00 00:00:00 Purchase 122112 I
,
Showing 1 to 3 of 3 entries Previous ‘ 1 ‘ Next
Procedure Name Order Management[Cancelled].
Description & Objective: List of all rejected Order and delete the order.

S/No | Tasks Expected Results

1. | Click on Sales Management > Order Management > Cancelled page will be displayed.
Cancelled.

Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.

Case if Admin click button ‘Delete’.

3. | Select row need to delete. The row selected is highlight.

4. | Click button ‘Delete’. Popup ‘Delete rows'.

5. | Click button *Confirm’. The row selected will disappear.

Case if Admin click button ‘View'.




S/No | Tasks Expected Results
6. | Click button ‘View'. Detail Order will be displayed on new tab.
Case if Admin click button ‘Create New Line Item'.
7. | Click button ‘Create New Line Item’. Popup ‘New Line Item’.
8. | Select Project Code. Few Project Code will be displayed.
Select Project Code type from the list.
9. | Select Item_Description. Item_Description field is mandatory.
10. | Select Payment_Milestone. Payment_Milestone field is mandatory.
11. | Select Unit. Unit field is mandatory.
12. | Select Qty. Qty field is mandatory.
13. | Select Unit_Price. Unit_Price field is mandatory.
14. | Click button ‘Add". Alert ‘Item Added!".
Case if Admin click button ‘Delete’.
15. | Select row need to delete. The row selected is highlight.
16. | Click button ‘Delete’. Popup 'Delete’.
17. | Click button ‘Delete’. The row selected will disappear.




1.48- Access Control (Staff) [Admin].

TOTG  Dashboard My Workplace~  Resource Management~  Document Management-  Report Management-  Sales Management~  Admin Tool- @ Portal Admint

Access Control admin

Export

Staff Contractor Access Control Template All Control

Edi  Account Detail Rejected
Edit Account Approved
Edit Account Detail Approved
Edit

Edit  Account Detail Approved
Edit Resigned

Edit  Account Detail Approved
Edit Resigned

Edit Account Approved
Edit Account Approved

I | | | | | I

—

ior §
Ragunath Bharath ragunatn@ip.com.my Super Admin Template Yes No Yes Yes
Sudarkar sudarkar@ifp.com.my Ragunatn Bharath Super Admin Template Yes Yes Yes Yes
Portal Admin1 admin Super Admin Template Yes Yes No Yes
Mursabirah Binti Mat Yusof nursabirah@ifp.com.my Punitha A/P Kannapiran Default Template Ves No No Yes
Ling Ing Ching lingingching@ifo.com.my Ragunath Bharath HOD Template Ves Mo Yes es
Michael Wiliam King michael @ifp.com.my Ragunaih Bharath HOD Template: Ves No Yes Yes
Knor June Leng (Justin} justinkhor@ifp.com.my Michael Willim King Default Template No No No No
Rohana Abd Aziz rohana@ifp.com.my Ragunain Bharath Admin Template Ves Yes Yes Yes
Sabariah Binti Mohd Safaei sabariah@ifp.com.my Ab Rasyid Bin Mahel Kismy @ Kasmir Default Template Ves No No Yes

Showing 110 10 of 72 entries

Previous | 1| 2 3 4 5 8 Next

Procedure Name

Access Control for staff.

Description & Objective:

To give limit to staff what they can see and what they cannot see.

S/No

Tasks

Expected Results

1.

Click on Sales Management > Admin Tool > Access Access Control page will be displayed.

Control.

Case if

Admin click button ‘Export’.

2.

Click button ‘Export’.

Choose type of file can be choose to be export.

Case if

Admin click button 'Delete’.

3.

Select row need to delete.

The row selected is highlight.

Click button ‘Delete’.

Popup ‘Delete’.

Click button ‘Delete’.

The row selected will disappear.




S/No | Tasks

Expected Results

Case if Admin click button ‘Edit’.

6. | Click button ‘Edit’. The selected row detail will be displayed.
Case if Admin click button ‘Update Profile’.

7. | Update the desired form field. The field is updated.

8. | Click button ‘Update Profile’. Popup ‘Update Profile’.

9. | Click button ‘Update’. Alert ‘Profile Updated!'.

Page will be refresh and new data updated.

Case if Admin click button ‘Delete’.

10. | Select row need to delete. The row selected is highlight.

11. | Click button ‘Delete’. Popup 'Delete’.

12. | Click button ‘Delete’. The row selected will disappear.
Case if Admin Update Profile Picture.

13. | Click button ‘Update Profile Picture’. Popup ‘Update Profile Picture’.

14. | Choose the image and click ‘Update’. Alert *Profile picture updated!’.
Case if Admin Change Password.

15. | Click button ‘Change Password’. Popup ‘Change Your Password'.

16. | Fill in the password and click ‘Update’. Alert ‘Password updated!’.




S/No | Tasks | Expected Results

Case if Admin Export CV.

17. | Click button ‘Export CV'. Popup ‘Export CV1, CV2, CV3'.

Case if Admin Approve Profile Update.

18. | Click button ‘Approve Profile Update’. Popup ‘Approve Profile’.

19. | Click button ‘Approve’. Alert ‘Profile approved!’.

Case if Admin Reject Profile Update.

20. | Click button ‘Reject Profile Update’. Popup ‘Reject Profile’.

21. | Fill in the Comment. The comment will sent to the user.

22. | Click button ‘Reject’. Alert *Profile rejected!".




1.48.1- Access Control (Contractor) [Admin]

TOTG Dashboard My Workplace ~ Resource Management~ Document Management ~ Report Management ~ Sales Management ~ Admin Tool~ . Portal Admin1

Access Control Admin @ Home - Admin - Access Cortrol

Staff Contractor Access Control Template All Control

| [oom ]

[ | s w4 w0 b eosComtmr b hwe 4l e 6 woe 4|

No data available in table

Showing O to 0 of 0 entries Previous  Next

Procedure Name Access Control for staff.

Description & Objective: To give limit to staff what they can see and what they cannot see.

S/No | Tasks Expected Results
1. | Click on Sales Management > Admin Tool > Access Access Control page will be displayed.
Control.

Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.

Case if Admin click button ‘Delete’.

3. | Select row need to delete. The row selected is highlight.
4. | Click button ‘Delete’. Popup 'Delete’.
5. | Click button ‘Delete’. The row selected will disappear.

Case if Admin click button ‘Edit’.

6. | Click button ‘Edit’. The selected row detail will be displayed.




S/No | Tasks

Expected Results

Case if Admin click button ‘Update Profile’.

7. | Update the desired form field. The field is updated.

8. | Click button ‘Update Profile’. Popup ‘Update Profile’.

9. | Click button ‘Update’. Alert ‘Profile Updated!'.

Page will be refresh and new data updated.

Case if Admin click button ‘Delete’.

10. | Select row need to delete. The row selected is highlight.

11. | Click button ‘Delete’. Popup 'Delete’.

12. | Click button ‘Delete’. The row selected will disappear.
Case if Admin Update Profile Picture.

13. | Click button ‘Update Profile Picture’. Popup ‘Update Profile Picture’.

14. | Choose the image and click ‘Update’. Alert ‘Profile picture updated!’.
Case if Admin Change Password.

15. | Click button ‘Change Password’. Popup ‘Change Your Password'.

16. | Fill in the password and click ‘Update’. Alert ‘Password updated!’.
Case if Admin Export CV.

17. | Click button ‘Export CV'. Popup ‘Export CV1, CV2, CV3'.




S/No | Tasks | Expected Results

Case if Admin Approve Profile Update.

18. | Click button ‘Approve Profile Update’. Popup ‘Approve Profile’.

19. | Click button ‘Approve’. Alert *Profile approved!’.

Case if Admin Reject Profile Update.

20. | Click button ‘Reject Profile Update’. Popup ‘Reject Profile’.

21. | Fill in the Comment. The comment will sent to the user.

22. | Click button ‘Reject’. Alert ‘Profile rejected!’.




1.48.2- Access Control (Access Control Template) [Admin]

TOTG Dashboard My Workplace ~ Resource Management~ Document Management ~ Report Management~ Sales Management ~ Admin Tool~ . Portal Admin1
Access Control admin @ Home - Admin - Access Confrol
Staff Contractor Access Control Template All Control

Update Template Remove Template Save As Template

MyWorkplace ~ Admin  Resource Management  Project Management  Sales Management  Logistics Management

My Workplace

My Profile : Permission to view My Profile

@Yes No

My Glaim : Permission to view My Claim

©vYes No

My Leave : Permission to view My Leave

@Yes  No

My Timesheet : Permission o view My Timesheet
@vYes No

Web Timesheet : Permission to use Web Timesheet
@vYes No

My Appraisal : Permission to view My Appraisal

Procedure Name Access Control for staff.

Description & Objective: To give limit to staff what they can see and what they cannot see.

S/No | Tasks Expected Results

1. | Click on Sales Management > Admin Tool > Access Access Control page will be displayed.
Control.

2. | Select ‘Dropdown’. Few Template will be displayed.
Select Template type from the list.

Case if Edit ‘My Workplace’ Tab.

3. | Select ‘My Workplace' tab. Control for ‘My Workplace’ will be displayed.

4. | Change which ‘Permission’ can or cannot. Update the field.




S/No | Tasks Expected Results
5. | Click ‘Update Template'. Alert ‘Update Template’'.
6. | Click button ‘Update’.
Case if Edit ‘Admin’ Tab.
7. | Select ‘Admin’ tab. Control for *Admin’ will be displayed.
8. | Change which ‘Permission’ can or cannot. Update the field.
9. | Click ‘Update Template’. Alert ‘Update Template'.
10. | Click button ‘Update’.
Case if Edit ‘Resource Management’ Tab.
11. | Select ‘Resource Management’ tab. Control for ‘Resource Management’ will be displayed.
12. | Change which ‘Permission’ can or cannot. Update the field.
13. | Click ‘Update Template'. Alert ‘Update Template’'.
14. | Click button ‘Update’.
Case if Edit 'Project Management’ Tab.
15. | Select ‘Project Management’ tab. Control for ‘Project Management’ will be displayed.
16. | Change which ‘Permission’ can or cannot. Update the field.
17. | Click ‘Update Template'. Alert ‘Update Template’'.




S/No | Tasks Expected Results
18. | Click button ‘Update’.
Case if Edit 'Sales Management' Tab.
19. | Select ‘Sales Management’ tab. Control for ‘Sales Management’ will be displayed.
20. | Change which ‘Permission’ can or cannot. Update the field.
21. | Click ‘Update Template'. Alert ‘Update Template’'.
22. | Click button ‘Update’.
Case if Edit ‘Logistics Management’ Tab.
23. | Select ‘Logistics Management’ tab. Control for ‘Logistics Management’ will be displayed.
24. | Change which ‘Permission’ can or cannot. Update the field.
25. | Click ‘Update Template'. Alert ‘Update Template’'.
26. | Click button ‘Update’.




1.48.3- Access Control (All Control) [Admin]

TOTG  Dashboard My Workplace . ource Managem Document Management~  Report Manageme Sales Managem Admin Tool» ortal Admin1
Access Control admin @ Home - Admin - Access Gonirol
Staff  Contractor  Access Control Template Al Control

[ |
e r.. | I—I L \—I \_1 L . Jj I |
| w0l Mme 0| ot $lierwet|  Sweor ¢ [Comn et Hme et s Con ot tived amind
99 Account Approved Sudarkar sudarkar@ifp.com.m Staff Ragunath Bharath Super Admin Template | Yes | Yes
100 Account Detail Rejected Ragunath Bharath ragunath@ifp.com.my Staff Super Admin Template | Yes | No
101 Account Detail Approved Nursabirah Binti Mat Yusof | nursabirah@ifp.commy =~ Staff Punitha A/P Kannapiran Default Template Yes | No
102 Resigned Ling Ing Ching lingingching@ifp.commy ~ Staff Ragunath Bharath HOD Template Yes | No
103 Account Detail Approved Michael William King michasl@ifp.com.my Staff Ragunath Bharath HOD Template Yes | No
105 Account Approved Rohana Abd Aziz rohana@ifp.com.my Staff Ragunath Bharath Admin Template Yes | Yes
106 Account Approved Sabariah Binti Mohd Safaei | sabariah@ifp.com.my Staff Ab Rasyid Bin Mahel Kismy @ Kasmir Default Template Yes | No
108 Account Detail Approved Norasilah Binti Othman norasilah@ifp.com.my Staff Punitha A/P Kannapiran Default Template Yes | No
109 Account Detail Approved Nurhafizha Binti Saiman | nurhafizha@ifp.commy = Staff Rohana Abd Aziz Malaysian Admin Template Yes | Yes
111 Account Approved Yasmin Farhani Mohamad Sani  yasmin@jfp.com.my Staff Ragunath Bharath Finance Template Yes | No
12 Account Approved Mohd Azlan Bin Yahya azlan@ifp.com.my Staff Ragunath Bharath HOD Template Yes | No
13 Account Approved Surenther Singh Chelladurai  surenther@ifp.com.my Staff  GANESH KUMAR TIRUPAPULIYUR KRIPENDRA BABU Default Template Yes | No
114 Pending Account Detail Approval  Erda Syuhada Binti Radzi erda@ifp.commy Staff MOHD IKHWAN BIN YUSOF Default Template Yes | No
115 Account Detail Approved Muzfira Binti Mahadi muzfira@ifp.com.my Staff MOHD IKHWAN BIN YUSOF Default Template Yes | No
116 Account Approved Aw Yoke Yoke account@ifp.com.my Staff Yasmin Farhani Mohamad Sani Yes | No

Procedure Name Access Control for staff.

Description & Objective: To give limit to staff what they can see and what they cannot see.

S/No | Tasks Expected Results

1. | Click on Sales Management > Admin Tool > Access Access Control page will be displayed.
Control.

Case if Admin click button ‘Export’.

2. | Click button ‘Export’. Choose type of file can be choose to be export.




1.49- Document Type Access Control [Admin]

TOTG  Dashboard  MyWorkplace-  Resource Management-  Document Management-  ReportManagement-  Sales Management-  Admin Tool-

Document Type Access Control admin @ Home - Admin - Documen Type Ac
Procedure Name Document Type Access Control for staff.
Description & Objective: To give limit to specific access control what document they can see.
S/No | Tasks Expected Results

1. | Click on Admin Tool > Document Type Access Control. | Document Type Access Control page will be displayed.

2. | Select button ‘Dropdown’. Few Template will be displayed.
Select Template type from the list.

3. | Click button ‘Save’'. The selected template control will appear.

Case if Admin select ‘Admin Template’.

4. | Select ‘Admin Template’ from ‘Dropdown’ button. Control for Admin user type will appear.

5. | Change which folder want to not access. Update the field.

Case if Admin select ‘Default Template’.

6. | Select ‘Default Template’ from ‘Dropdown’ button. Control for Default user type will appear.

7. | Change which folder want to not access. Update the field.

Case if Admin select ‘Finance Template'.




S/No

Tasks

Expected Results

8.

Select ‘Finance Template’ from ‘Dropdown’ button.

Control for Finance user type will appear.

Case if Admin select ‘HOD Template'.

0.

Select *HOD Template’ from ‘Dropdown’ button.

Control for HOD user type will appear.

Case if Admin select ‘Project Access Template Template'.

10.

Select ‘Project Access Template’ from ‘Dropdown’
button.

Control for Project Access user type will appear.

Case if Admin select ‘Super Admin Template'.

11. | Select ‘Super Admin Template’ from ‘Dropdown’ Control for Super Admin user type will appear.
button.
12. | Change which folder want to not access.

Update the field.




1.50- Allowance Control (Account) [Admin]

TOTG  Dashboard My Workplac

Allowance Control admin

Account Allowance Scheme

Resource Management-  Document Managem

Report Management-  Sales Management-  Admin Tool-

Portal Admin1

@ Home — Admin - Allowance Conirol

I | \—I
= = - =<' = R |

Shahaidi bin Shanaral
GAJENDRAAIL KANESAN
system
HAU FC
MUHD YUSOF BIN MUHAMAD KHIDIR
MOHAMAD KHAIRUL ANVWAR BIN MOHAMAD RASIDIN
VEKES BALASUNDRAM
NOR SYAZANA BINTI ARIFFIN SANI
Choy Kim Seng
MOHAMMAD AMIR HAKIMI BIN SYAMSUL AMRI
Lugman Hakim Bin Hashim
SITI ZULAIKHA BINTI TALIE
CORNELIUS ERNEST RODRIGUEZ

Piping
Business Development or Project
Civil and Structural
Civil and Structural
Electrical and Instrumentation
Process
Process
Civil and Structural
Business Development of Project
Business Development or Project
Piping
Business Development or Project

Electrical

Drafter
Graduate Engineer
Engineer
Engineer
Drafter
Graduate Engineer
Engineer
Drafter
Engineer
Internship
Drafter
Document Controller

Lead Electrical

Showing 6110 73 of 73 entries

Pravious 1 2 3 4 Next

Procedure Name

Allowance Control (Account).

Description & Objective:

To see detail about staff department and position.

S/No | Tasks

Expected Results

1. | Click on Admin Tool > Allowance Control.

Allowance Control page will be displayed.




1.50.1-

Allowance Control (Allowance Scheme) [Admin]
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Piping
Business Development or Project
Civil and Structural
Civil and Structural
Electrical and Instrumentation
Process
Process
Civil and Structural
Business Development of Project
Business Development or Project
Piping
Business Development or Project

Electrical
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Drafter
Graduate Engineer
Engineer
Engineer
Drafter
Graduate Engineer
Engineer
Drafter
Engineer
Internship
Drafter
Document Controller

Lead Electrical

Showing 6110 73 of 73 entries

Pravious 1 2 3 4 ‘ 5 ‘ Next

Procedure Name

Allowance Control (Allowance Scheme).

Description & Objective:

To see detail about each scheme allowance.

S/No

Tasks

Expected Results

1.

Click on Admin Tool > Allowance Control > Allowance

Scheme.

Allowance Scheme page will be displayed.

Case if

Admin select ‘Engineer Scheme’.

2.

Select ‘Engineer Scheme’ on button ‘Dropdown’.

Detail about Engineer Scheme will be displayed.

Case if

Admin click button ‘Create New Scheme'.

Click button ‘Create New Scheme’.

Alert ‘Create New Scheme'.

4.

Enter Scheme Name.

Click button ‘Save’.

Case if

Admin click button 'Remove Scheme'.




S/No

Tasks

Expected Results

5. | Click button ‘Remove Scheme'. Alert ‘Remove Scheme'.
6. | Click button ‘Remove’. Alert ‘Scheme removed'.
Case if Admin click button ‘New’.
7. | Click button ‘New'. 1 new row will appear.
8. | Select ‘Day_Type'. Day_Type will be displayed.
Select Day_Type from the list.
9. | Select ‘Start'. Date will be displayed.
Select Date from the list.
10. | Select ‘End'. Date will be displayed.
Select Date from the list.
11. | Select ‘Minimum_Hour". Minimum_Hour field is mandatory.
12. | Select ‘Currency’. Few Currency will be displayed.
Select Currency from the list.
13. | Select ‘Home_Base'. Home_Base field is mandatory.
14. | Select ‘Outstation’. Outstation field is mandatory.
15. | Select ‘Subsequent_Home_Base'. Subsequent_Home_Base field is mandatory.
16. | Select ‘Subsequent_Outstation’. Subsequent_Outstation field is mandatory.
17. | Select ‘Remarks’. Remarks field is mandatory.




S/No | Tasks | Expected Results

Case if Admin click button ‘Delete’.

18. | Select row need to delete. The row selected is highlight.

19. | Click button ‘Delete’. Alert ‘Delete’.

20. | Click button ‘Delete’. The selected row will disappear.




1.51- Approval Control [Admin]
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Piping Drafter

Business Devslopment of Project Graduate Enginest

Civil and Structural Engineer
Civil and Structural Engineer
Electrical and Instrumentation Drafter

Process Graduate Engineer
Process Engineer
Civil and Structural Drafter
Business Development of Project Engineer
Business Development or Project Internship
Piping Drafter

Business Development or Project Document Controller

Electrical Lead Electrical

Showing 6110 73 of 73 entries

Pravious 1 2 3 4 Next

Procedure Name

Approval Control.

Description & Objective:

List of who is approver to some type of request.

S/No

Tasks

Expected Results

1.

Click on Admin Tool > Approval Control.

Approval Control page will be displayed.

2.

Click button *More info” on ‘Project Without Approval
Set’.

Popup list of ‘Project without approval setting’.

Case if

Admin click button ‘Export’.

Click button ‘Export’.

Choose type of file can be choose to be export.

Case if

Admin click button ‘New Row'.

4.

Click button ‘New Row’.

1 new row will appear.

Select ‘Type'.

Few Type will be displayed.




S/No | Tasks

Expected Results

Select Type from the list.

6. | Select ‘Approver’.

Few Approver will be displayed.

Select Approver from the list.

7. | Select ‘Level’.

Few Level will be displayed.

Select Level from the list.

8. | Select ‘Project/Department’.

Few Project/Department will be displayed.

Select Project/Department from the list.

Case if Admin click button ‘Delete’.

9. | Select the row that need to delete.

The row selected is highlight.

10. | Click button ‘Delete’.

Popup 'Delete’.

11. | Click button ‘Delete’.

The selected row will disappear.

Case if Admin click button ‘Claim’.

12. | Click button ‘Claim’.

List of Claim approval will appear.

Case if Admin click button ‘Leave’.

13. | Click button ‘Leave’.

List of Leave approval will appear.

Case if Admin click button 'Timesheet'.

14. | Click button ‘Timesheet’'.

List of Timesheet approval will appear.

Case if Admin click button ‘Request’.




S/No | Tasks Expected Results

15. | Click button ‘Request’. List of Request approval will appear.

Case if Admin click button ‘PR’.

16. | Click button ‘PR’. List of PR approval will appear.

Case if Admin click button ‘Advance’.

17. | Click button ‘Advance’. List of Advance approval will appear.




1.52- Asset Tracking [Admin]
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Piping Drafter

Business Devslopment of Project Graduate Enginest

Civil and Structural Engineer
Civil and Structural Engineer
Electrical and Instrumentation Drafter
Process Graduate Engineer
Process Engineer
Civil and Structural Drafter
Business Development of Project Engineer
Business Development or Project Internship
Piping Drafter

Business Development or Project Document Controller

Electrical Lead Electrical

Showing 6110 73 of 73 entries

Pravious 1 2 3 4 Next

Procedure Name

Asset Tracking.

Description & Objective:

List of who is holding company asset.

S/No

Tasks

Expected Results

1.

Click on Admin Tool > Asset Tracking.

Asset Tracking page will be displayed.

Case if

Admin click button ‘New Asset'.

2.

Click button ‘New Asset’.

1 new row will appear.

Case if

Admin click button ‘Edit’.

3.

Select the new row.

The row selected is highlight.

Click button ‘Edit’.

Popup “Edit entry’.

Select ‘Item Name'.

Label field is mandatory.




S/No | Tasks Expected Results
6. | Select ‘Type'. Serial_No field is mandatory.
7. | Select ‘Serial No'. Brand field is mandatory.
8. | Select ‘Brand'. List field is mandatory.
9. | Select ‘Model No'. Model No field is mandatory.
10. | Select ‘Agreement_No'. Agreement_No field is mandatory.
11. | Select 'List'. List field is mandatory.
12. | Select ‘Color’. Color field is mandatory.
13. | Select ‘Availability’. Availability field is mandatory.
14. | Select ‘Extra Detail 1'. Extra Detail 1 field is mandatory.
15. | Select ‘Extra Detail 2'. Extra Detail 2 field is mandatory.
16. | Select ‘Extra Detail 3. Extra Detail 3 field is mandatory.
17. | Select ‘Extra Detail 4'. Extra Detail 4 field is mandatory.
18. | Select ‘Extra Detail 5'. Extra Detail 5 field is mandatory.
19. | Select ‘Remarks’. Remarks field is mandatory.
20. | Select ‘Ownership’. Ownership field is mandatory.
21. | Select ‘Rental Company’. Rental Company field is mandatory.




S/No | Tasks Expected Results

22. | Select ‘Rental Start Date’. Rental Start Date field is mandatory.

23. | Select ‘Rental_End_Date’". Rental End Date field is mandatory.

24. | Select ‘File’. Select attachment to attach with.

25. | Click button ‘Update’. The selected row will update.
Case if Admin click button ‘Delete’.

26. | Select The row that need to delete. The row selected is highlight.

27. | Click button ‘Delete’. Popup 'Delete’.

28. | Click button ‘Delete’. The selected row will disappear.
Case if Admin click button ‘CSV’.

29. | Click button ‘CSV". The list will downloaded as CSV file.
Case if Admin click button ‘*Computer Inventory’.

30. | Click button ‘Computer Inventory’. List of Computer Inventory will appear.
Case if Admin click button ‘Furniture’.

31. | Click button *Computer Inventory’. List of Computer Inventory will appear.
Case if Admin click button ‘Laptop’.

32. | Click button ‘Laptop’. List of Laptop will appear.




S/No | Tasks | Expected Results

Case if Admin click button 'Office Equipment’.

33. | Click button ‘Office Equipment’. List of Office Equipment will appear.

Case if Admin click button ‘Users’.

34. | Click button ‘Users’. List of Users will appear.




1.53- Notice Board Management [Admin]
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Piping Drafter

Business Devslopment of Project Graduate Enginest

Civil and Structural Engineer
Civil and Structural Engineer
Electrical and Instrumentation Drafter

Process Graduate Engineer
Process Engineer
Civil and Structural Drafter
Business Development of Project Engineer
Business Development or Project Internship
Piping Drafter

Business Development or Project Document Controller

Electrical Lead Electrical

Showing 6110 73 of 73 entries
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Procedure Name

Notice Board Management.

Description & Objective:

Notice to put on calander page.

S/No

Tasks

Expected Results

1.

Click on Admin Tool > Notice Board Management

Notice Board Management page will be displayed.

Case if

Admin click button ‘New Notice'.

2.

Click button ‘New Notice’'.

1 new row will appear.

Select ‘Title'.

Title field is mandatory.

Select ‘Content’.

Content field is mandatory.

Select ‘Start_Date’.

Date will be displayed.

Select Date from the list.

Select ‘End_Date’.

Date will be displayed.




S/No

Tasks

Expected Results

Select Date from the list.

7. | Select ‘Email_Notification’. Few option will be displayed.
Select option from the list.

8. | Select ‘Attachment’. Choose file to attach with.

Case if Admin click button 'Delete’.
9. | Select The row selected is highlight. that need to The row selected is highlight.
delete.
10. | Click button ‘Delete’. Popup ‘Delete’.
11. | Click button ‘Delete’. The selected row will disappear.




1.54- Cut-Off Management [Admin]
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Piping Drafter

Business Devslopment of Project Graduate Enginest

Civil and Structural Engineer
Civil and Structural Engineer
Electrical and Instrumentation Drafter
Process Graduate Engineer
Process Engineer
Civil and Structural Drafter
Business Development of Project Engineer
Business Development or Project Internship
Piping Drafter

Business Development or Project Document Controller

Electrical Lead Electrical

Showing 6110 73 of 73 entries
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Procedure Name

Cut-Off Management.

Description & Objective:

To set limit when they can update the old data.

S/No | Tasks

Expected Results

1. | Click on Admin Tool > Cut-Off Management.

Cut-Off Management page will be displayed.

Case if Admin click button ‘New’.

2. Click button ‘New’.

Popup ‘Create new entry’.

3. | Select ‘Payment_Month'.

Date will be displayed.

Select Date from the list.

4, | Select ‘Start Date’.

Date will be displayed.

Select Date from the list.

5. | Select ‘End Date’.

Date will be displayed.

Select Date from the list.




S/No | Tasks Expected Results
6. | Click button ‘Create’. 1 new row will appear.
Case if Admin click button ‘Edit’.
7. | Select row need to update. The row selected is highlight.
8. | Click button ‘Edit'. Popup ‘Edit entry’.
9. | Edit desired field. The field will updated.
10. | Click button ‘Update’. The row selected is highlight.
The row selected is updated.
Case if Admin click button ‘Delete’.
11. | Select The row selected is highlight. that need to The row selected is highlight.
delete.
12. | Click button ‘Delete’. Popup ‘Delete’.
13. | Click button ‘Delete’. The selected row will disappear.




1.55- Option Control [Admin]

TOTG Dashboard My Workplace ~ Resource Management~ Document Management ~ Report Management ~ Sales Management ~ Admin Tool~ . Portal Admin1

Option Control Admin @ Home - Admin - Opiion Confrol
[ T an T o T e T [ T g [nen oo | e
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No
Procedure Name Option Control.

Description & Objective: To control dropdown button what it define as.

S/No | Tasks Expected Results

1. | Click on Admin Tool > Option Control. Option Control page will be displayed.

Case if Admin click button ‘New’.

2. | Click button ‘New'. Popup ‘Create new entry’.

3. | Select ‘Table'. Few Table will be displayed.
Select Table type from the list.

4. | Select ‘Field'. Few Field will be displayed.
Select Field type from the list.

5. | Select ‘Option’. Option field is mandatory.

6. | Click button ‘Create’. 1 new row will appear.

Case if Admin click button ‘Edit’.

7. | Select the row need to edit. Selected row is highlight.




S/No

Tasks

Expected Results

8. | Click button ‘Edit'. Popup “Edit entry’.
9. | Update desired field. The field will updated.
10. | Click button ‘Update’. The row selected is highlight.

The row selected is updated.

Case if Admin click button 'Delete’.

11. | Select the row need to delete. Selected row is highlight.

12. | Click button ‘Delete’. Popup ‘Delete’.

13. | Click button ‘Delete’. The selected row will disappear.
Case if Admin click button ‘Export’.

14. | Click button ‘Export’. Choose type of file can be choose to be export.
Case if Admin click button ‘Asset’.

15. | Click button ‘Asset’. List of Asset will appear.
Case if Admin click button ‘Claim’.

16. | Click button ‘Claim’. List of Claim will appear.
Case if Admin click button ‘Invoice’.

17. | Click button ‘Invoice'. List of Invoice will appear.
Case if Admin click button ‘Leave’.




S/No | Tasks Expected Results

18. | Click button ‘Leave’. List of Leave will appear.
Case if Admin click button ‘PR’.

19. | Click button ‘PR’. List of PR will appear.
Case if Admin click button ‘Profile’.

20. | Click button ‘Profile’. List of Profile will appear.
Case if Admin click button ‘Project’.

21. | Click button ‘Project’. List of Project will appear.
Case if Admin click button ‘Request’.

22. | Click button ‘Request’. List of Request will appear.
Case if Admin click button ‘Timesheet’.

23. | Click button ‘Timesheet'. List of Timesheet will appear.
Case if Admin click button ‘Report Store’.

24. | Click button ‘Report Store’. List of Report Store will appear.




1.56- Project and Department List [Admin]

TOTG  Dashboard My Workplace~  Resource Management-  Document Management-  Report Management-  Sales Management~  Admin Tool~ . Portal Admin1

Project and Department List Project Management @ Home - Admin - Project Management - Project and Department List|

e e N - s N
Yes

1 IFPES 2208 KMS Heating Facility to Improve Alkoxylation Project at Kuantan, Pahang Kaneka MS Mala
2 Yes | IFPES 2195 Micrasphere Spray Unit (SDU) and Formalin Plant ( FP) at Shah Alam, Selangor Malayan Adhesives and
3 No | IFPES 1819 Styrene Bulk Storage and Styrene Storage Tank Design at Pasir Gudang, Johor 1806-002 WHH Engineering & Cc
4 Yes IFPES 2203 FEED & Cost Estimation for MFP-3 praject at Kuantan, Pahang Kaneka Innovative
5 Yes  IFPES 2159 Structural Analysis & Modification Work Civil & Structure Design Services JFE Engineering
6 MNo | IFPES 1866 NG9/ Gateway Energy Monitoring System 8625500662 Poveer Cables Mal
7 No | IFPES 1845 Engineering Support Services for Chimney at Shell Bintulu 4526529118 Shell Timur
8 No | IFPES 1845 Additional Detail Engineering Design (DE) Services for the Proposed Hot Oil Fumace Chimney Foundation at Bintulu, Sarawak | 4527351946 Shell Timur
9 MNo | IFPES 1817 WWT-1& 2 in Utility Area for Pump Skid Design at Pasir Gudang, Johor 181124 LNC Solution:
10 No | IFPES 1850 C &S Engineering Services for Existing Jetty at Sandakan, Sabah 4526696117 Shell Timur

>

Previous 2 3 4 5 23 Next

Procedure Name Project and Department List.

Description & Objective: To add new project and which department it from.

S/No | Tasks Expected Results

1. | Click on Admin Tool > Project and Department List. Project and Department List page will be displayed.

Case if Admin click button ‘New Row’.

2. | Click button ‘New Row’. 1 new row will appear.

3. | Select ‘Company’. Few Company will be displayed.
Select Company type from the list.

4. | Select ‘Project_Code/Department’. Project_Code/Department field is mandatory.

5. | Select ‘Project_Name/Department_Name'. Project_Name/Department_Name field is mandatory.




S/No | Tasks Expected Results
6. | Select ‘Work Order’. Work Order field is mandatory.
7. | Select ‘Project_Description’. Project_Description field is mandatory.
8. | Select ‘Client'. Client field is mandatory.

Case if Admin click button 'Delete’.

9. | Select the row. Selected row is highlight.
10. | Click button ‘Delete’. Popup ‘Delete’.
11. | Click button ‘Delete’.

The selected row will disappear.

Case if Admin click button ‘Export’.

12.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.57- Login Tracker [Admin]

TOTG  Dashboard My Workplace~  Resource Management~

Document Management-+

Login Tracker admin

Report Management~  Sales Management~  Admin Tool+

@ rortal Admint

@ Home - Admin - Login Tracker

@ | 11-May-2023 - 12-May-2023

Show entries
> - - - N = !
1 admin Portal Admin1 Remember Login
2 admin Portal Admint Logout
3 nursabirah@ifp.com.my Nursabirah Binti Mat Yusof Login
4 nursabirah@ifp.com.my Nursabireh Bint Mat Yusof Logout
5 admin Portal Admin1 Login

Date_Time 4
2023-05-11 09:03:34
2023-05-11 10:49:18
2023-05-11 10:49:29
2023-05-11 10:49:48

2023-06-11 10:50:04

Showing 1 to 5 of 5 entries

Procedure Name Login Tracker.

Description & Objective:

To track each user when they login to the system.

S/No | Tasks

Expected Results

1. | Click on Admin Tool > Login Tracker.

Login Tracker page will be displayed.

2. | Select ‘Date’.

Date will be displayed.

Select Date from the list.

3. | Click button ‘Apply’.

The field will display the selected date.

4, | Click button ‘Refresh’.

The page will refresh.




1.58- Project Access (Staff) [Admin]

Project Access Admin

@ Home - Admin - Project Access

Staff  Project

Export

1 ragunath@ifp.com.my Ragunath Bharath

sudarkar@ifp.com.m Sudarkar

o R ) |

Detailed Engineering Works for Bulk Liquid Terminal at Port of Kaohsiung
FEED & Project Cost Estimation for MM-2 NCF Expansion Project

Front End Engineering Design & Project Management Team for An Oil Storage Terminal at Senari Synergy Industrial Complex at Kuching, Sarawak
Microsphere Spray Unit (SDU) and Formalin Plant ( FP) at Shah Alam, Selangor

Strength Calculation & Material Take Off for WWT Facility

Structural Analysis & Modification Work

Technical Due Diligence Study for AA Works for AERO Warehouse

Detailed Engineering of Civil & Structure for R2 Project
Detailed Engineering Works for Bulk Liquid Terminal at Port of Kaohsiung
Filing & Archicing, House Keeping

Kaneka TFE Pre-Bid BQ Estimation at Kuantan, Pahang

Self Study

Safety & Environment (HSE)
1 Nos. 4Kt Bitumen Storage Tank Associated Works at Senari Independent Ol Terminal at Kuching, Sarawak

100 TPD Scheduled Waste-To-Energy Project in Tanah Ladang Merah A3 Division at Port Dickson, Negeri Sembilan
2 Nos Gel Filter and 1 Nos. Pressure Safety Valve Provision at Pasir Gudang, Johor

Account and Procurement

Additional Work for Consultancy Service and Engineering Design Review Work for 25P Project

Additive storage facility project at Sandakan, Sabah

ADO Tank Pressure / Vacuum Range Calculation

B20/ B30 FEED & DE for Bagan Luar Terminal

B20/ B30 FEED & DE for Kuantan Terminal

B20/ B30 FEED & DE for Pasir Gudang Terminal

&

Procedure Name

Project Access.

Description & Objective:

To show list of staff and what project they can access

S/No

Tasks

Expected Results

1.

Click on Admin Tool > Project Access > Staff.

Project Access page will be displayed.

Case if

Admin click button ‘Edit’.

2.

Select the row need to edit.

Selected row is highlight.

Click button ‘Edit’.

Popup ‘Edit entry’.

Select ‘Project List'.

Few Project List will be displayed.

Select Project from the list.

Click button ‘Update’.

The row selected is highlight.




S/No

Tasks

Expected Results

The row selected is updated.

Case if

Admin click button ‘Export’.

6.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.58.1-

Project Access (Project) [Admin]

Project Access Admin

@ Home - Admin - Project Access

Staff  Project

Export

1 ragunath@ifp.com.my Ragunath Bharath

sudarkar@ifp.com.m Sudarkar

o R ) |

Detailed Engineering Works for Bulk Liquid Terminal at Port of Kaohsiung

FEED & Project Cost Estimation for MM-2 NCF Expansion Project

Front End Engineering Design & Project Management Team for An Oil Storage Terminal at Senari Synergy Industrial Complex at Kuching, Sarawak
Microsphere Spray Unit (SDU) and Formalin Plant ( FP) at Shah Alam, Selangor

Strength Calculation & Material Take Off for WWT Facility

Structural Analysis & Modification Work

Technical Due Diiigence Study fo

rks for AERO Warehouse

Detailed Engineering of Civil & Structure for R2 Project
Detailed Engineering Works for Bulk Liquid Terminal at Port of Kaohsiung
Filing & Archicing, House Keeping

Kaneka TFE Pre-Bid BQ Estimation at Kuantan, Pahang

Self Study

Safety & Environment (HSE)
1 Nos. 4Kt Bitumen Storage Tank Associated Works at Senari Independent Ol Terminal at Kuching, Sarawak

100 TPD Scheduled Waste-To-Energy Project in Tanah Ladang Merah A3 Division at Port Dickson, Negeri Sembilan
2 Nos Gel Filter and 1 Nos. Pressure Safety Valve Provision at Pasir Gudang, Johor

Account and Procurement

Additional Work for Consultancy Service and Engineering Design Review Work for 25P Project

Additive storage facility project at Sandakan, Sabah

ADO Tank Pressure / Vacuum Range Calculation

B20/ B30 FEED & DE for Bagan Luar Terminal

B20/ B30 FEED & DE for Kuantan Terminal

B20/ B30 FEED & DE for Pasir Gudang Terminal

&

Procedure Name

Project Access (Project).

Description & Objective:

To show list of project and the name of staff that can access the project.

S/No

Tasks

Expected Results

1.

Click on Admin Tool > Project Access > Project.

Project Access page will be displayed.

Case if

Admin click button ‘Edit’.

2.

Select the row need to edit.

Selected row is highlight.

Click button ‘Edit’.

Popup ‘Edit entry’.

Select ‘User List'.

Few User List will be displayed.

Select User from the list.

Click button ‘Update’.

The row selected is highlight.




S/No

Tasks

Expected Results

The row selected is updated.

Case if

Admin click button ‘Export’.

6.

Click button ‘Export’.

Choose type of file can be choose to be export.




1.59- Notification Maintenance [Admin]

TOTG Dashboard My Workplace ~ Resource Management ~ Document Management ~ Report Management ~ Sales Management ~ Admin Tool ~ . Portal Admin1

Notification Maintenance admin @ Home - Admin - Nolification Mainienance

I ) RS | I R

1 New Leave Appiication Notification New Leave Application Portal Admin1
2 Claim Recalled Nofification Claim Recalled

3 Claim Approval Redirected Notification Claim Approval Redirected

4 Claim Status Changed Notification Claim Status Changed

5 Retum Asset Notification ALERT : Retur Asset

] New Claim Submitted for Approval Notification New Claim Submitted for Approval

7 Leave Cancelled Notification Leave Cancelled

8 Leave Status Updated Nofification Leave Status Updated!

9 Leave Approval Request Notification Leave Approval Request

10 Noticeboard Notification Notice

Previous ‘ 1 ‘ 2 3 4 5 Next

Procedure Name Notification Maintenance.

Description & Objective: To show list of notification that will appear on the system.

S/No | Tasks Expected Results

1. | Click on Admin Tool > Notification Maintenance. Notification Maintenance page will be displayed.

Case if Admin click button ‘Edit’.

2. | Select the row need to edit. Selected row is highlight.

3. | Click button ‘Edit’. Popup ‘Edit entry’.

4. | Select field that need to edit. Few field will be displayed.

Select field from the list.

5. | Click button ‘Update’. The row selected is highlight.

The row selected is updated.

Case if Admin click button ‘Export’.




S/No

Tasks

Expected Results

Click button ‘Export’.

Choose type of file can be choose to be export.




