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Login Page 
This serve as the default page of the system. It contains the login module, short cut for forgot 

password and downloading of APK File. 

 

 

Logging in for the first time 
Logging in the system for the first time is different on concurrent logins. The system will ask the user 

to input all required fields to fulfill the users profile. To log in for the first time follow the steps below 

1. Input the Employee Id 

2. Leave the Password blank 

3. Click the LOGIN button 

4. Wait for a response like this, it means that user is logging in for the first time. 

 
5. Click OK 
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6. The system will direct the user to the Profile Update Page. Here, users will fill up all the 

required fields by the system mark by asterisk (*). 
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7. For questions, user may use Create your own question meaning it will ask the user to enter 

their own question or select on pre created questions 

8. After all required fields are filled up, Press the SUBMIT button. 

9. If all required fields, a message will show like this. Press OK and another OK to finish saving 

and page will direct to the Home Page or Press Cancel to cancel the action and review the 

users input.  
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10. If any of the required fields are missed out, a message will be show like this. Missed out 

fields will be highlighted by yellow. Fill out all the require fields and repeat step 7. 

 

 
 

Logging in the system 
This is the concurrent logging in the system after a successful update of the profile. To concurrently 

log in the system follow the steps below 

1. Input the Employee Id 

2. Input the Password 

3. Click the LOGIN button 

4. Wait for a response like this, it means that user logged in successfully. Page will direct to the 

Home Page afterwards 
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5. This response means that the required fields, in this case username and password is blank 

 
6. This response means that the username and password didn’t match 

 
 

Forgot password 
This function is being used when the user forgets the password. To initiate forgot password feature 

follow the steps below 

1. Input the Employee Id 

2. Click the Click here link from the phrase “Forgot your password? Click here” 

3. The page will direct to Forgot Password page 

 
4. The user must answer 3 account retrieval questions that are set up when doing the first time 

login activity 

 

 

 



8 
 

5. Click SUBMIT and Wait for a response like this and click OK,  

 
6. it means that user logged in successfully. Page will direct to the Home Page afterwards.  

NOTE : It is strongly suggest that the user changes the password upon successful account 

retrieval to not be locked out again from the system. 

 
7. This response means that the answers to the questions don’t match the record 

 
 

8. This response means that the answers are blank 

  

Downloading and installing the APK  
The login page also has the link to download the APK for android phones in this way using the 

system can be accessed easily using android mobile phones. To download and install the APK. follow 

the steps below 

1. Open the google chrome browser on your phone and navigate to the systems login page. 

2. Click the Download here link from the phrase “Use the android app intead! Download here” 

3. Browser will automatically downloads the APK file 

4. Launch the APK file after downloading it 

5. Follow the androids requirement to installs and enable unknown/unregistered apps 
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Home Page 
Home page is the main container of the whole system after successful login. The page contains the 

menu on the left side, dashboard shortcuts for latest news/memos and company deals, and lastly 

the HR widgets like leave credits, attendance and payslip on the right side. 

 

 

Bulletin Board 
Located below the profile picture, this feature allows user to post what they feel and think with the 

exception that it has to be approved. To post on bulletin board follow the steps below 

1. Click the Bulletin Board icon below the profile picture 

 
2. The page will direct to Bulletin Board page 

 
3. Type insde the “Share with us anything” box 
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4. Click Post and wait for this message 

 
5. The post will be for approval 

 

Notification 
Located below the profile picture, this notifies the user of new notification within 2 days span of 

usage. All notification can be clicked and it will direct the page to the notifications root. 

 

 

Menu 
Menu contains the shortcut for the modules of the system see below listing of the systems menu. 

Menu Description 

Dashboard Serves as the home page, it shows the shortcuts and widgets of the 
system 

Profile Page for user profile and maintenance 

News Contains news articles created in the system 

Memos Contains the memos from HR 

Forms Contains the downloadable HR PDF forms that can be uploaded back 
after filling it up 

Attendance Page that shows the attendance that came from the attendance system 
and apply changes to it using HR PDF form 

Apply for leave Page where user can apply for leaves using HR PDF form 

Payslip Page where user can print payslip 

Approve Requests Only limited to supervisory and managerial type of users, this page is 
used to approve request of the users from attendance, apply leaves and 
uploaded forms 

System Settings Only limited to administrative type of user, this page is used to do 
maintenance on reference listing 

Logout User to logout from the system 
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Dashboard shortcuts 
There are currently two (2) dashboard shortcuts in the system namely Latest News and Memos, and 

Company Deals. These 2 shortcuts shows five (5) most current articles in vertical form in 

chronological order from both News, Memos and Deals modules. All articles that are under these 

shortcuts are clickable and will direct user to its article. 

 

Latest News & Memos are a combined dashboard shortcuts that showcase articles from the News 

and Memos module. The shortcuts shows the Title at the top and a picture of the article on the 

bottom. 

 

Company Deals shows any system deals that are targeted for users to use. Mostly this are 

promotions and/or discounts offered to users. 
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HR Widgets 
HR Widgets are compromised of three (3) components such widgets for  Leave Credits, Attendance 

and Payslip. All widgets are a current display of its main module and are all clickable using its own 

button to redirect to its module.  

 

Leave Credits shows the most current leave balance of the user and the number of leaves that were 

used. 

 

Attendance shows the attendance of the user on the most current pay period. 

 

Payslip shows the three (3) most current payslip that the user can print out. 
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Dashboard 
This menu will direct the user to the home page of the system. 

 

Profile 
This menu will direct user to the Profile page wherein, users see their profile, can update their 

profile and even change their profile picture. 
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Changing the profile picture 
When a user wanted to change the profile picture, the user must do the following steps 

1. Go to the Menu and click Profile 

2. At the tab name Profile Picture it will show the most current profile picture of the user. Click 

Choose file 

3. Use the Open Dialog Window to locate the picture  

 
4. Select a picture that has the size of 1MB maximum and is an image file type JPEG or PNG by 

clicking on the file 

 
5. Click Open 

6. Image will now be change 
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7. Scroll down to the end of the Profile page and click Submit. Wait for a response like this and 

click OK and the whole system will reload itself 

 

Updating the personal information 
When a user wanted to change any personal information, the user must do the following steps 

1. Go to the Menu and click Profile 

2. At the tab name Personal Profile and it will show the most current profile details of the user 

3. Type in any information that has to be change or updated 

 
4. Please bear in mind that the information has to be correct 

5. Scroll down to the end of the Profile page and click Submit. Wait for a response like this and 

click OK and the whole system will reload itself 
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Changing the password 
It is advised to change the password periodically to avoid any unwanted account grabbing or 

hacking, the user must do the following steps 

1. Go to the Menu and click Profile 

2. At the tab name Account Details this where the new password will be inputted in 

 
3. Have the new password memorized, have a copy somewhere or write it down so it won’t be 

forgotten 

4. Scroll down to the end of the Profile page and click Submit. Wait for a response like this and 

click OK and the whole system will reload itself 

 

Changing the account retrieval questions and answers 
When a user would want to change the account retrieval questions and answers, the user must do 

the following steps 

1. Go to the Menu and click Profile 

2. At the tab name Account Retrieval Details it will show the most current questions and 

answers that will be used when the forgot password from the login page where used 

 
3. For questions, user may use Create your own question meaning it will ask the user to enter 

their own question or select on pre created questions 

4. Scroll down to the end of the Profile page and click Submit. Wait for a response like this and 

click OK and the whole system will reload itself 
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Changing the signature 
When a user wanted to change the signature, the user must do the following steps 

1. Go to the Menu and click Profile 

2. At the tab name Signature it will show the most current signature of the user. Click Choose 

file 

3. Use the Open Dialog Window to locate the signature picture  

 
4. Select a picture that has the size of 1MB maximum and is an image file type JPEG or PNG by 

clicking on the file 

 
5. Click Open 

6. Scroll down to the end of the Profile page and click Submit. Wait for a response like this and 

click OK and the whole system will reload itself 
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News 
This menu will direct user to the news articles that are posted in the system. All articles are clickable 

that will direct the user to the page of the news article. 

 

Searching news article 
To search news article, the system has a dynamic way using a search facility. The user has to do the 

following steps 

1. Go to the Menu and click News 

2. At the upper portion of the page a search text engine can be found. Type in the title of the 

article to search for 

3. Click SEARCH 

 
4. To clear search, make sure that the search text engine is blank and click SEARCH 
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Viewing/Reading the news article 
To view or read the news article, The user has to do the following steps 

1. Go to the Menu and click News 

2. Select any of the news article available by scrolling through the selection or using the search 

facility 

3. Click on the article. It can be on the image, title or the content. 

4. The page will be directed to the news article page 

 
5. To go back to the previous page, Click Back 

Note : the system records the viewing of the news article. By viewing and reading it, it records as 

part of system analytics. 

 

Adding new news Articles 
This feature is only available for users that has the user rights to do it. This allows users to add new 

news articles for the system. To add new news, The user has to do the following steps 

1. Go to the Menu and click News 

2. Click Add New Articles 

3. Fill in all the fields needed 
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4. To add images on the article, Click Choose file 

5. Use the Open Dialog Window to locate the images  

 
6. Select an image or images that has the size of 1MB maximum and is an image file type JPEG 

or PNG by clicking on the file 

 
7. Click Open 

8. Scroll down to the end of the page and click Submit. Wait for a response like this and click 

OK and OK again and the page be direct to the previous page 

 

 
9. To cancel the action just click Cancel to direct back to the previous page 
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Deleting a news article 
This feature is only available for users that has the user rights to do it. If there is a mistake with a 

created news article, It is suggested to delete the news article and start again. To delete news, The 

user has to do the following steps 

1. Go to the Menu and click News 

2. Select any of the news article available by scrolling through the selection or using the search 

facility 

3. Click the “x” on the header of the news article 

 
4. It will show this message, Click Ok and Ok again 

 

 
5. To cancel the action, click Cancel 
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Memos 
This menu will direct user to the memos that are posted in the system. All memos are clickable that 

will direct the user to the page of the memo. 

 

 

Searching memo article 
To search news article, the system has a dynamic way using a search facility. The user has to do the 

following steps 

1. Go to the Menu and click Memos 

2. At the upper portion of the page a search text engine can be found. Type in the title of the 

memo to search for 

3. Click SEARCH 

 
4. To clear search, make sure that the search text engine is blank and click SEARCH 
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Viewing/Reading the memo 
To view or read the memo, The user has to do the following steps 

1. Go to the Menu and click Memos 

2. Select any of the memo available by scrolling through the selection or using the search 

facility 

3. Click on the memo. It can be on the image, title or the content. 

4. The page will be directed to the memo page 

 
5. To go back to the previous page, Click Back 

Note : the system records the viewing of the memo. By viewing and reading it, it records as part of 

system analytics. 

 

Adding new memo 
This feature is only available for users that has the user rights to do it. This allows users to add new 

memo articles for the system. To add new memo, The user has to do the following steps 

1. Go to the Menu and click Memos 

2. Click Add New Memos 

3. Fill in all the fields needed 

 
4. To add pdf file for the memo, Click Choose file 
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5. Use the Open Dialog Window to locate the pdf file  

 
6. Select a pdf file that has the size of 1MB maximum by clicking on the file 

 
7. Click Open 

8. Scroll down to the end of the page and click Submit. Wait for a response like this and click 

OK and OK again and the page be direct to the previous page 

 

 
9. To cancel the action just click Cancel to direct back to the previous page 
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Deleting a memo 
This feature is only available for users that has the user rights to do it. If there is a mistake with a 

created memo, It is suggested to delete the memo and start again. To delete memo, The user has to 

do the following steps 

1. Go to the Menu and click Memos 

2. Select any of the memo available by scrolling through the selection or using the search 

facility 

3. Click the “x” on the header of the memo

 
4. It will show this message, Click Ok and Ok again 

 

 
5. To cancel the action, click Cancel 
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Forms 
This menu will direct user to the forms that are posted in the system. All forms are clickable that will 

direct the user to the page of the form. 

 

 

Searching forms 
To search form, the system has a dynamic way using a search facility. The user has to do the 

following steps 

1. Go to the Menu and click Forms 

2. At the upper portion of the page a search text engine can be found. Type in the title of the 

form to search for 

3. Click SEARCH 
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4. To clear search, make sure that the search text engine is blank and click SEARCH 

 

Viewing/Reading the form 
To view or read the form, The user has to do the following steps 

1. Go to the Menu and click Forms 

2. Select any of the form available by scrolling through the selection or using the search facility 

3. Click on the form. It can be on the image, title or the content. 

4. The page will be directed to the form page 

 
5. To go back to the previous page, Click Back 

 

Filling up and uploading form 
Users have ways on using the forms. It can be filled up straight from the google chrome browser or 

download and fill it up separately using either pdf reader/writer software’s or print it out and 

manually fill it up by hand. As is, User must upload the form afterwards for application.  

 

Filling up the form from google chrome 
To do this, The user has to do the following steps 

1. Go to the Menu and click Forms 

2. Select any of the form available by scrolling through the selection or using the search facility 

3. Click on the form. It can be on the image, title or the content. 

4. The page will be directed to the form page 
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5. Start clicking on the fields as it enables for editing 

 
6. Once done filling up the form click the Arrow Down button on the pdf viewer to download 

the pdf file. Select With your changes. The PDF file will now be downloaded straight to the 

download folder of the computer. 

 
 

Filling up the form outside google chrome 
1. Go to the Menu and click Forms 

2. Select any of the form available by scrolling through the selection or using the search facility 

3. Click on the form. It can be on the image, title or the content. 

4. The page will be directed to the form page 

5. Click the Arrow Down button on the pdf viewer to download the pdf file. Select Without 

your changes instead. The PDF file will now be downloaded straight to the download folder 

of the computer after which user may choose between using a PDF reader/writer to fill up 

the form or printing the form then manually filling it up using any pen. Should the user uses 

the later, scan the document as a PDF in preparation of the uploading of the form 
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Filling up the form when using the Mobile App 
6. Go to the Menu and click Forms 

7. Select any of the form available by scrolling through the selection or using the search facility 

8. Click on the form. It can be on the image, title or the content. 

9. The page will be directed to the form page 

10. Click the “Mobile version doesn't support PDF viewing please download this PDF File instead 

by clicking this link and upload it here later after filling it up” link to download the pdf file. 

The PDF file will now be downloaded straight to mobile phone after which user may choose 

between using a PDF reader/writer to fill up the form or printing the form then manually 

filling it up using any pen. Should the user uses the later, scan the document as a PDF in 

preparation of the uploading of the form 

 

Uploading the filled up form  
1. Go to the Menu and click Forms 

2. Select any of the form available by scrolling through the selection or using the search facility 

3. Click on the form. It can be on the image, title or the content. 

4. The page will be directed to the form page 

5. Scroll to the bottom of the page to see the Upload your form tab. Click Choose file 

 
6. Use the Open Dialog Window to locate the filled up pdf file  
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7. Select the filled up pdf file that has the size of 1MB maximum by clicking on the file 

 
8. Click Open 

9. Scroll down to the end of the page and click Upload Form. Wait for a response like this and 

click OK and OK again and the page be direct to the previous page 

 

 
10. To cancel the action just click Cancel to direct back to the previous page 

Monitoring uploaded form 
Every time the user uploads the form, at the top of the Forms page a tab named Applied Forms can 

be seen. Here the user will be able to see the active application with the status so the user will be 

able to monitor the application movement. 
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For forms that are either been “Approved” or “Declined”, Users will be able to track down the past 

applications by scrolling down further at bottom of the Forms page. A Tab named Applied Forms 

History can be found that shows the history of forms applied by the user. 

 

 

Adding new forms 
This feature is only available for users that has the user rights to do it. This allows users to add new 

form for the system. To add new form, The user has to do the following steps 

1. Go to the Menu and click Forms 

2. Click Add New Forms 

3. Fill in all the fields needed 

 
4. To add pdf file for the form, Click Choose file 

5. Use the Open Dialog Window to locate the pdf file  

 
 

 

 

 

 

 

 

 



32 
 

6. Select a pdf file that has the size of 1MB maximum by clicking on the file 

 
7. Click Open 

8. Scroll down to the end of the page and click Submit. Wait for a response like this and click 

OK and OK again and the page be direct to the previous page 

 

 
9. To cancel the action just click Cancel to direct back to the previous page 

 

Deleting a form 
This feature is only available for users that has the user rights to do it. If there is a mistake with a 

created form, It is suggested to delete the form and start again. To delete form, The user has to do 

the following steps 

1. Go to the Menu and click Forms 

2. Select any of the memo available by scrolling through the selection or using the search 

facility 

3. Click the “x” on the header of the form 
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4. It will show this message, Click Ok and Ok again 

 

 
5. To cancel the action, click Cancel 

 

Attendance 
This menu will direct user to the users attendance page in the system. Here users can monitor their 

attendance and apply for biometric edit request and apply for overtime. 

 

 

Filling up and uploading form for biometric edit request and overtime request 
In attendance module users can apply for biometric edit request when they felt that the attendance 

isn’t correct or apply for overtime request when there is a need to do so. Both of this application 

forms can be filled up straight from the google chrome browser or download and fill it up separately 

using either pdf reader/writer software’s or print it out and manually fill it up by hand. As is, User 

must upload the form afterwards for application.  
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Filling up the biometric edit request and overtime request from google chrome 
To do this, The user has to do the following steps 

1. Go to the Menu and click Attendance 

2. Select either Apply for biometric edit request or Apply for overtime request 

3. The page will be directed to the form page selected 

4. Start clicking on the fields as it enables for editing 

 

 
 

5. Once done filling up the form click the Arrow Down button on the pdf viewer to download 

the pdf file. Select With your changes. The PDF file will now be downloaded straight to the 

download folder of the computer. 
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Filling up the biometric edit request and overtime request outside google chrome 
1. Go to the Menu and click Attendance 

2. Select either Apply for biometric edit request or Apply for overtime request 

3. The page will be directed to the form page selected 

4. Click the Arrow Down button on the pdf viewer to download the pdf file. Select Without 

your changes instead. The PDF file will now be downloaded straight to the download folder 

of the computer after which user may choose between using a PDF reader/writer to fill up 

the form or printing the form then manually filling it up using any pen. Should the user uses 

the later, scan the document as a PDF in preparation of the uploading of the form 

 
 

Filling up the biometric edit request and overtime request when using the Mobile App 
1. Go to the Menu and click Attendance 

2. Select either Apply for biometric edit request or Apply for overtime request 

3. The page will be directed to the form page selected 

4. Click the “Mobile version doesn't support PDF viewing please download this PDF File instead 

by clicking this link and upload it here later after filling it up” link to download the pdf file. 

The PDF file will now be downloaded straight to mobile phone after which user may choose 

between using a PDF reader/writer to fill up the form or printing the form then manually 

filling it up using any pen. Should the user uses the later, scan the document as a PDF in 

preparation of the uploading of the form 
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Uploading the filled up biometric edit request and overtime request 
1. Go to the Menu and click Attendance 

2. Select either Apply for biometric edit request or Apply for overtime request 

3. The page will be directed to the form page selected 

4. Scroll to the bottom of the page to see the Upload your form tab. Click Choose file 

 

 
5. Use the Open Dialog Window to locate the filled up pdf file  

 
6. Select the filled up pdf file that has the size of 1MB maximum by clicking on the file 

 
7. Click Open 

8. Scroll down to the end of the page and click Upload Form. Wait for a response like this and 

click OK and OK again and the page be direct to the previous page 
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9. To cancel the action just click Cancel to direct back to the previous page 

 

Monitoring uploaded biometric edit request and overtime request 
Every time the user uploads either of the form, at the top of the Attendance page a tab named 

Applied Attendance Requests can be seen. Here the user will be able to see the active application 

with the status so the user will be able to monitor the application movement. 

 

For either forms that have been “Approved” or “Declined”, Users will be able to track down the past 

applications by scrolling down further at bottom of the Attendance page. A Tab named Applied 

Attendance Request History can be found that shows the history of forms applied by the user. 
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Apply for leave 
This menu will direct user to the users leaves page in the system. Here users can monitor their 

current leave balance and apply for leave request. 

 

 

Filling up and uploading form for leave request 
Applying for leave request form can be filled up straight from the google chrome browser or 

download and fill it up separately using either pdf reader/writer software’s or print it out and 

manually fill it up by hand. As is, User must upload the form afterwards for application.  

 

Filling up the leave request from google chrome 
To do this, The user has to do the following steps 

1. Go to the Menu and click Apply for leave 

2. Click Apply for leave 

3. The page will be directed to the form 

4. Start clicking on the fields as it enables for editing 
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5. Once done filling up the form click the Arrow Down button on the pdf viewer to download 

the pdf file. Select With your changes. The PDF file will now be downloaded straight to the 

download folder of the computer. 

 

Filling up the leave request outside google chrome 
1. Go to the Menu and click Apply for leave 

2. Click Apply for leave 

3. The page will be directed to the form 

4. Click the Arrow Down button on the pdf viewer to download the pdf file. Select Without 

your changes instead. The PDF file will now be downloaded straight to the download folder 

of the computer after which user may choose between using a PDF reader/writer to fill up 

the form or printing the form then manually filling it up using any pen. Should the user uses 

the later, scan the document as a PDF in preparation of the uploading of the form 
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Filling up the leave request when using the Mobile App 
1. Go to the Menu and click Apply for leave 

2. Click Apply for leave 

3. The page will be directed to the form 

4. Click the “Mobile version doesn't support PDF viewing please download this PDF File instead 

by clicking this link and upload it here later after filling it up” link to download the pdf file. 

The PDF file will now be downloaded straight to mobile phone after which user may choose 

between using a PDF reader/writer to fill up the form or printing the form then manually 

filling it up using any pen. Should the user uses the later, scan the document as a PDF in 

preparation of the uploading of the form 

 

 

Uploading the filled up leave request 
1. Go to the Menu and click Apply for leave 

2. Click Apply for leave 

3. The page will be directed to the form 

4. Scroll to the bottom of the page to see the Upload your form tab. Click Choose file 

 
5. Use the Open Dialog Window to locate the filled up pdf file  

 
6. Select the filled up pdf file that has the size of 1MB maximum by clicking on the file 



41 
 

 
7. Click Open 

8. Scroll down to the end of the page and click Upload Form. Wait for a response like this and 

click OK and OK again and the page be direct to the previous page 

 

 
9. To cancel the action just click Cancel to direct back to the previous page 

 

Monitoring uploaded leave request 
Every time the user uploads the leave request form, at the middle of the Apply for leave page a tab 

named Leave Request can be seen. Here the user will be able to see the active application with the 

status so the user will be able to monitor the application movement. 

 

For forms that are either “Approved” or “Declined”, Users will be able to track down the past 

applications by scrolling down further at bottom of the Apply for leave page. A Tab named Leave 

Request History can be found that shows the history of forms applied by the user. 
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Upcoming public holidays 
Apply for leave page also shows the upcoming public holidays that are enrolled in the system. Look 

for the tab named Upcoming Public Holiday and there it will show the line up of incoming public 

holidays. 

 

 

Payslip 
This menu will direct user to Payslip page. In here users can be able to print out payslips for pays. 

Select a payslip and click Print to print the payslip. 
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Deals 
This menu will direct user to the deals that are posted in the system. All deals are clickable that will 

direct the user to the page of the deals. 

 

Searching deals 
To search deals, the system has a dynamic way using a search facility. The user has to do the 

following steps 

1. Go to the Menu and click Deals 

2. At the upper portion of the page a search text engine can be found. Type in the title of the 

deals to search for 

3. Click SEARCH 

 
4. To clear search, make sure that the search text engine is blank and click SEARCH 
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Viewing/Reading the news article 
To view or read the news article, The user has to do the following steps 

1. Go to the Menu and click Deals 

2. Select any of the deals available by scrolling through the selection or using the search facility 

3. Click on the deals. It can be on the image, title or the content. 

4. The page will be directed to the deals page 

 
5. To go back to the previous page, Click Back 

Note : the system records the viewing of the deals. By viewing and reading it, it records as part of 

system analytics. 

 

Adding new deals 
This feature is only available for users that has the user rights to do it. This allows users to add new 

deals for the system. To add new deals, The user has to do the following steps 

1. Go to the Menu and click Deals 

2. Click Add New Deals 

3. Fill in all the fields needed 
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4. To add images on the article, Click Choose file 

5. Use the Open Dialog Window to locate the images  

 
6. Select an image that has the size of 1MB maximum and is an image file type JPEG or PNG by 

clicking on the file 

 
7. Click Open 

8. Scroll down to the end of the page and click Submit. Wait for a response like this and click 

OK and OK again and the page be direct to the previous page 

 

 
9. To cancel the action just click Cancel to direct back to the previous page 
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Deleting a deals 
This feature is only available for users that has the user rights to do it. If there is a mistake with a 

created deal, It is suggested to delete the deals and start again. To delete deals, The user has to do 

the following steps 

1. Go to the Menu and click Deals 

2. Select any of the deals available by scrolling through the selection or using the search facility 

3. Click the “x” on the header of the news article 

 
4. It will show this message, Click Ok and Ok again 

 

 
5. To cancel the action, click Cancel 
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Approve Requests 
This menu is only available for users that has the user rights to do it. This will direct user to Approve 

Requests page. In here users can be able to approve requests such as Bulletin Board posting, Form 

uploads, Leave requests, Attendance requests like biometric edit and overtime application. 

 

There are 4 buttons that can be selected to show movement of the requests 

Button Description 

Print This button can be used to print or view the forms that are uploaded in 
this way approvers can take a look at what the requestors request 

On Processing This button can be used to put the request on processing state. In this 
way requestors can see that the HR or the approvers are looking at 
processing the request 

Approve This button can be used to approve the requestors request. In some 
pages it allows an action be completed 

Decline This button can be used to decline request. In some pages it disallows an 
action 

 

Note : For approvers make sure that a decision is final before clicking button as the system doesn’t 

reverse status.  
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System Settings 
This menu is only available for users that has the user rights to do it. This will direct user to System 

Settings page. In here users can be able to view system analytics, upload employee and pay files and 

do back up of the database. Clicking the “+” will expand the tab while clicking the “-“ will hide the 

tab again.   

 

System Analytics 
This tab shows the views and clicks of each article, memo and deals displayed in the system. By 

selecting which page and using the View button will allow to give the list of users that has viewed 

the page. 
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User Analytics 
This tab shows who are the users that have used the system. 

1. Go to the Menu and click System Settings 

2. Click + on the User Analytics.  

 
3. Select the From and To date 

 
4. Click Generate Now 
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Current Logged User 
This tab shows the current logged users in the system. Please take note that a user must logout from 

the system or else the status “Logged in” will be kept inside the system 

 

 

System Operational User 
This tab shows who are the operational users of the group by Administrators, HR and 

Supervisors/Manager. To assign an uploaded user as system operational user follow the steps below. 

1. Go to the Menu and click System Settings 

2. Click + on the System Operational User 

 
3. Click Add New System User 
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4. Select the User by clicking the select button corresponding to the user or use the search 

function to locate the user. Select the User Rights 

 
5. Click Submit. Wait for a response like this and click OK and OK again and the page be direct 

to the previous page 

 

 
6. To cancel the action just click Cancel to direct back to the previous page 

 

 

Database Back Up 
This tab allows the user to do a database back up. To back up, The user has to do the following steps 

1. Go to the Menu and click System Settings 

2. Click + on the Database Back Up tab 

 
3. Click Back Up Now 

Note : Doing back up may take a while so wait for the file to be downloaded completely and do not 

close the browser while on upload. 

 

Logout 
This menu will direct user to logout from the system to login page. 
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