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WB Work-Day on Mobile



Win Borthers’ Mobile 
Application

Can download from play 
store for Android user

Can download form App 
store for IOS user



App User Level

• App User (All employee)
• Approved Manager (Approved Leave, Overtime request etc.)
• Branch Manager (Approved Travel, Expenses , Out of Pocket etc.)



Features available in WB WORK DAY



Content

I. Leave Request & Approval

II. Travel Request & Expenses Report

III. Out of Pocket

IV. Overtime



I. LEAVE REQUEST & APPROVAL



System Allow to submit the following leave types

• Casual Leave

• Annual Leave

• Sick Leave (Need Doctor’s Medical Certificate)***

• Leave without pay (Unpaid Leave)

• Other Leave Types need to submit with hard copy to HR 

with Manager Approval (eg. Maternity Leave)

Leave Request

Submit Leave Request to 
Manager

Approval ManagerEmployee

Approved

Decline

Note

*** All types of leave need to apply in advance
*** Need to get Manager Approval 
*** System not allow late submission



Leave Request (Employee)

2

1

2
3

4

 

1. Log in ဝငပ်ါ 

2. Leave/Travel request 
ကိǽǳǺပ်ိပါ Leave/Travel 
request ကိǽ Home 
Menu မǺသာွးǳိǽငသ်လိǽ 
HR Menu 
မǺလဲသာွးǳိǽငသ်ည ်

3. Leave Form ကိǽǳǺပ်ိပါ

4. Leave Form တငရ်န ်

“+” ကိǽǳǺပ်ိပါ 

 

Leave Request



Leave Request (Employee)

ခွင့ယ်Ǿသည့အ်ေƭကာငး်အရာကိǽ 
မြဖည့ပ်ါက save ၍ရမညမ်ဟǽတပ်ါ

5
6

မȂားကိǽǳǺပ်ိ၍ ခွင့အ်မျိǿးအစားေရွးပါ

7

ခွင့ယ်Ǿသည့အ်ေƭကာငး်အရာေရးရန်

လိǽအပ်ပါက attached ထည့်ပါ

9

ေနဝ့ကခ်ွင့ဆ်ိǽပါက  ေရွးရန်
10

11

8

ခွင့ေ်တာငး်ခံမည့ရ်ကစ်ွဲြဖည့ပ်ါ



Leave Request (Employee)

Save ǳǺပ်ိƱပီးပါက Draft Stage 

အြဖစǹ်Ǻိေနမည် ြဖစ်သည်။ Leave 

submit လǽပ်ရန ်Draft ကိǽǳǺပ်ိပါ

ခွင့တ်ငမ်ည်ဆိǽပ်က Submit ကိǽ ǳǺပ်ိပါ

Leave Form 

ကိǽဖျကလ်ိǽပါက 
Delete ကိǽǳǺပ်ိပါ

ြပငဆ်ငလ်ိǽသည့ ်
အချက်အလက်များ 

ǹǺိပါက Edit 

ကိǽǳǺပ်ိ၍ြပငǳ်ိǽငသ်ည်

ခွင့တ်ငြ်ခငး်ေအာငြ်မငပ်ါသည်

Status ကိǽ စစ်ေဆးǳိǽငသ်ည်



Leave Approval (Manager)

မမိိဝနထ်မ်းခွင့တ်ငပ်ါက 
Notification ေရာကမ်ည်

Notification ကိǽǳǺပ်ိ၍ အေသးစိတ ်
ƭကည့်ǳိǽငသ်ည်



Leave Approval (Manager)

Can check you & your 
staff’s LEAVE BALANCECan check Leave 

Detail



II. TRAVEL REQUEST & APPROVAL



Travel Request

Travel Request need to submit who need to travel for BUSINESS PURPOSE ONLY.

□ Management/Manager                       □ Office Staff                         □ Officer Driver

Submit Travel Request

Branch Manager
Employee

Approved

Decline

Add advance Amount
 Allowance
 Fuel
 Meal & Entertainment
 Transportation
 Vehicle Operation Expense

Advance request 
by employee

Cash withdraw 
@ Finance

***Travel Request need to submit in advance and not allow to submit back date



Travel Request(Employee)

ခရီးသာွးလာြခငး်အတွက ်
Job Grade အရ ခံစားခငွ့ ်
ြပǿထားေသာ Allowance 

ǳန˪း်ထား များအတိǽငး် 
Trip Request တွင်

Advance amount ကိǽ 
add advance Line တွင ်
ထည့၍် Trip request 

ǳǺင့အ်တǾ Advance 

amount ကိǽ ခွင့ြ်ပǿချက ်
ေတာငး်ခǳံိǽငသ်ည။် 



Travel Request (Employee)

Advance ေတာငး်ခံမည့ ်
စာရငး်ေခါငး်စဥ်အတိǽငး်
ေရွးချယထ်ည့သ်ငွး်ရန်

• Save လǽပ်ပါက Draft 

Stage ြဖင့် save 

သာွးမညြ်ဖစ်သည ်

• Draft Stage တငွ ်edit 

ြပǿလǽပ်ǳိǽငသ်ည်
Edit 
ြပǿလǽပ်ရနမ်လိǽအပ်ပါက 
submit ကိǽǳǺပ်ိပါ



Travel Request (Employee)

Edit လǽပ်ǳိǽငသ်ည ်

 

Add advance line 

ြဖင်ထ့ပ်ြဖည့ǳ်ိǽငသ်ည်

ဖျကလ်ိǽပါက Delete 

ြဖင့ဖ်ျကǳ်ိǽငသ်ည ်

ြပငဆ်ငƱ်ပီးပါက update ကိǽǳǺပ်ိပါ 



Travel Approve (Branch Manager)

YGN-TGI

2021-07-19

2021-07-21

YGN

TGI

3 days



Travel approved & Advance Withdraw

Request approval Add advance Line Submit request Approved Advance request

Cash withdraw @ 
Finance

Expense Report



Advance Request (Employee)

YGN-TGIYGN-TGI

Employee Can Withdraw 

Cash From Finance

Employee need to claim expanse 

report after trip



Expense Report 

Request approval Add advance Line Submit request Approved Advance request

Cash withdraw @ 
Finance

Expense Report
(Claim)



Travel Expenses Report/Form

• ခရီးထကွ် အသံǽးစရိတ်များ (Delivery Car  /Logistic Car /Sales Car all employee are excluded )

• Allowance (Hotel , Meal) 

• Fuel(Gasoline/Disel), need to fill up with vehicle number

• Meal & Entertainment (Breakfast/Lunch/Dinner/Gift)

• Transportation (Taxi/Airfare/Express/Train)

• Vehicle Operations Expenses (Toll Gate/Parking/Small Repair/Other Expenses), need to fill up 

with vehicle number

 



Expenses Report (Travel Expenses)

Employee need to settle expense for your business travel (travel expenses)

Expense Claim
 Allowance
 Fuel
 Meal & Entertainment
 Transportation
 Vehicle Operation Expense

Employee

• Travel Expense Form
• Travel No. TVL###
• Attach (Voucher/receipt)

Expense Request

Branch Manager

Approved

Decline

Deficit or Reimburse 
@ Finance

***Expense Claim cannot settle before and during trip day, system allow to submit after trip end date



Expense Report (Employee)

ခရီးစရိတǹ်Ǻငး်ရန်

မိမိǹǺငး်မည့ ်
စရိတမ်ျားကိǽြဖည့ပ်ါ  

Drop Down list မǺ 
မိမိစရိတǹ်Ǻငး်မည့ ်Trip 

No. ကိǽေရွးပါ

• Add expense Line ြဖင့ ်
စရိတ ်တခǽချငး်စီ 
ကိǽြဖည့်ပါ 

• Description ြဖည့်ပါ*** 
• Attached တဲွပါ*** 
• Save လǽပ်ပါ



Expense Report (Employee)



Expense Report (Manager Approval)

<- Expense Report Approval



III. OUT OF POCKET REQUEST & APPROVAL



Out of Pocket

• Ʊမǿိေ˺ပȆသံǽး အသံǽးစရိတ်များ 

• စိǽက်သံǽးထားေသာစရိတ်များ စာရငး်ြပနလ်ညǹ်Ǻငး်ရန ်

• Fuel(Gasoline/Disel), need to fill up with vehicle number

• Meal & Entertainment (Breakfast/Lunch/Dinner/Gift)

• Transportation (Taxi/Airfare/Express/Train)

• Vehicle Operations Expenses (Toll Gate/Parking/Small Repair/Other Expenses), need to fill up with 

vehicle number

 



Out of Pocket

 Fuel
 Meal & Entertainment
 Transportation
 Vehicle Operation Expense

Employee

• Out of Pocket Form
• Description/purpose
• Attach (Voucher/receipt)

Expense Request

Branch Manager

Approved

Decline

Withdraw @ Finance

Employee need to claim the expense with “Out of Pocket” for the following purpose

□ Management/Manager (Customer Entertainment/

□ Fuel in (Management Car/ Office Car)

□ Cycle (Office Cycle/Cycle entitle for Fuel In

***Out of Pocket Expense Claim cannot claim in advance, system allow to submit after expense date.



Out of Pocket (Employee)

ယေနǳ့Ǻင့ ်Ʊပီးခဲေ့သာရကမ်ျား 
သံǽးစွဲƱပီးေသာရကမ်ျားအတကွ်

သာ ǹǺငး်ခွင့ြ်ပǿ



Out of Pocket (Employee)



Out of Pocket (Employee)



Out of Pocket Approval(Manager)



IV. OVER TIME REQUEST & APPROVAL



Overtime

Approved Manager

Send overtime request

Accept

Decline

Need to describe 
reason of decline

PayrollNeed Time in/Time Out

Employee

• Manager need to send overtime request to employee in advance (before overtime time)
• Manager need to request Overtime in advance and system not allow to request back date.
• Employee need time in/time out for overtime calculation
• To calculate overtime system will check with approved status, overtime request hours, actual working hours with time in-

time out 



Request Overtime (Manager)

DATE HOUR

Overtime 
ေခȆသည့အ်ေƭကာငး်ေရးပါ

Overtime ေခȆသည့ ်ေနရ့က ်

အချိနက်ိǽ သတမ်Ǻတပ်ါ



Request Overtime (Manager)

• မမိိ Departmentတငွ ်Section 

တစ်ခǽထကပိ်ǽǹǺိပါက ေရွးရနလ်ိǽအပ်သည်

• မမိိ အချိနပိ်ǽေခȆလိǽေသာဝနထ်မ်း၏ 
section ကိǽေရွးပါ 

• မမိိေရွးထားေသာ Section 

ǹǺိဝနထ်မး်အမညမ်ျားကျလာမည ်
• မမိိ 

အချိနပိ်ǽေခȆလိǽေသာဝနထ်မ်းကိǽချန၍်မလိ

ေသာ ဝနထ်မ်းအမညက်ိǽ delete လǽပ်ပါ



Overtime Acceptance (Employee)

• မနေ်နဂျာမǺ Ƴကǿိတင၍် Overtime Request ကိǽအချိနပိ်ǽ 

ေနရ့က/်အချိန ်မတိǽငမ်ီ Ƴကǿိတင၍် request လǽပ်ရမည၊် 

• System တငွ ်overtime request ကိǽ ေနရ့က ်

ေကျာ်လနွƱ်ပီးမǺ request ြပǿလǽပ်ြခငး်ခွင့မ်ြပǿပါ။ 

• ဝနထ်မး်မǺလညး် response ချကခ်ျငး်လǽပ်ရနလ်ိǽအပ်သည။် 

• System တငွ ်အချိနပ်ိǽတကွခ်ျကရ်န ်Check in/Check out 

Time မြဖစမ်ေနǹǺိရနလ်ိǽအပ်သည။် 

• Manager request ǳǺင့ ်employee accepted status 

ြဖစ်ရနလ်ိǽအပ်သည။် 

• Odoo System တငွ ်Overtime request လǽပ်ေသာအချိန ်

ǳǺင့ ်attendance in/out အချိန၊် အချိနပိ်ǽလǽပ်ကိǽငေ်သာ 

အချိနမ်ျားကိǽ ချိနညˁ်၍ိ overtime တကွခ်ျကသ်ည။် 

Overtime request ကိǽ 
response လǽပ်ရန ်approve 

menu ကိǽဝငပ်ါ

ြငငး်ပယပ်ါက ြငငး်ပယရ်သည့ ်

အေƭကာငး်ရငး်ကိǽ ြဖည့သ်ငွး်ပါ



User Support for any information
Company HR Finance

WB BO/Investment Shoon lai Thae Su Mon

Shwe Myin Pyan Sandar Aye Khin Mar Lin

Nyein Lae Phyu

Win Lae Lae Myat

SMP Company Su Su Aung Zar Chi Min

Aging Su Su Aung Nyein Lae Phyu

New Dawn Su Su Aung Tin Tin Win

MGF Nay Kyaw Oo Nang Hla

TGG/TGVW Than Zaw Htay Nyein Ei Phyo

BE 

(BO, YGN Pro I, Pro II, Mdy Sales)

(YGN Sales I, Sales II, Pro, Maupin)

(Monywa Sales, Kalay Sales)

(TGI Sales, LSO Sales, MKN Sales)

(NPT Sales, MLM Sales, MYEIK Sales)

(Magway Sales, Pyay Sales, Bago Sales)

Thae Su Aung Nwe Nwe Moe

Thwe Thwe Aung

Khin Mar Htwe

Thet Su Naing

Khine Zin Moe

May Thu Zaw

• Please contact related HR & Finance for WB Work Day if you have any clarification & support.




