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WB Work-Day on Mobile




WB Work Day

MY WORK DAY

Win Borthers’ Mobile
0 ~ Application

Can download from play
store for Android user

Loa Can download form App
Forge: Pesumord store for 10S user




App User Level

e App User (All employee)
e Approved Manager (Approved Leave, Overtime request etc.)
e Branch Manager (Approved Travel, Expenses , Out of Pocket etc.)
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|. Leave Request & Approval
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lll. Out of Pocket
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|. LEAVE REQUEST & APPROVAL



Leave Request

Submit Leave Request to
Manager

Employee

Approval Manager

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)

Note

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

GROUP OF COMPANIES LIMITED
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MY WORK DAY

Employee ID

Password &

[ Remember Me
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LOGIN o

Leave Request

Lai Shwe Yee

Leave/Travel Request

Attendance Report

Notifications

All notifications

Announcements

All Announcements
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Admin

Welcome ! Shoon 4
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ave/Travel Report

Organization Chart
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Leave Report Leave/Travel Request

Employee

Attendance Report

atl =

Leave/Travel Request

Leave Form Travel Form

ANNUAL LEAVES 1.0 Days
2021-06-30/2021-06-30

Personal APPROVE
ANNUAL LEAVES 1.0 Days
2021-05-24/2021-05-24

Personal Case APPROVE
ANNUAL LEAVES 1.0 Days
2021-05-21/2021-05-21

personal APPROVE
ANNUAL LEAVES 1.0 Days

2021-05-20/2021-05-20
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Leave Request (Employee

Leave Request

Leave Reauest

Casual Leaves Casual Leaves

Annual Leaves

Start Date End Date

Sick Leaves
Lays Unpaid Leaves
Description

Description
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Leave Request (Employee
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< Search Leave/Travel Request
4 Leave/Travel Request Leave Detail
Leave Form Travel Form
Leave Form Travel Form Leave Type : Annualea e
From Date : 2021-07-15 @éeo(gcgoaé ANNUAL LEAVES 2.0 Days
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ANNUAL LEAVES 1. ays -07- -07-
v Fava - @ﬂmﬁme{Pg 2021-07-15/2021-07-16
2021-07-15/2021-07-15 o ) vacation
Description : vacation q(.;]OO Edit
vacation DRAFT Status draft ooJC coc C
| 0?3358)[gE80p S 085e00: 285008
Attachment : AN Status (T? ®®G@O&?C:D8
oc(e
ANNU Save éo[gsd]m Draft Stage
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ANNUAL LEAVES 1.0 Days
2021-05-21/2021-05-21
2021-05-21/2021-05-21
personal APPROVE
personal APPROVE
ANNUAL LEAVES 1.0
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Leave Approval (Manager
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Select All Read All Delete All

LEAVE SUMMARY REQUEST:
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request.
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LEAVE SUMMARY REQUEST:
D = Thida Aye Chan Myae 16 days m

submitted leave summary ago
request.

Maintenance Request

Day Trip

LEAVE SUMMARY REQUEST:

D Thida Aye Chan Myae 16 days m

submitted leave summary ago
request.

Thida Aye Chan Myae C&B
Staff is permanent on
2021-05-03 (HR
[ DEPARTMENT / 19 days o
COMPENSATION & BENEFIT ago
SECTION, WB BO SITE, WIN
BROTHERS BACK OFFICE
GROUP).

LEAVE SUMMARY REQUEST:

D - Thida Aye Chan Myae 19 days m
submitted leave summary ago
request.

LEAVE SUMMARY REQUEST:
[[] o Khin Swe Win submitted
leave summary request.
A

27 days
ago m

Expense Report

Plan Trip(With Product)

Appraval

Fleet

o
.

Plan Trip(With Waybill)

Documents.

01:16

4 Search

4 Approval

Leave Approval

Travel Approval

Out of Pocket Approval

Travel Expense Approval

Warning Approval

Reward Approval

Announcement Approval

0>

0>
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0>

0>
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01:16

4 Search

4 Leave Request

To Approve Approved

Annual Leaves
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Leave Approval (Manager
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el < Search < Search
< Esals Details 4 Leave Request Aprroved Leave Cetails < LeaVe HepokE
[modified]
Leave Type : Annual Leaves LEAVE SUMMARY REQUEST : approved leave To Approve Approved
From Date : 2021-07-15 summary request.
To Date : 2021-07-16
Annual 0
Days;: 2i0Days Annual Leaves Leaves \
Description : vacation Shoon Lai Shwe Yee Nway > Description : Casual
Status : submit — Leaves
Attachment : At heeats Sick Leaves
' Unpaid
gnnual I_.ega’vesY 5 TS 0.0 0.0
L Nw
20210715 2021-07-16 Full hoen LAl Shwe.Tashway Day StartDate  EndDate  Day Off
Information Annual 14.0 0.0 14.0
2021-07-16 2021-07-16 Full 2021-07-15 2021-07-16 Full Leaves
Successfully Approved! Maternity Leaves > Casial 6.0 0.5 55
Khin Swe Win D1-07-16 2021-07-16 Khin Swe Win Leaves = 7 ¥
Sick Leaves 30.0 0.0 30.0
Unpaid
0.0 0.0 0.0
Annual Leaves 5 reaves

Shoon Lai Shwe Yee Nway

Can check you & your
Annual Leaves 5 Can CheCk Leave Staff'S LEAVE BALANCE

Shoon Lai Shwe Yee Nway

QILR LEavEs

Deta I | Unpaid

leaves 0.0 0.0 0.0
Annual Leaves S

Shoon Lai Shwe Yee Nway Annual
15.0 10.0 5.0

Leaves
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Shwe Yee Leaves 6.0 4.0 20

N
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Il. TRAVEL REQUEST & APPROVAL



Travel Request

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

O Management/Manager 0O Office Staff 0o Officer Driver

Advance request Cash withdraw
Approved > .
Submit Travel Request by employee @ Finance
Add advance Amount
=  Allowance
Ermol = Fuel
mployee . . .
Meal & Entgrtalnment Branch Manager Decline
Transportation

Vehicle Operation Expense

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



Travel Request(Employee

01:21 01:23 01:23
« Search 4 Search 4 Search
4 Leave/[Travel Request £ Travel Request
Leave Form Travel Form - (=] C C
& 2021-07-19 2021-07-21
Welcome ! Shoon Lai ¢#7% 961300333@@@3308“3
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@looozea)o Allowance

3.0 Allowance v
Lejve/Travel Requgst Leave/Travel Report Co ) o Q Co
- ‘ ﬁ?omo ‘:ﬂDOS’BO?Co
@ Unit Price X C
Date Destination  Pukpose Trlp RequeSt Ogc
Attendance Report Organization Chart fo)
Amount Advance amount
2021-07-1 L
Notificati : <
oltfications add advance Line eple
All notifications (7 Remark c
Full- S q
20210720 0T~ TG raining @&’?ﬁ Trip request
Announcements <J§6390|% Advance
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® o0
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Travel Request (Employee

01:24 01:24 01:24 01:24
< Search < Search < Search 4 Search
< Travel Request 14 Leave/Travel Request 4 Travel Detail
Leave Form Travel Form From Date 2021-07-19
Full To Date 2021-07-21
2021-07-20 DRy TGl “raining ‘ Erom YGN
To TGI
YGN-TGI 3.0Days .
Duration 3.0Days
Full- 2021-07-19/2021-07-21
2021-07-21 Ray GI-YGN back
Allowance | on'theiway Date Destination Purpose
on the
Fuel - 2021-07-19 YGN-TGI way
, : «  Save co60lon Draft
Meal and Entertainment Information L iy
c 2021-07-20 TGI Training
= _Add'dvance Line Successfully Saved! Stage @C save
Transportation °
C C C 2021-07-21 TGI-YGN back
m:e@@@m&a
Vehicle Operation Expense Expense ©
Category Amount Remark f C d
* Draft Stage 0¢C edit ;
it
. = COC C C _C Q C
Transportation 50,000 Express [ ] I-(\)(_)&CCDE |-C\)()61 0QCV3200IM
L L Expense L. ocl
submit M&OO
Transport L1

Advance coMC390
© c ¢ .
chgeé]c:®£3amcz \ Total Amount : 50,000 )
c L
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Submit




Travel Request (Employee

01:25

4 Search

01:25

« Search

01:25

< Search

Travel Request
< q 4 Leave/Travel Request

Leave Form Travel Form

2021-07-20 g‘;'; ~ | TGI Training TVL000641
YGN-TGI 3.0Days
i 2021-07-19/2021-07-21
2021-07-21 ;‘;‘; ~ | T61-YG | | back on the way

Information

N

+ Add Advance Line

~

Expense .
Category Amount Remark Add adVance ||ne

Edit C\?&%éwé Successfully Updated!

Transportation 50,000 Express

Meal and

Entertainment lunch

15,000

Update

C C(e Q0 C
@caoc[g:or]m update orl)jaodl




Travel Approve (Branch Manager

il =

all Ll = 78% % 1 16:45
< Approval Travel Approve ﬂ
. Leave[Travel Request
Leave Approval O > Erom Date 2021-07-19 Leave Form Travel Form
To Date 2021-07-21
From
Travel Approval . YGN TVLO00641
[+]
TGI
Duration YGN-TGI 3.0Day5
3 days
Out of Pocket Approval 0 > 2021'07‘19’2021'0
Date Destination Purpose
on the way APPROVE
2021-07-13 YGN-TGI Test
Travel Expense Approval o>
Expense
Warning Approval 0 > Category Amount Remark
Meal and
Entertainment 100000 meal
Reward Approval o>
Total Amount : 50,000
An it |
nouncement Approval 0 > Approve " bdlive
| O mj| g O O



Travel approved & Advance Withdraw

Request approval

L

Add advance Line

A

Submit request

Approved

Cash withdraw @
Finance

Expense Report




Advance Request (Employee

< Travel Detail
Leave/Travel Request

TVLO00643 Leave Form Travel Form
From Date J071-07-19
To Date 2021-07-21 TVLO00641 f \
o YGN YGN-TGI 3.0Days
To T6l
2021-07-19/2021-0 .
fisdbie 3 days . Employee Can Withdraw .
ontheway (_ADVANCE_REQU Employee need to claim expanse
EST
Dt Destinatl P . .
o ottt RO Cash From Finance report after trip
20210713 YGN-TG1 Test
Expenas Amount Remark
Meal and 10,000 meal

Entertainrment

Total Amount : 50,000

Request Advance




Expense Report

Request approval |[* Add advance Line Submit request Approved Advance request

Cash withdraw @
Finance

Expense Report

(Claim)




Travel Expenses Report/Form

. 98130805 390?30)8103&{]93 (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)

Deficit or Reimburse
Al @ Finance
@ @ * Travel Expense Form Expense Request
HQ e Travel No. TVL### >
u * Attach (Voucher/receipt)

Employee ] Decline

Expense Claim Branch Manager

= Allowance

Fuel

Meal & Entertainment
Transportation
Vehicle Operation Expense

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



Expense Report (Employee

il Ll = % 51 16:57

2l il #1657 o Al AT 77% 1)1 16:58

all ol

& Expense Report Travel Expense Form Travel Expense Form 0 &« Travel Expense Form o

Admin

J

Out Of Pocket Travel Expense
v Approve Travel List Approve Travel List
Galendar TVLO00643 uantity Unit Price
E Allowance v
- _ mount
% Hotel ~ Hotsl 25
Maintenance Request  Plan Trip(With Proguct)  Plan Trip(With Waybil) Drop Down list ©
| - L escription
00 O C C . C _.
1 Unit Price ] SIS [eal[eHlen) Trip
) | o
No. oG 8(3]
B - - a
Day Trip Approval Documents Amount Amount
-+ Add Expense Line
. C
* Add expense Line @g
Description Description Dat 03005 ooagllégo%
o ¢t
”?
07- = . C
e Description ﬁl)cﬂ***
- 0o ¢ C * Attached oJOl¥**
GGG]COG C f]O
1 ° * Save COOO
& s L
rﬁ\} 2 9 « o TS “
______________________________|
< O 0O



Expense Report (Employee

all il = il all =

Expense Report & Travel Expense Details

Travel Expense

Name : Shoon Lai Shwe Yee Nway
2021-07-13 Date : 2021-07-13
Status : draft

Sheon Lai Shwe Yee Nway

Expense Date Expense Title Description Amount

2021-07-13 Lunch meal 8,000

Information

Total Advance Amount : 10,000
Successfully Saved! Total Amount : 8,000 Submitted!

Deficit for Reimbursement : 2.000




Expense Report (Manager Approval

il il = 91% [ 1019 i A il

€ Approval <- Expense Report Approval <- Expense Report Approval &  Travel Expense Details
Exp/2021/0151

hamon ipprovel o> Exp/2021/0316

Mame : Shoon Lal Shwe Yee Nway

Date: 2021-07-13 Name : Shoon Lai Shwe Yee Nway
LI ] 0 } EStafus ; sulmi Date : 2021-07-13

Status : submit
Leave/Travel Request Leave/Travel Report Out of Pocket Approval 1] > PapiDes e’ EXHoNE TR Dt oo st

Expense Date Expense Title Description Amount

2021-0713 Lunch meal 8,000

® @ 201-07-08  Gagoling  Tuel 33_2-5 @
Travel Expense Approval
Attendance Report Organization Chart

Total Amount : 28,340

| Total Advance Amount : 10,000

Notifications Warning Approval 0> Approved! Total Amolint’: 8,000
Send Bock ) )

All notifications : “ Deficit for Reimbursement : 2,000

Information

Reward Approval o >
Announcements
All Anncuncements @ ) Aisnetna hoptoval o >
2 2 &
Home HR Admin More
< @] ] ] O




I1l. OUT OF POCKET REQUEST & APPROVAL



Out of Pocket

[o] ’T‘ o o O C
[9[0630 O?g 390?30)610)%]’)8
Q C o, . Q C e g ¢ ¢
Q?mOCBoCDDoG&)D®metIDO 07)610{9?(\)8%]0&1?
* 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

Employee need to claim the expense with “Out of Pocket” for the following purpose
0 Management/Manager (Customer Entertainment/
0 Fuel in (Management Car/ Office Car)

0 Cycle (Office Cycle/Cycle entitle for Fuel In

Approved Withdraw @ Finance
@ o Out of Pocket Form Expense Request
[ 4 Description/purpose >
..Q Attach (Voucher/receipt)
Decline
Employee Fuel Branch Manager

Meal & Entertainment
Transportation
Vehicle Operation Expense

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



Out of Pocket (Employee

01:34

« Search

01:34 ~ %) 01:34

«Search « Search

01:34

« Search

01:36

< Search

< Out of Pocket £ Out of Pocket

= 4 Expense Report

Out Of Pocket Travel Expense

2021-07-09 Fuel
H Fuel b SELECT DATE
Calendar Expense Report Fleet Gaso] ine v
Diesel v Tue, Jul 13
Vehicle
July 2021 =
a VEhiCJe
Maintenance Request  Plan Trip(With Product)  Plan Trip(With Waybill) 1 26 1090
Quantity Unit Price
28340.0
4 &
Amount
Day Trip Approval Documents
fuel
Description
[ “No s SR
“NO Lol € 823 5
o o
()OG:?:JS(OZ [90§GOD’)G]_(DE{PO
&)8@[98633’)61(7)&”’)832@(7)
e = Add Expense Line 1® c c ©
e . 200 C“SC@
13‘-‘ . o~ & QS Total Amount : 0

Admin M
Total Amount : O




Out of Pocket (Employee

01:37
< Search

01:37

< Search

01:37

« Search

01:37

< Search

< Out of Pocket

'4 Expense Report

£ Out of Pocket Details

QOut Of Pocket Travel Expense
Name : Shoon Lai Shwe Yee Nway
Quantity Unit Price
2021-07-13 Status : draft
Shoon Lai Shwe Yee Nway
Amount Expense Date Expense Title Description Amount
2021-07-09 Gasoline fuel 2834
Description
“NO mage Selected: SucceSSfUHy saved:
e Delete

+ Add Expense Line

Submit

Expense
Date

Expense

Title Amount

021-07-09 Gasoline 28340.0

Total Amount : 28,340




Out of Pocket (Employee

01:38 all

< Search

alll =

& Expense Report <~ Out of Pocket Details

Out Of Pocket Travel Ex
Name : Shoon Lai Shwe Yee Nway
Date : 2021-07-13
2021-07-13 Status : draft

Shoon Lai Shwe Yee Nway
Expense Date  Expense Title Description Amount

2021-07-09 Gasoline fuel 2834

Total Amount : 28,340

; Information
Information

. Successful Submitted
Successful Submitted

Submit
—




Out of Pocket Approval(Manager

all Ll = il il = all

Home

& Approval Out Of Pocket & Out of Pocket Approval

e AP o> To Approve Approved Exp/2021/0151

Welcome ! Htun Win

Name : Shoon Lai Shwe Yee Nway

Travel Approval o ) WIN BROTHERS BACK OFFICE Date : 2021-07-13
GROUP Status : submit

o e Shoan Lai Shwe Yee Nway

Leave/Travel Request Leave/Travel Report Out of Pocket Approval Expense Date  Expense Title Description Amount

: 2834
® @ ravil Expenss Aurovil 0> 2021-07-09  Gasoline fuel 5 (]

Attendance Report Organization Chart Information

Approved!

Notifications Warning Approval o>
All notifications Approve Send Back
Reward Approval o>
Announcements
Announcement Approval
All Announcements o> 0] >

Home HR Admin Mere

be
H




IV. OVER TIME REQUEST & APPROVAL



Overtime

Decline

Send overtime request / Need to describe
v . reason of decline
EMPLOYEES

Approved Manager

VER

Employee Accept — \ ME >

Need Time in/Time Out

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

01:39

« Search

01:44

« Search

! T

01:47

< Search

01:46 01:46

<4 Search « Search

( Over Time

< Overtime Request

Overtime Request Overtime Response

; Validation
+; . SELECT DATE
Checking for Nov-2021 Att Overtime
Leave Report Leave/Travel Request Attendance Report 2021-01-3109:30:00 sent GQ’T‘QDéG’QG@')égGGFd]

Tue, Jul 13

testing 2021-07-13 06:00 PM b ¢
E @ 2021-01-27 17:30:00 cancel July 2021 =
PMS

Organization Chart Over Time 2021-07-13 08:00 PM x

Overtime GaTcoé G‘?ﬂog

oC O C C "]
33%](?(73 20000000
It Il
COMPENSATION & BENEFIT SECTION

RECRUITMENT AND L&D SECTION

Save




Request Overtime (Manager

01:47 01:51
< Search < Search
4 Overtime Request £ Overtime Request
2021-07-13 06:00 PM X ‘
2021-07-13 08:00 PM X 2021-07-18 09:00 AM X
/ 00 C .
* 0O Departmentogc Section
2.0 C coo co_¢c ¢ .
° 2021-07-18 12:00 PM b4
w (DO)?@O’J({GR(;](Y) GS‘[&T?(\?S’BOOJE
00 0co TS O - =
* 00 39%]?068 C\)GOJ)O?@(%@W
Department v S L L 3.0
section 006613(3]
L O

00 COMPENSATION & BENEFIT SECTION &

Name/Email

oco 'T‘o ¢ _¢c o ¢ Q
3’3%]:?(368 C\BGCOOO?OO&O?QJ:?@@(\)

Khin Swe Win

khinwin@winbrothersgroup.com Name/Email

00 o

COMPENSATION & BENEFIT SECTION @ ° @968]_0@006333 Section Department v
Qo _¢C Co C o C
ﬂoq?ooecafaep_’oeﬂ)o(q CODQ@

C C Cc O C "]
GJ0D 0$006:326PIM delete Q00

Shoon Lai Shwe Yee Nway R
shoon.nway@winbrothersgroup.com EI

Shoon Lai Shwe Yee Nway
shoon.nway@winbrothersgroup.com

< Search

Information

Successfully Saved!




Overtime Acceptance (Employee

all ol 8 6% [5#1 10:53 all 6% [0 10:5: ? all il F o 86% @1 10:53
A 1 C (¢} C . o ocCco
Admin Approval &« Over Time Details o . Q?G'%(EP? [_gl_mcej Overtime Request (?33%]?9
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ame oon Lai Shwe Yee Nw., ?Gl ﬂ? D m!_ SJ q > Gl 8
testing 0.5 hours Title test
& Kham Nandar Phe 3?2010'002'2 Start Date : 2021-07-18 09:00:00 . System (y)é overtime request (T% G#g].(ys
Calendar Expense Report Fleat End Date : 2021-07-18 12:00:00 ° : °
Checking for Nov-2021 Att 8.0 hours .
Kham Nandar Phe i e 30 empasGzo request (0100 539(05@ ol
test 3.0 hours Decline R ¢ o <, <, C C O C C
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C C C C C C O ¢ o C C
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A c ¢ o €__E
n . CYBG@')CSGICE(D @ODCS(;] C I
Day Trip Approval Dacuments L o * Manager request ?(3 employee accepted status
@6 CC\%G’B(SCD CII
P 22

Overtime request oo
C

0 C ocC
response (\)Oqe? approve * Odoo System ¢ Overtime request ev{UlZevate 21
menu oooco

5 attendance in/out 323|$1 32 OCSCD(S(T(?)EGJTJ
© SU‘? QJ?L L L
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User Support for any information
I S E " S

WB BO/Investment

Shwe Myin Pyan

SMP Company
Aging

New Dawn
MGF
TGG/TGVW

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)

Shoon lai

Sandar Aye

Su Su Aung

Su Su Aung

Su Su Aung
Nay Kyaw Oo
Than Zaw Htay

Thae Su Aung

Thae Su Mon

Khin Mar Lin
Nyein Lae Phyu
Win Lae Lae Myat

Zar Chi Min
Nyein Lae Phyu
Tin Tin Win
Nang Hla

Nyein Ei Phyo

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.






