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Adding Option Selection

Adding Option Selection — Permit Company

1. After login to account, click on “OPTION” at sidebar menu, click on “PERMIT COMPANY”.
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3. Fill up all the information and click “Submit” to save record.
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Adding Option Selection — Immigration Programme

1. After login to account, click on “OPTION” at sidebar menu, click on “IMMIGRATION
PROGRAMME”.
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3. Fill up the information and click “Submit”.



Immigration Programme

Immigration Programme *
Name

Worker ID Prefix

**Notes: The Worker ID Prefix is auto-increment number in the system, please ensure

the prefix that designed is key correctly.

Eg: Worker - WR, Operator — OP
In the database, there should need to have WORKER ID something like WR0001, OP0001




Adding Option Selection — Employee List

1. After login to account, click on “OPTION” at sidebar menu, click on “EMPLOYEE LIST”.
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3. Fill up all the information, assign admin role and click on Register.



*Username

*Email Address

Contact Number

= +60 - 12-345 6789

*Password

*Confirm Password
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Select Admin Role




Adding Option Selection — PIC

1. After login to account, click on “OPTION” at sidebar menu, click on “PIC”.
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3. Insert PIC and click “Submit”.
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Adding Option Selection — Nationality
1. After login to account, click on “OPTION” at sidebar menu, click on “NATIONALITY”.
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3. Insert the nationality and click submit.
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Adding Option Selection — Department/Package

1. After login to account, click on “OPTION” at sidebar menu, click on
“DEPARTMENT/PACKAGE”.
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3. Insert Department/Package and click “Submit”.



Department / Package
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Adding Option Selection — Agent

1. After login to account, click on “OPTION” at sidebar menu, click on “AGENT”.
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3. Insert Agent and click “Submit”.







Adding Option Selection — Leader

1. After login to account, click on “OPTION” at sidebar menu, click on “LEADER”.
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3. Insert Leader and click “Submit”.
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Adding Option Selection — Sales

1. After login to account, click on “OPTION” at sidebar menu, click on “SALES”.
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3. Insert Sales and click “Submit”.
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Adding Option Selection — Runner
1. After login to account, click on “OPTION” at sidebar menu, click on “RUNNER”.
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3. Insert Runner and click “Submit”
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Adding Option Selection — Fomema Category
After login to account, click on “OPTION” at sidebar menu, click on “FOMEMA
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3. Insert fomema category and click “Submit”.



Fomema Category
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Adding Option Selection — Payment Method
1. After login to account, click on “OPTION” at sidebar menu, click on “PAYMENT METHOD”.
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3. Insert payment method and click “Submit”.
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Export Function on Option

1. To export record, click on “Choose Export Column” and select the column that wanted to
be export. If you want to record the entire record without manually select the column,
click the first column. Then click the “Export” button.
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2. Select the exported file format.

ose Export Format

Select the file format for your export.

csv

Comma-separated, works with most

XLSX

Excel spreadsheet format

PDF

Formatted PDF document




