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Chapter 1 - Login to Mobile Apps

This chapter contains description of login procedure.

« Open “Employee” application. « Enter username and password,
tap on “Login”.
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o You will get verification
code in SMS.

It will automatically enter, tap
on “Verify OTP”.

It will redirect to Dashboard
page.

* Verification code will be expired after
‘3 minutes.

You can also configure

Face Recognition login.

Verification Code

Do you want to enable Login via Face
Recognistion?



« You are now logged into Employee Mobile Apps. You can

check your Payslip Breakup, Leave Balance etc on

Dashboard.

Dashboard

Welcome, Mr. Abdullah Mohammed 0012345

© 06

employee

TRA Faysip Certificate

Dashboard

. Employee
TRA Payslip bl
Payslip break documentary v
Leave Balance ~

Dashboard

Welcome, Mr. Abdullah Mohammed 0012345

@060

employee

EayBIg: Certificate

Payslip break documentary A

Transportation Allowance: 4
ESC Membership Fees: 25

W Bosic Salary: 26000

W Housing Allowance: 1667

Payslip as of 01-Apr-2020

Leave Balance A



Chapter 2 — My Profile Dashboard

This chapter contains description of My Profile Dashboard.

« Openand login to “Employee” application, tap on “Profile”.

© 0 €

Payslip




« Your profile dashboard is now displaying. You can
check your Personal Details, Subordinate Details

and Family Details.

My Profile My Profile My Profile

Welcome, Mr. Abdullah Mohammed 0012345 Welcome, Mr. Abdullah Mohammed 0012345 Welcome, Mr. Abdullah Mohammed 0012345
Personal Details v Personal Details A Personal Details ~
Badge No. 0012345
My Subordinates v Mr. Abdullah Mohammed My Subordinates A~
Employee Name .
0012345 Mr. Abdullah Mchammed
Family Details v Email dummy@ngha.med.st
Date of Birth 28-01-1975 Mr. Ali Mohammed
Hire Date 21-02-2004
Cost Center 01.9100
ENTERPRISE
Department RESOURCE PLANNING
Position TEAM LEADER

APPLICATIONS

My Subordinates

71N <4h>.
l==‘
4 W

Profile E-Ser




« To set your profile picture, « Tap on “Choose from
tap on edit icon. Gallery” or you can directly
take picture from camera.

My Profile My Profile

Mr. Abdullah Mohammed 0012345

Mr. Abdullah Mohammed 0012345

Personal Details

Personadl Details

My Subordinates

Family Details

|
|
|

Take photo

Choose from gallery

| Cancel |



« Select picture by browsing your local files. Your display
picture is changed successfully.

My Profile




Chapter 3 -TRA

This chapter contains description to create TRA request.

-Open and login to “Employee” + You can check vyour

application, tap on “E-Services” previously created leaves

and go to “TRA”. and their status. Tap on
“Create TRA”. “Apply Ticket”
option will be visible for
expatriates.

E-Services

Leave
TRA-5486157
[ 01-MAR-2020

Sick Leave TRA

Leave Rejected
TRA-5411448
% 23-1aN-2020

Business Leave protesslong final Clearance Leave Approved
TRA-5299135

Leave
% 25-noOV-2019

Leave Deleted

TRA-5258553
school Fees Salary slip Pending Request [ 31-ocT-2018

Leave Approved
TRA-514275]
% 25-auG-2019

Vacation Rules/
Delegation

Leave Approved
TRA-6069681
2 03-JuL-2019

=
]
2
a
o©
@
@

Leave Approved

I TRA Request I

10



First tab will display
user’s leave balance, tap
on “Leave Request” tab.

Create TRA

Leave Balance as of Today

Total Leaves
0

Leave Balance as of 13-AUG-2020

Total Leaves

0

11

Fill mandatory details.

To select delegation, enter
employee number to whom
you want to select as delegate
in “Delegation” field and tap on
search icon as shown below:

Create TRA

ve Balance Leave Request | Add Absei

Shift Type

Regular v

Start Date End Date
01-Sep-2020 [#f 30-Sep-2020 (3

( hijra: 14/01/1442 ) ( hijra: 13/02/1442 )
Actual Days: °
Total Leave Duration:

Reason For Leave

Vacation ~

Contact Number

12345

Comment

Delegation

0056789 EI@

Mr. Abbas Mohammed 0056789

Q Consume Administrator Leave

o Consume Mid-Year Leave ?

Full name of employee will be
displayed after selecting
delegate. Tap on “Add
Absence” once you finish with
the basic information.



Absences will be
automatically calculated
based on your selection in
previous  screen  (i.e.
Administrative Leave,
Holiday Leave, Mid Year
Leave). You can adjust
Absence Type if required.
Tap on “Ticket Data” after
reviewing absence details.

Create TRA

ve Request  Add Absence

Start Date End Date
0l-Sep-2020 4  30-Sep-2020 f

A 2

26 30

Annual Leave

[ 01-sep-2020 Actual Days: 26
[ 30-5ep-2020 RestDays:4 Leave Bak159

Clear All Add Absence

12

Check “Ticket Required?”
if needed. Otherwise tap
on “Review”.

Create TRA

d Absence Ticket Data

Do you want to Book Ticket?

Ticket Required ?

Review




o If user selects “Ticket « Add comments if needed
Required?”, application and tap on “Review”.
will be redirected to
Ticket Details page. Fill
necessary information in
“Ticket Details” tab and
tap on “Apply to All”.

« Tap on “Annual Ticket”
to review your ticket

details then tap on
“Comment”.

Create TRA
Create TRA

d Absence Ticket Data

d Absence Ticket Data
Do you want to Book Ticket?
i ?
° Ticket Required ? Do you want to Book Ticket?
° Ticket Required ?

Ticket Detail | Annual Ticket Comment

e Ticket Detail  Annual Ticket | Comment
° Ticket Require (_) Transfer
Departure Date Return Date
01-09-2020 e 30-09-2020 [ Mr. Abdullah Mohammed
Visa Month
Two Months v
Way Type Exit And Entry
Two Way v No ~
Commen it

*Click Apply to All button before R...

Clear All Apply To All

13



« You can review filled details, approver list and attach
supporting documents same as Oracle E-Business Suite
system.

Review Create TRA Review Create TRA

Leave Request ~

Leave Request v
Request Id TRA-5578829
shift Type Regular .

Absence Details v
Start Date 01-Sep-2020 Annual Leave @
End Date 30-Sep-2020 [ 01-Sep-2020 Actual Days: 26 Duretion
Actual Days 26 30-5ep-2020 Ticket Details A
Total Leave 30

° Ticket Required ?
Reason Vacation
Contact No. 12345 Annual Ticket Comment
Comments

Mr. MOHAMMED

Delegate Mr. Abdullah Mohammed - 098765

(] Cansume Administrative Leave

Ticket Details

] Consume Mid-Year Leave

Approval List

II

Absence Details v

Ticket Details ~

I

Approval List

14



« After reviewing, check “I have read and agreed to the

MNG-HA policies” and tap on “Submit” as below:

Review Create TRA

Absence Details v

Ticket Details

II

Approval List

[ To aveid delay and unnecessary rejection, pleuseJ

RESQURCE PLANNING

Pasition - TEAM LEADER
APPLICATIONS.$100-6ERP ENTERPRISE RESOURCE
PLANNING

Emgil Id : dummy@nghamed sa

Mr. Zafar Mohemmed

DD9B765

Organization Name : $100-6ERP ENTERPRISE
RESOURCE PLANNING

Position = DIRECTOR CORPORATE
ENTERPRISE RESCURCE PLANNING SYSTEM.S100ERP
ENTERFRISE RESOURCE PLANNING

Email 14 dummy@ngha medsa

Read Leave Policies Here

I have read and agree to the
NGHA policies

« TRArequestis successfully submitted for approval

15



Chapter 4 - Sick Leave

This chapter contains description to create Sick Leave request.

« Open and login to
application,

tap on “E-Services” and

“Employee”

go to “Sick Leave”.

E-Services

Employee

Cetificate Sick Leave TRA

Professional

Business Leave Final Clearance

Leave
School Fees Salary Slip Pending Request
£SC Loan Leave Balance prose e
Membership

Vacation Rules/
Delegation

16

e You can check vyour
previously created leaves
and their status. Tap on

“Create Sick Leave”.

Sick Leave
Annual Leave Approved
18674045
[14-0u-2020  [13-AUG-2020
Duration: 17

Absence Category: Vacation

Absence Reason:

Administrative Leave

18674046

& 06-4uL-2020  [13-4UL-2020
Duration: 6

Absence Category: Paid Leave

Absence Reason:

Sick Leave Pending APPro.)
18785845

02-JUN-2020 02-JUN-2020

Duration:

Absence Category: Family Leave
Absence Reason: 70

Sick Leave

18783845

[ 02-JUN-2020 02-JUN-2020
Duration:

Pending Appro...

Absence Category: Family Leave

Absence Reason: 70

Create Sick Leave
——



« Fill mandatory details and tap on “Next”.

Sick Leave

Start Date End Date
03-Jun-2020 03-Jun-2020
Total Leave Duration: 1 °
Absence Type

Sick Leave v

Absence reason

Others v

17



« You can review filled details, approver list and attach

supporting documents same as Oracle E-Business Suite

system.

Sick Leave Details Sick Leave Details
Request Details A~ Request Details v
Start Date 28-Jun-2020 Attachments 0
End Date 28-Jun-2020 % 1MB.pdfpdf
Duration 1

Absence Type Sick Leave

Absence reason  Others

Attachments v

« After reviewing, tap on “Submit”. Sick Leave request is
successfully submitted for approval.

18



Chapter 5 - Business Leave

This chapter contains description to create Business Leave

request.

o Open and login to
“Employee” application,
tap on “E-Services” and
go to “Business Leave”.

E-Services

Employee

Certificate Sick Leave TRA
Business Leave Professloriol Final Clearance
Leave
School Fees Salary slip Pending Request
ESC Loan Leave Balance  Yacation Rules/

Delegation

19

« You can check your
previously created leaves
and their status. Tap on
“Create Business Leave.

Business Leave

DMM Rejected
Request Id: BLP-366560

25- JUN-2020 26- JUN-2020

Duration: 2

Request |d: BLP-366436
23- JUN-2020 23- JUN-2020

Duration: 1

Request |d: BLP-366435
20-JUN-2020 20-JUN-2020

Duration: 1

Request Id: BLP-286720
31-DEC-2015 03-JAN-2016

Duration: 4

Create Business Leave




« Fill mandatory details and tap on “Next”.

Business Leave

Request Id

BLP-366635

Start Date End Date
30-Jun-2020 & 30-Jun-2020 B8
Total Leave Duration: 1 °
Leave Type

Normal Business Leave v
Travel Type

Inside Kingdom A
Location To

Dammam ~

° Ticket Required
° Paid Leave

-

20



« You can review filled details, approver list and attach

supporting documents same as Oracle E-Business Suite

system.

« After reviewing, tap on “Submit”. Business Leave

request is successfully submitted for approval.

Business Leave Details

Business Leave Details Business Leave Details

Request Details A

RequestId BLP-366635

Start Date 30-Jun-2020

End Date 30-Jun-2020

Duration 1

Leave Type Normal Business Leave
Travel Type Inside Kingdom
Location To Dammam

° Ticket Required

° Paid Leave

Approval List v
Attachments v

Request Details

Request Details

Approval List

Approval List

Mr. Ali Mohemmed 0056789
Attachments

9100-BERP ENTERPRISE RESOURCE PLANNING
TEAM LEADER APPLICATIONS S100ERP EN_
Upload Attachment
dummy@nghamed.sa

0056789

Mr, Abbas Mohemmed 0023365

9100-BERP ENTERPRISE RESOURCE PLANNING

TEAM LEADER APPLICATIONS.9100-6ERP E...
dummy@nghamed.sa
0023365

Attachments

I



I —
Chapter 6 — Professional Leave

This chapter contains description to create Professional Leave

request.

« Open and login to “Employee « You can check vyour

“application, tap on “E- previously created leaves

Services” and go to and their status. Tap on

“Professional Leave”. “Create Professional
Leave”.

E-Services Professional Leave

Saudi Arabia

PLA-125548
23-JUN-2020 25-JUN-2020
Employee Duration: 3

Cortifiaate Sick Leave TRA

Professional
Leave

Business Leave Final Clearance

School Fees Salary Slip Pending Request

Vacation Rules/
Delegation

ESC Loan Leave Balance

Create Professional Leave

22



« Fill mandatory details and tap on “Next”.

Professional Leave

Request Id
PLA-125648
Start Date End Date

06-Jul-2020 09-Jul-2020 B

Total Leave Duration: 4 °

Reason of leave

To attend International Meeting v

Destination type

1. Europe, North and South America, Austr.s\v

Location

Italy v

City/state

Rome

O Exit & Re-entry
° Paid Leave

23



« You can review filled details, approver list and attach

supporting documents same as Oracle E-Business Suite

system.

« After reviewing, tap on “Submit”. Professional Leave

request is successfully submitted for approval.

Professional Leave Details

Request Details

Request Id PLA-125648
Start Date 06-Jul-2020
End Date 09-Jul-2020
Duration 4

To attend International

Reason of leave -
Meeting

1. Europe, North and
South America,

Destination type  Australic, Japan or
comparable
distance-15000

Location Italy

City/state Rome

Approval List

Attachments

II

i

Mr. Murtaza Mohemmed 0023442

Upload Attachment
9100-6 INFORMATION TECHNOLOGY INFRASTRUCT...

ASSOCIATE EXECUTIVE DIRECTOR CORP...
dummy@ngha.med.sa

0016060

Mr. Rashid Mohemmed 0067842

9100 INFORMATION SYSTEMS & INFORMATICS
EXECUTIVE DIRECTOR INFORMATION SV...

dummy@ngha.med.sa

0042544

24



Chapter 7 - Final Clearance

This chapter contains description to check Final Clearance status.

« Openand login to “Employee « Taponthe
“application, tap on “E- request.
Services” and go to “Final
Clearance”.

Final Clearance

E-Services

Ms. Razia Mahmood

0088345

FC-128690
Employee S K 5] 23-JUN-2020
Certificate
fessional
B s Lea Pipisssonl Final Clearance
Leave
School Fees salary slip Pending Request
£SC Loan lsiveBuidngs, VogotionRulssf
Delegation

25



« It will display all the approver details and approval status of your
request.

Final Clearance Details

Mr. Murataza Mohemmed
0047854

Department: 9160 CORPORATE BUSINESS DEVELOPME..

Email id: dummy@ngha.med.sa
Is Emp cleared: Yes

Amount to be recovered:
Comments:

Mr. Rashid Mohemmed
0043356

Department: 9602 HA-MILITARY POLICE
Email id: dummy@ngha.med.sa
Is Emp cleared:

Amount to be recovered:

Comments:
Mr. Abbas Mohemmed IN_PROCESS
0056831

Department: 9022INV INVESTIGATION SERVICES
Email id: dummy@ngha.med.sa

Is Emp cleared:

Amount to be recovered:

Comments:

Mr. Faruq Mohemmed w
0034672
Department: 8330 PATIENT SERVlCES(REG & APPOT)

Email id: dummy@ngha.med.sa

26



Chapter 8 — Vacation Rule

This chapter contains description to create, update and delete
Vacation Rule.

« Open and login to « You can check previously
“Employee “application, created vacation rules.
tap on “E-Services” and
go to “Vacation
Rule/Delegation”.

6:07

E-Services < Vacation Rule/Delegation
Delegate: MDZAFAR
2439935
Item Type: All

Employee

s Sick Leave TRA
Certificate
8 25-Jun-2020 8 25-Jun-2020
e Delegate: MDALI
: Professional o
Business Leave o Final Clearance 2439932

Netification Type: All

Itern Type: All
Notification Type: All
8 26-Jun-2020 [ 25-Jun-2020

School Fees salary Slip Pending Request
Delegate: MDFARUQ

2439936

Item Type: All
Vacation Rules/ Notification Type: All
% 22-Jun-2020 [ 22-Jun-2020

Delegate: MDMURTAZA

2327035

Itern Type: All

—"
Create Vacation Rule
—

27



1. Create Vacation Rule

« Tap on “Create Vacation . Select Start Date and
Rule”. End Date.

Vacation Rules/Delegation

Vacation Rule/Delegation

Item Type
Delegate: MDZAFAR i
2439935
Itern Type: All Notification
Notification Type: All All

4 25-Jun-2020 % 25-Jun-2020

01-Jul-2020 f4 15-Jul-2020 5
Delegaite: MDALI
2439932 Reassign Person
Item Type: All

0012345 Q ®

Notification Type: All
& 25-Jun-2020 (% 25-Jun-2020

Delegate: MDFARUQ

2439938

Item Type: All

Notification Type: All
22-Jun-2020 [ 22-Jun-2020

Delegate: MDMURTAZA

2327035

Item Type: All

KnbifimnmbAn Tumn: All

Create Vacation Rule

28



« Enter employee number of

the you want to
delegate/transfer your
notifications and tap on

“Search”

user

icon as shown
below:

< Vacation Rules/Delegation

Item Type
All

Notification
All

start Date End Date

01-Jul-2020 4 15-Jul-2020 4

Reassign Person

0045672 Q ®

Mr. Rashid Mohemmed

Notes

o Delegate
Q Transfer

29

Full name of the selected
employee will be displayed
in “Reassign Person” block.

Check “Delegate” or “Transfer”
as required and tap on “Next”.

Review your request and tap on
“Submit”.
created successfully.

Vacation Rule is

Vacation Rule Details

Request Details A

Item Type All
Notification All

Start Date 01-Jul-2020
End Date 15-Jul-2020
Duration

Reassign Person Al Rashid, Mohemmed

Notes

° Delegate

Cancel
—



2. Update Vacation Rule
« Choose the rule you want

to update from previously

created

rules and tap on “Update”

Vacation Rule/Delegation

Delegate: MDZAFAR inactive
2439935

Item Type: All

Notification Type: All

%) 25-Jun-2020 (2 25-Jun-2020

Delegate: MDALI Inactive

2439932

item Type: All

Notification Type: All

29 25-Jun-2020 12 25-Jun-2020

Delegate: MDFARUQ

2439936

Item Type: All

Notification Type: All

22-Jun-2020 22-Jun-2020

Update Delete

Delegate: MDMURTAZA Inactive
2327035

Item Type: All

Natifinatinn Tunas All

Create Vacation Rule

30

o Change Start Date and
Date as required.

Vacation Rules/Delegation

Item Type

All

Notification

All

Start Date End Date
01-Jul-2020 & 15-Jul-2020 ¢

Reassign Person

0045672 Q ®

Mr. Rashid Mohemmed

Notes

0 Delegate

) Transfer

End



« Enter employee number of the user you want to
delegate/transfer your notifications and tap on

“Search” icon as shown below:

Vacation Rules/Delegation

Item Type
Al

Notification

Al

Start Date End Date

01-Jul-2020 5 15-Jul-2020 f*

Reassign Person

0045672

0
®

Mr. Rashid Mohemmed

Notes

° Delegate

) Transfer

=

« Full name of the selected employee will be displayed in

“Reassign Person” block.

o Check “Delegate” or “Transfer” as required and tap on
“Next”.

« Review your request and tap on “Submit”.

Vacation Rule is updated successfully.

31



3. Delete Vacation Rule

« Choose the rule you want to « Tapon “Yes”
delete from previously created
rules and tap on “Delete”.

6:07

£ Vacation Rule/Delegation

Are you sure you want to delete?
Delegate: MDZAFAR m
2439935

Notification Type: All

8 25-Jun-2020 25-Jun-2020

-«
Delegate: MDALI

2439932

item Type: All

Notification Type: All

#25-0un-2020  [825-Jun-2020

Delegate: MDFARUQ m

2439936

Item Type: All

Notification Type: All

8 22-Jun-2020 £ 22-Jun-2020

Delegate: MDMURTAZA m

2327035
Item Type: All

.....................

Create Vacation Rule
—

« Vacation Rule is deleted successfully

32



Chapter 9 — ESC Membership

This chapter contains description to create, change and
discontinue ESC Membership Request.

Open and login to « Fill all the details and tap on
3 y L “Next”.

Employee “application,

tap on “E-Services “and

go to “ESC Membership”.

E-Services )
ESC Membership

Request Id
3101046
I
Employee sickLeave RA
Certificate
Request Type
New Membership v
Membership Type
Professional .
Business Leave s Final Clearance Family '
Reason for joining
School Fees Salary Slip Pending Request Rermarks
Create ESC
ESC Loan Leave Balance Membership

Vacation Rules/
Delegation

33



« Review the information and tap on “Submit”.

3:10

4 ESC Membership Details

Request Details

Request Id 3101048

Approval List

Request Type New Membership

Attachments. Membership
Type

Reason
for joining

Family

Remarks

Approval List

v
Attachments v

Cancel Submit

« Membership request is successfully submitted for approval.



Chapter 10 - Approvals

This chapter contains description of approval process of

notifications.

Open and login to .
“Employee” application,
tap on “Notifications”.

E-Services

School Fees Salary Slip Pending Request

35

Different notification and their
respective counts will be
displayed. You can long press
on the notification icon to
check total and FYI counts as

below:

nnnnnnnnnnnnnn
eeeee




Tap on notification to take action.

Notification List

Al Rashid, Mohemmed

Mr. Al Rashid Mohemmed 0042567 has requested
for Business Travel (Ref No : BLP-366619). Please
Approve or Reject.

[ 26-Jun-2020

36



FYA notifications will have “Approve” and “Reject”
button and user can check request details, approval list

and attachments added by a requester.

< Business Leave Details

Business Leave Details

Request Details v Request Details ~

Approval List Request Id BLP-386619
Start Date 26-JUN-2020
Al Rashid, Mohemmed Submit
%) 25-Jun-2020 End Date 26-JUN-2020
Comrments:
Duration 1
Leave Type Normal Business Leave
Travel Type Inside Kingdom
Lacation To BHH
OTicket Required

O Paid Leave

Approval List

Attachments v Attachments

]
II

37



o FYI notifications will have “Ok” button to close the notification

TRA Details

Request Details ~

Absence Details.

Ticket Details

Approval List

Ok

38



Chapter 11 — Miscellaneous

This chapter contains description of some miscellaneous
functionalities like changing language, clear the cache and
turn on/off face

1. Clear cache « Tapon “Clear” in Clear

« Open and login to Cache block.

“Employee “application,
tap on “Settings”.

E-Services Settings

PREFERED LANGUAGE

Qergen O
Employ
Cartificate Stk L
CLEAR CACHE
‘ Clear ‘
Business Leave P"’:iz‘zm’ Final Clearance ENABLE FACE ID/FINGERPRINT
Turn onfoff °
Save Changes
£5C Loan Loave Balance  YoStion Rules/
Delegatiol

39



« Tapon “Ok”.

Data cleared successfully

« Cache is successfully cleared.

40



2. Change Language

« Openand login to « Select your preferred
“Employee” application, tap language from “Preferred
on “Settings”. It will display Language” block and tap on

currently selected language. “Save Changes”.

Settings Settings

PREFERED LANGUAGE PREFERED LANGUAGE

° English O e o english O o

CLEAR CACHE CLEAR CACHE

Clear

ENABLE FACE ID/FINGERPRINT ENABLE FACE ID/FINGERPRINT

Turn on/off ° Turn onfoff °

Clear

A

]
we A o
rvices Notifications  Settings

41



o Tap “Yes”. « You have successfully
changed language of the
application.

Glolacyl dsgl

Settings Loz dbliue dudl Caomyi

k Y
Y
Loatlisled AL Blasie eyl

<l Sl bl el

Are you sure you want to save changes? i 4l il e 5

« Note: Clearing the cache is suggestable after changing the
language of application.

42



3. Turn on/off Face ID/Fingerprint

« Open and login to o Select “Turn on/off”

“Employee” application,
tap on “Settings”.

checkbox to enable face
ID or fingerprint and tap
on “Save Changes”.

E-Services Settings

PREFERED LANGUAGE

Ocor O
Empies Sick Leave TRA
certificate
CLEAR CACHE
Clear
Professional I .
H . Leave FinGlcledrance: ENABLE FACE ID/FINGERPRINT

Turn on/off
School Fees salary slip Pending Request Save Changes

ESC Loan Leave Balance

« Tapon “Yes”.

« Face ID or fingerprint is now enabled based on your phone’s
configuration.
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