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WORK INSTRUCTION MANUAL

TITLE Staff Advance Request & Settlement
CLASSIFICATION Travelling — Overseas

EFFECTIVE DATE January 1, 2023

VERSION 1.0

PREPARED BY Nur Najiaah Md Daud

REVIEWED BY Lai Wai Peng

APPROVED BY Muhammad Firdaus Abdullah

1.0 INTRODUCTION

This work instruction (WI) is COMPULSORY to be comply for any staff who are requesting advances for the
purpose of business travelling to overseas destination.

2.0 DEFINITION & ABBREVIATION

) Requester - Staff who are applying advance for business travelling
) ek_L1 - 1% level approver in e-Kiosk (ie: HOD or Supervisor)
1)) ek L2 - 2"]evel approver in e-Kiosk (ie: AP of FIN)

V) ek L3 - 3" level approver in e-Kiosk (ie: COO’s office)

V) ap_PIC - Preparer of the PV

Vi) ap_EXEC - Checker for the accuracy of the PV

ViI) ap_AM - Verifier for the completeness of the PV

VIIl) HOF - Verifier of the online banking payment

IX) CFO - 15T level approver of the PV and online banking

X) (e(e]0] - 2" level approver of the PV and online banking

3.0 DOCUMENT REQUIREMENT

Stage Documents Mode of Submission Dateline PIC
Staff 1) Approved travel warrant ONE (1) clear PDF copy in latest five (5) Requester
advance sequence order per list in working days
request 2) Travel itinerary column “Documents” MUST before

upload in the e-Kiosk system at payment

3) Detail “Total Estimated point of requesting the date

Cost of Advances” advances
Staff 1) Staff Advance and ONE (1) clear PDF copy in within Requester
advance Declaration Form (the sequence order per list in fourteen
settlement/  Form) column “Documents” MUST (14) days
declaration upload in e-Kiosk system at from date of

2) Bills/ Receipts/ Invoices/ point of settlement the return

etc (the bills) advances

The Form MUST be completed
and the bills is required to
attach in sequence order per
listed expenses in the Form.
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4.0 DATELINE OF SUBMISSION

Details Mode Dateline
Staff advanced request — endorsed by all  e-Kiosk latest five (5) working days
approver before payment date
Notification to ap_PIC for the request — Email to ap_PIC latest five (5) working days
after endorsed by all approver (nazirah.f@phn.com.my) before payment date

The below information MUST be
submitted for payment process:
a) Fullname perIC

b) IC number
¢) Bank A/C number (with name of
bank)
Settlement/ declaration of advance e-Kiosk within fourteen (14) days from
taken date of return

5.0 MODE OF PAYMENT
All the request on advances is subject to disburse ONLY by way of online banking transactions (ie: online

transfer to Requester). Any request for other medium of payment is subject for approval under special
circumstances and conditions.

6.0 MANUAL & INSTRUCTIONS

A) Staff Advance Request — Travelling Overseas

STEP 1 Login into the e-Kiosk system

BOSS NET | tHE PRODUCTIVE SOLUTION

1 forgot the password



mailto:nazirah.f@phn.com.my
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STEP 2 Click the button of “(€EHENIL=" and select the ”M" icon

O ETAMS Management v e

N T - |
ﬂ} Leave Management v

Status: |All Pending hd

I

&, E Claim Management

Advance Claim Detail
J Transaction

J Claim Approval Setting Transaction Date Travel From Travel To Duration Amount Status
J Cash Advance M M M

Cash Advance No data to display

® Cash Advance Approval
®» Cash Advance Finance
J Reports

_h" Report Center v

STEP 3 The “Advance Claim Application” will pop-up. Please key-in as follows:

a) All the column highlighted in YELLOW is required to be fill-in.
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Attachment

b) Forallthe advances request for purpose of overseas travelling, selection on column of “Expense

Type” MUST Overseas Subsistence Allowance.

c) The total estimated cost requested for the advances MUST tally per figure key-in under column

“Amount”.

d) The “Attachment” column MUST upload per requirement defined in Para 3.0.

Advance Claim Application

Transaction Date : |0F/06/2023 -

Travel Date From : | 20/06/2023 -

Travel Date To : | 2350652025 -

Duration {Days) : 4

Expenses Expenses Type Amount
Bemove | Owverseas Subsistence Allowance 1449591

Expenses Type: | Cwerseas Subsistence Allow: -

Amount Y
ADD
Attachment : | Travel Warrant ATC 2022, pdf
Cancel
Total Amount 14495.91
Remarks ' |Trawel to Japan for Business Meeting
Add Cloze
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STEP 4 The approver is required to check the completeness and approved the advances request per

requirement defined in Para 3.0.

a) If “YES, approver MUST approved the request in sequence order as follows:

£ - £ - B

j W

Filtering
Month : Refresh New
Status: |All Pending v
Advance Claim Detail
Trznsaction Date | Travel From | Travel To Duration Amount Status Attachment
View | Withdraw | 07/06/2023 14062023 | 16/06/2023 3 Days 1449391 | Pending Level 2 Approval Trave| Warrant ATC 2022 (1),pef

b) If “NO”, approver will REJECT the request. The Requester is required to refer back to STEP 2.
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STEP 5 Requester is required to email ap_PIC for details on approved advance processing as follows:

a) Full name perIC
b) IC number

c¢) Bank A/C number (with name of bank)

From: Nazirah Farhaina binti Baserudin
Sent: Friday, 14 April, 2023 11:31 AM

To: Mohd Arif bin Ismail <m.arif@phn.com.my>
Subject: request bank details

Assalam En Arif,

Kindly provide you bank details as per below for cash advance process

Name (as per IC) :
ICNo:

Bank Name :
Account No :

Thank you and warm regards,
Nazirah Farhaina Binti Baserudin

Account Payakle
Finance & Sales Department

STEP 6 The report on “Advance Claim Detail” will be generated by ap_PIC for payment processing.

Month :

Apr 2023

Status: |All Pending v

Refresh

Advance Claim Detail

Emp Mo | Employes Name

W A \ p
View Mos3g | MOHDARFEIN |0 s mnag
— ISMAIL

BAHAR BIN

eEEE PARDZAN

View

10/04/2023

& Approve L Reject Confirm

Remarks :

Transaction Date

Travel From

27/04/2023

10/04/2023

Travel To

01/05/2023

10/04/2023

Duration | Amount

5 Days 142000

1Days | 8960.00

Approver Remark

Attachment Company | Department Job Grade
ENGINEERING | P1(G2)
PROGRAM
Apj MANAGEMENT | H3(G10)
Attachment.pdf PROTON

Designation

EXE

SENIOR
MANAGER

STEP 7 The payment voucher will be processed by ap_PIC after received complete details as follows:

a) Approved advance claim detail
b) Details of information as per request in STEP 5

c) Documents requirement per Para 3.0 (downloaded from e-Kiosk)

—t
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Tel: +603 5191 4636

Fax: +603 5191 4630

PAYMENT VOUCHER
PV No: 13098

PAY TO: SNOODODSS PAYMENT DATE:  07-06-2023

NORSYAFINA BINTI MOHD SAID IC NO: 890215-08-5014 - BATCH: 13008

PHN INDUSTRY SDN. BHD. PAYMENT METHOD:  ANP

SHAH ALAM BANK: namn(/

SELANGOR CHEQUE MNO: DBT486

MALAYSIA
DATE SUPPLIER INV. NO. DOC. NO. DESCRIFTIONS AMOUNT IM INV. CUR. AMOUNT IN HC
07-06-2023 08:54 TRIP TO KOREA- SCIENCEPARK INNOF 2,840.87 MYR 2,840.67

2,840,867

For PHN Industry Sdn. Bhd. Use Only

STEP 8 Payment will be successfully transfer to Requester after endorsement and approval of the
payment voucher has completed and received from all level of checker, verifier and approver.
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B) Settlement/ Declaration of Staff Advance — Travelling Overseas

STEP 1 Login into the PHN Portal

PHN Portal

‘ Staff ID ‘

‘ Password 1

New User? Please fill up this form H

Please contact Portal Admin at helpdesk@phn.com.my or call ext ; 204 (Affig) if you have

problem with your staff id or password.

STEP 2 Select icon on “Documents & Info” and then under “Departmental Forms, select “Finance &

Sales”.

PHN PORTAL

——

Finance & Sales

No Title Upload Size Download
Date
1 OS| CAPEX FORM 2019-08-22 45 KB 5(.
2 OSI DISPOSAL FORM 2019-08-22 45 KB =
3 PHN Fixed Asset Transfer Form 2019-08-08  29KB x,
4 PHN CAPEX Budget Transfer Form 2019-08-08  45KB X
5 g:m:g Claim (Travel & Training, Medical and Petty Cash) - 3019-08-08 1|<;_|;1 =
6 PHN Fixed Asset Disposal Form 2019-08-08 29 KB X

Home > Documents & Information Library

General

Departmental Forms
Engineering

Finance & Sales

Human Capital
Information Technology

Procurement & Vendor
Development

Policies and Guidelines

PHN System Tutorial

Claim snren

Home > Documents & Information Library

B

=
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STEP 3 Downloaded the excel format of form with title “FIN.AP23 — Staff Advance and Declaration Form

(Travelling Overseas ONLY) ” from the PHN Portal.

Finance & Sales

General
Departmental Forms
Engineering

Finance & Sales

Upload
No Title Date Size  Download
FIN.AP23 - Staff Advance and Declaration Form (Travelling 2023-06.09 45 KB =,

QOverseas ONLY)

AutoSave (@ off) =2~ - FIN.AP23 - Staff Advance and Declaration Form (Travelling Owverseas ONLY) ~

le Home Insert Page Layout Formulas Data Review Wiew Help

Times 25 Wrap Text

-
]
ste

a

M ~
{;‘?

lipboard

: Merge & Center ~

Alignment

Mumber

Human Capital

H=
Conditional Format as|
Formatting ~ Table~

L] Styles

I i H N | STAFF ADVANCE and DECLARATION OF EXPENSES

DRB-HICOM

Employee Name Travel Period

Advance Request Date

Project

Employes Code Charging code:

Declaration Date

Department / Section

Declaration of Expenses
Supplier / Description /
S ot Amounnt Date of Fnwoice / . “migntel — = :-rl Total Amount (Foreign | Total Amount
T esert EAD Transaction | Receipt No. ""lN b ™ ”]:_ﬁm Currency)
1 i

STEP 4 The form is required to be manually key-in by Requester. Please refer tab “Summary Declaration

Form” and “Attch — Subsistence Allowance”.

a) All column highlighted in YELLOW is required to be fill-in.

b) Requester is MANDATORY to identify specifically the “Project Charging Code” of the travelling
purposes. The code MUST be identical per code in BAAN system. (Refer sample in (c))

STAFF ADVANCE and DECLARATION OF EXPENSES

PHN

‘mployee Name ABC 5DN BHD Travel Periad 301022 Advance Request Date 11112022
e v | “ -
‘mployee Code MO00 E’:::;fng g, 158DD Declaration Date 15112022
Jepartment / Section BUSINESS DEVELOPMENT A

r ) L 1
_ : I I

i Supplier / iption / i
Catesory Deseription Amount . Dale:l'.l' Rl.ut?m:e; Vendor, Hotel Details of Total A;ll::.nl ('ljwmg;n Total Amount
L] ransacion = Name Tranzaction ency) LE)
Huotel fen

—
| —
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c) Sample of code per BAAN system as follows:

FIN. AP. WI/4.1

Search Key Dimension Type | Dimension Sublevel | Parent Dimension

il -

|:| E 14END ENGINEERING DIVISION ENGINEERING DIVI Normal 80

|:| E 14FAB FABRICATION FABRICATION Normal 60 | 14END ENGINEERING DIVI}
|:| 14FBS FABRICATION FABRICATION Mormal 0 | 14FAB FABRICATION

|:I E 14FFM FACILITY PLANT MAINT. FACILITY PLANT M Normal 0| 14PLE PLANT ENG

|_| E 14PDS PROCESS DEV. PROCESS DEV. MNormal 0 | 14PRE PROCESS ENG

|:| 14PIS PROCESS IMPROVEMENT PROCESS IMPROVEM MNormal 0| 14PRE PROCESS ENG.

|:I E 14FLE PLANT ENG. PLANT ENG. Normal 60 | 14END ENGINEERING DIVI
|_| 14PRE PROCESS ENG. PROCESS ENG. MNormal 60 | 15COS CORPORATE STRA]
|:| E 14TBW BIW PRCJ. MGMT BIW PRCJ. MGMT MNormal 0| 14TOE TOOLING ENG.

|:| E 14TDM DIES MAKING DIES MAKING Normal 0 14TOE TOOLING ENG.

|:| 14TIM JIGS MAKING JIGS MAKING MNormal 0 | 14TOE TOOLING ENG.

|:| E 14TCE TCOOLING ENG. TOOLING ENG. Normal 60 | 14END ENGINEERING DIV
11 M atPP MFG. PROC PLANNING MFG. PROC PLANNI MNormal 0| 14TOE TOOLING ENG.

[ . ol I o I . ol I ol I d I
:I E PHOT20A-F HONDA NEW CIVIC FASTENER HONDA NEW CIVIC MNormal 1]

:I E PHOTEAW PROJ. HONDA CIVIC BMMC (TEAY PROJ. HONDA CIV Mormal 0

:I PHOTWVAA PROJ. HONDA ACCORD TVAA PROJ. HONDAACC Mormal 0

:I E PHOTVAA-F PROJ. HONDA ACCORD TVAA-FA! PROJ. HONDAACC Mormal 1]

:l E PP213MC PROJ. SAGAMC PROJ. SAGAMC Mormal 0

:I E PP213MC-1 PROJECT SAGA MC CCB LHD PROJECT SAGAMC Mormal 1]

:I E PP213MC-2 PROJECT SAGA MC-BRKT ECU T PROJECT SAGA MC- Mormal 0

:I PP213MC-3 PROJECT SAGAMC2-CCE PROJECT SAGAMC2 Mormal 0

:I E PP213MC-4 SAGA-PANEL STRUT/PROCESS C SAGA-PANEL STRUT Mormal 1]

:l E PPEDAL PROJ PROTON EXORA DASH LWI PROJ PROTON EXOR Mormal 0

:I E FPFML3IRE PROJ. PROTON X70 PROJ. PROTOMN X7 Mormal 1]

:I E PPS511 PROJ. PROTON 5511 PROJ. PROTON 551 Mormal 1]

:I PPSX11 PROJ. PROTON SX11 PROJ. PROTON SX Mormal 1]

d) The section on “Advance Request” and “Declaration of Expenses” is required to be fill-in by
the Requester. The expenses MUST segregated by the type defined in the Form
(ie: Lodging/ Subsistence/ Transportation/ Entertainment/ Gift/ etc).

Amount Date of Invoice / Receipt |Supplier / Vendor /| Description / Details | Total Amount (Forei Total Amount
Category Description . pt | Suppli Pt . (Foreign
- (RM) Transaction No. Hotel Name of Transaction Currency) (RM)
Hatel “ren

LODGING Sub-tatal = Sub-tatal =
Meals 1.607.00] Subsistence allaw ance 1.257.13
SUBSISTENCE Sub-tatal 1.607.00 Sub-total 1.257.19
Cab Home to KLIA 120,00 3002022 Limo & Tawi Service Home to KLIA 00.00
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at the point of advance request.
f) The section on “Declaration of Expenses” MUST be declared and tally per the

bills/receipts/invoices/etc to be submitted to e-Kiosk.
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The section on “Advance Request” MUST be tally per the “Total Estimated Cost of Advances”

g) Requester is MANDATORY to fill-in all the details in the “Declaration of Expenses”.
Advances Request Declaration of Expenses
G Description Amount Date of Invoice / Receipt | Supplier / Vendor /| Description / I?et:lils Total Amount (Foreign Total Amount
: (RM) Transaction No. Hotel Name of Transaction Currency) (RM)

Ertertainment 5.000.00 102022 199144 Dloutar Refreshmert ORB 1734 BE.52
Anz0zz 10533 Sato Dinmer with Atzumites 11838 389

J1nz0zz 135186 Doutar Refreshment DRG 40 130

032022 72105 Soveriegnoreation | er¥ith Fyundai, shin - 1,090.40

young (RM]
miznzz 4333 Kura Dinner Atsumites Sdd3 174.73
ENTERTAINMENT Sub-total 5.000.00 Sub-total 1,708.86

h) For Subsistence Allowance and Misc Allowance, DO NOT fill-in any amount in the tab
“Declaration of Expenses”. The amount is required to be computed in the tab “Attch —
Subsistence Allowance”. Refer to the next step in (h).

10

—

Advance: Request Declaration of Expenzes
Supplier / Dezcription /
. Amopunt Date of Invoice / . PP K p Total Amount (Foreign | Total Amount
Category Description ®V) T i Receint N Vendor / Hotel Details of c ) )
ranzaction eceipt No. Name Tranzaction urrency
Meals 1607.00 $ Subsistence allowance 125713
L i

SUBSISTENCE Sub-total 1.607.00 Sub-total 1,257.12

Mize Allowanee 205 of SA Jzi4e | > Mz Allowance 138.25

Travel Insurance E0.00 Travel insurance El
=B Sub-total 35148 Sub-total 395.25
[telephone, laundry, ote)

—t
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i) Under the tab “Attch — Subsistence Allowance”, the column highlighted in YELLOW is
MANDATORY to be fill-in.

j)  If number of days for travelling exceeded 4 days, please insert the new row at the middle. DO
NOT add row before row 12 or after row 26.

Destination : lapan

E Duration © 30/10/2022 - 2/11/2022

Subs. all. P/day (forei: 114 USD Exchange rate: 4 585 <pleqss insert the current exchange at the date of travel rate per group rate>
n Subs. all. Bfday (RM) : 523.83

E Subsistence allowance

totype ¥
if entertain
ENTERTAINMEN ELIGIBLE
Date Time Subs Misc 20% T CLAIMED ? AMOUNT
ETD KLIA 30102022 6am Breakfas 20% 10477 2095 10477
2220 hrs 12pm Lunch 40% 20953 4181 20953
(Sun) Gpm Dinner 40% 209.53 4181 209.53
51.10.2022 Breakfas 20% 104.77 20.95 10477
Lunch 40% 209.53 4191 209.53
Dinner = 40% 209.53 4181 Y
1112022 Breakfas 20% 10477 2085 10477
Lunch 40% 20953 4151 20953
Dinner = 40% 209.53 4151 | .l Y -
ETA KLIA 2112022  6am Breakfas 20% 10477 2095 10477
0930hrs 12pm  Lunch 40%
[Wed) 6pm  Dinner  40%

ﬁ Total Subs & Misc 1676.26 335.25 2,011.51 1,257.19
[PRTIIT——

k) The total under “GRAND TOTAL” highlighted in - is required to be declared in e-Kiosk.

. ¢ | o 1 ¢ | . | ¢ | i o« L
fzmzoz2 J210-3212-00034 Bkihabara Giftfor customer 5030 BLI?
01.11.2022 0476331201 Family Mant Gift for cuistomer 1650 5373
GIFTS Sub-total = Sub-total 1,.293.50 =
Mise: Allow ance 207 of S 3248 Misa: Allow ance 33523
Travel Insurance 60.00 Travelinsurance &0
MISC Subetotal 9148 Sub-total 392.25 -
[teleghone, bunchy, tc)
GRAND TOTAL 7,228.48 55728 4,856.80 -

11
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STEP 5 Login in the e-Kiosk for declaration of the advances taken. Under the heading “Claim Transaction”,
select the claim type as “Oversea Subsistence Allowance” and click the button “Go To Submission”.

—mes g

Select Claim Type: Oversea Subsistence Allowance v (o To Submission

View Claim Date Range: 05Apr203 - T 08 Jun 2023 v Refresh

2 ETAMS Management v
': Leave Management

cinoesl

J Transaction

(laimDate | Transaction Date = Amount Receipt No Status Attact
Claim Transaction

# Claim Submission No data to display
# Apply Claim On Behalf

» Transaction Resubmission (New) New Edt Dete
J Claim Approval Setting

J Cash Advance

» Cash Advance

STEP 6 Requester is required to declared total submission for the advanced taken prior. All supporting
documents are required to be upload in the e-Kiosk per requirement defined in Para 3.0.

Claim Submmission

Submission |0 CSMO0701062023001
Submission Period :

Advance Receive : . Not include Advance Claim
Paid Date Advance = ==

No data to display

Total Submmission Total Advance

¥ ¥ Caloulats Total Submission

Remark
Description
Other Claims -
v Oversea Subsistence Allowance
Oversea Travelling Expenses
Petrol Claim h
te Expenses Type | Status ReceiptNumber | Amount Reason ItemID Attachment

Moo Jdoa_oa_ A0,

12
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STEP 7 The approver is required to check the completeness and approved submission of the expenses per
requirement defined in Para 3.0.

a) If “YES, approver MUST approved the submission in sequence order as follows:

£ - £

b) If “NO”, approver will REJECT the submission. The requester is required to refer back to STEP 1.

STEP 8 Generate report on “Cash Advance Report”. All submission by Requester that has approved by
approver, will be appear on the report.
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STEP 9 Finance will process any settlement of under-taken of advanced OR refundable of over-taken of
advanced by the Requester.

a) For any refundable amount, email will be sent to Requester to notified on amount to be refund to
PHN.

Dear En. Mior,
This email served as gentle reminder for overdue advanced taken not yet declared to date.

QOur records shows that you have undeclared advanced as follows:

Declared
Amount -

Empia Name 4| TraveiDate To Total Amoun® Remarks Paid Amount Payment Date Return Amount Return Date. Unutitised Amouns|  Submissionin st

MIOR MOHD FAZAL BH ABD T204 PL AR Venification at GTTC
& ™

Privy 2132023 3384.01

3,364.01 272023 0.00 21100 373 82| CSUOST005R0Z300

uoS70 255039 Appro

The total of undeclared/ unrefunded advances taken to date is amounting of RM 373.62.
Please be reminded, perthe Company's policy, any advances taken are required to be declared within 14 days from the date settlement of the event/ programs/ travelling/ etc.

We appreciate your cooperation to declare and submit all the supporting documents in the e-Kiosk system on immediate basis to avoid any disruption of any next payment approval of future

advances/ claims.

Should you have any inquiry, please liaise with PIC Staff Advances/ Claim (Nazirah) for any dispute or clarification on the above matter.

b) For any settlement/payable amount, the payment will be processed on next reimbursement on
monthly’s staff claim.

STEP 10 End.

13
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7.0 DO’(S) AND DON’T(S)

DO’(S)
Do fill up the mandatory field as stated per this WI

Do fill up & provide the correct information as
stated per this WI

Do provide supporting documents defined in Para
3.0 ONLY in one (1) pdf copy (clear and sequence
order)

Do arrange the bills/receipts/invoices/etc together
in sequence order per expenses listed in the “Staff
Advance and Declaration of Expenses”

OR

Do arrange the bills/receipts/invoices/etc by cross-
referencing to row number of the expenses listed
in the “Staff Advance and Declaration of Expenses”.
(ie: row 22 in the form is expenses for taxi, thus
write down no.22 in the taxi receipt)

and
within

Do submit the advance request
settlement/declaration of expenses
stipulated dateline in para 4.0

Do read together this WI with the “Executive
Employment Package” or other PHN’s policy to
ensure compliance on declaration and entitlement
of the expenses

8.0 FAILURE TO COMPLY ON THIS MANUAL

DON'T(S)
Don’t leave mandatory field blank

Don’t provide any incorrect/false information

Don’t scan each documents separately with blurry
images which not readable

Don’t mixed up all the bills/receipts/invoices/etc
without proper sequence order or cross-
referencing, IF NOT, the submission in e-Kiosk will
be rejected.

Don’t submit the advance
settlement/declaration  of
stipulated dateline in para 4.0

request and
expenses beyond

Don’t under/(over) declare the expenses without
properly guided by this WI and “Executive
Employment Package” or other PHN’s policy

Failure to comply with this Wl or manual will lead to:

1)
2)

payment of advance request might be delay

and
3)

—

after departure date; or

the following request on the advances will be rejected due to the late declaration of expenses;

salary deduction for any advance taken not declared or refund to the PHN

14
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