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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 

 

I) Requester - Staff who are applying advance for business travelling 

II) ek_L1 - 1st level approver in e-Kiosk (ie: HOD or Supervisor)  

III) ek_L2 - 2nd level approver in e-Kiosk (ie: AP of FIN) 

IV) ek_L3 - 3rd 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 

VIII) HOF - Verifier of the online banking payment 

IX) CFO - 1ST level approver of the PV and online banking 

X) COO - 2nd level approver of the PV and online banking 

 

3.0 DOCUMENT REQUIREMENT  

 

Stage Documents Mode of Submission Dateline PIC 

 
Staff 
advance 
request 

 
1) Approved travel warrant 
 
2) Travel itinerary 
 
3) Detail “Total Estimated 
Cost of Advances” 

 
ONE (1) clear PDF copy in 
sequence order per list in 
column “Documents” MUST 
upload in the e-Kiosk system at 
point of requesting the 
advances 

 
latest five (5) 
working days 

before 
payment 

date 

 
Requester 

 
Staff 
advance 
settlement/ 
declaration 

 
1) Staff Advance and 
Declaration Form (the 
Form) 
 
2) Bills/ Receipts/ Invoices/ 
etc (the bills) 
 
 
 

 
ONE (1) clear PDF copy in 
sequence order per list in 
column “Documents” MUST 
upload in e-Kiosk system at 
point of settlement the 
advances 
 
The Form MUST be completed 
and the bills is required to 
attach in sequence order per 
listed expenses in the Form. 
 

 
within 

fourteen 
(14) days 

from date of 
return 

 
Requester 
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4.0 DATELINE OF SUBMISSION 

Details Mode Dateline 

 
Staff advanced request – endorsed by all 
approver 

 
e-Kiosk 

 
latest five (5) working days 
before payment date 

 
Notification to ap_PIC for the request – 
after endorsed by all approver 
 
The below information MUST be 
submitted for payment process: 

a) Full name per IC 
b) IC number 
c) Bank A/C number (with name of 

bank) 
 

 
Email to ap_PIC 
(nazirah.f@phn.com.my) 
 

 
latest five (5) working days 
before payment date 

 
Settlement/ declaration of advance 
taken 
 

 
e-Kiosk 

 
within fourteen (14) days from 
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 

 

mailto:nazirah.f@phn.com.my
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STEP 2 Click the button of “Cash Advance” and select the “New” icon 

 

 

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.   

b) For all the 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. 
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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) If “NO”, approver will REJECT the request. The Requester is required to refer back to STEP 2. 

 

 

 

 

ek_L1 ek_L2 ek_L3
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STEP 5 Requester is required to email ap_PIC for details on approved advance processing as follows: 

a) Full name per IC 

b) IC number 

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

 

 

 

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

 

 

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) 
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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. 

 

 

 

 

 

 

 

 

ap_PIC ap_EXEC ap_AM HOD CFO COO
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B) Settlement/ Declaration of Staff Advance – Travelling Overseas 

 

STEP 1 Login into the PHN Portal 

 

 

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

Sales”. 
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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. 

 

 

 

 

 

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)) 

 

 



 

 

FIN. AP. WI/4.1 

9 

c) Sample of code per BAAN system as follows: 

 

 

 

 

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). 
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e) The section on “Advance Request” MUST be tally per the “Total Estimated Cost of Advances” 

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. 

g) Requester is MANDATORY to fill-in all the details in the “Declaration of Expenses”.  

 

 

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). 
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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. 

 

 

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

 

 

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. 
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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.  

 

 

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. 

 

b) For any settlement/payable amount, the payment will be processed on next reimbursement on 

monthly’s staff claim. 

 

STEP 10 End. 

ek_L1 ek_L2 ek_L3
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7.0 DO’(S) AND DON’T(S) 

DO’(S) DON’T(S) 

 
Do fill up the mandatory field as stated per this WI  

 
Don’t leave mandatory field blank 

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

 
Don’t provide any incorrect/false information 

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

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

 
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)  
 

 
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. 

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

 
Don’t submit the advance request and 
settlement/declaration of expenses beyond  
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 
 
 

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

 

 

8.0 FAILURE TO COMPLY ON THIS MANUAL 

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

1) payment of advance request might be delay after departure date; or 

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

and 

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


