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SINGLE-SIGN-ON THROUGH OFFICE365

Access using Office365 credentials and easily submit claims online.

Y Services x + -

&« (& @ https://services.vlan.asia b @

services.vlan.asia

Kindly sign in if you have an Office 365 Account with us

# Sign into Services

f you have an account with us, sign in using your Office 365 / Microsoft Account



ONE-PAGE VIEW SUBMISSION

Submit multiple claims by category and date, attached files, add remarks, get real-time update on remaining claim
amount — All In One-page.

& C & serviceswvlan.asia/claims o % H 9
V’ Claims - Leaves = Subscriptions & VLAN Development Division > 9 e
m $ 1270 September 2019 Remaining Amount 31 Bob Supervisor Your approver
= Claim Item Claim Amount  Tax Category Claim Date Remarks Files
x Lunch with Mr § 70 0 e W 04-09-2019 a P -

+ Quick Add Submit 1 Claim =




EMAIL NOTIFICATION

Received notification on the submission through email — for both user and approver.

% Replyall | ~ Tl Delete () Junk Block

APPROVER VIEW - Received email notification on
the submission and quick approve

Your Claim #22 has been submitted to Bob Supervisor - supervisor@vlandemo.la for Approval

4 o 9 >

Tue 9/10/2019 12:33 PM

John Demo

@ VLAN NOTIFICATION SYSTEM <notify@vlan.asia>

- . _ . - -"_ .
20190910-claims-user@vland... '\‘_’} Inbox * Filter ~

16 KB k

@ Microsoft Office
Start using Microsoft Teams 12:44 PM

P A
Everything you need to know | Welcome to Mi...

Hi John Demo, Microsoft Office

Start using Microsoft Teams 12:44 PM
Everything you need to know | Welcome to Mi...

Your claim #22 has been submitted to Bob Supervisor -
supervisor@vlandema.la for approval.

VLAN NOTIFICATION SYSTEM o
Claim Submission #23 from J... 12:36 PM
Hi Bob Supervisor, Require you to approve cla..

You can find the claims details in the Excel Attachment - 20190910-
claims-user@vlandemo.la.xlsx

Regards, i
VLAN NOTIFICATION SYSTEM 1}

Claim Submission #22 from Jo... 12:33 PM

A service from Vlan Asia.

© 0 O

Hi Bob Supervisor, Require you to approve clai...

AGENT VIEW - Received email vestorday e b ket
notification on the submission

mm Office 365 Message Center
- Weekly digest: Office 365 chan...  Mon 11:07 &AM
Here is a summary of your messages from last...

Last week



AUTO-GENERATED FILE

: : 3 ; 20190710-claims-sherlene@vlan.asia - Read-Only...
Excel file is generated for every submitted claims

Vian Sherlene Wee

— can be use for documentation & Finance purpose
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CHECK & TRACK STATUS OF SUBMISSIONS

Simple view on the status of claims submitted and track previous claims’ details with a few clicks.

- C & services.vlan.asia/claims w K 9 :

V’ Claims = Leaves - Subscriptions i#F VLAN Development Division > g John Demo ~

$ 1140 September 2019 Remaining Amount 121 Bob Supervisor  Your approver

- o

No claims added yet.

%= Quick Add




MOBILE OPTIMIZED

Access the portal via mobile and submit claims while on-the-go.

@ https://services.vlan.asia/claims

Create New Claim

Claim Item

Claim Amount

0

Tax

0
Category

Claim Date

= 10-07-2019

@ https:/services.vlan.asia/claims/all

Claim Date Range

e

|
Filter Claims by

My Claims
View Type

(= Card List

Claim #19 Submitted
Vi erler -
sherlene(

Jul 10, 20 0:49 AM- minute

Total : RM 155

Claim #20 Submitted

22 minutes ago

@ https.//services.vlan.asia/claim

(4
v
Claims ~

Leaves ~

Q Vian Sherlene Wee ~

$ 1355 3 LiLing
July 2019 Chang
Remaining e
Amount

our
approver

No claims added yet.
Addy ]

t clairr




E-LEAVE FEATURES

AR S
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One-page View & Quick & Easy Way to Check Status of Leaves
Apply Approve/Reject Leaves Applied



ONE-PAGE VIEW & APPLY

Quick view on no. of leaves left and easily apply leave in one single page.

“ C 8@ services.vlan.asia/leaves + K a

V’ Claims ~ Leaves ~ Subscriptions % VLAN Development DiV15i°“> g John Demo -

Submit New Leave 31 Bob Supervisor Your approver

Naisililalalis AE=11= =1
APEITIL T ___TlT

Annual ~ O APPLIED 3 AVAILABLE

Start Date End Date

m 10-09-2019 = 10-09-2019

Half Day

AM PM

Reason %




QUICK & EASY WAY TO APPROVE/REJECT LEAVES

Quickly approve/reject leaves applied — with email notification or through portal

<« - )] o 8 outlook.office.com e = L =
= ] Emptyfolder [ Mark all as read
ra Favories
© Deleted Items ¥t Filter ~
hd Folders Recover items deleted from this folder (0 items)
2 Inbox 2 e VLAN NOTIFICATION SYSTEM
Leave Submission received fr... 8/9/2019
& Drafts Hi Bob Supervisor, Require you to approve lea...
B Sent ltems e VLAN NOTIFICATION SYSTEM 0
Claim Submission #14 from Jo... 8/9/2019
i  Deleted Items 10 Hi Bob Supervisor, Require you to approve clai... D\?
&  Junk Email e VLAN NOTIFICATION SYSTEM
Leave Submission received fro... 8/9/2019
=  Archive Hi Bob Supervisor, Require you to approve lea...
Conversation Hist... pn Office 365 Message Center
B Weekly digest: Office 365 cha... 8/7/2019
L1 MNotes Here is a summary of your messages from last... Select an item to read
i e VLAN NOTIFICATION SYSTEM ]
Claim Submission #132 from Jo... 8/5/2019
Hi Bob Supervisor, Require you to approve clai..
A Groups
e VLAMW MOTIFICATION SYSTEM
MNew group Remove Licenses Submission r... 8/5/2019
Hi Bob Supervisor, Require you to approve Re...
fim]




CHECK STATUS LEAVES APPLIED

Simple view on the status of leaves applied

&« & & services.vlan.asia/leaves + KB 3 :

v Claims - Leaves - Subscriptions & VLAN Development Division > g oD
Submit New Leave 151 Bob Supervisor Your approver
AP Led _TlT
Annual ~ () aeeLED D AVAILABLE
Start Date End Date L\\—;
W 10-09-2019 = 10-09-2019
Half Day
AM | PM

Reason
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