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Introduction

This guide will show you how to install, login and use the different features found in the
Justlogin Individual app.

Installing JustLogin Individual App
Step 1: Go to Google Play on your handphone or Apple App store.

Step 2: Type in ‘justlogin’ and click search.

Startub @ il T 42 B HRITE RO7% - 742
< justlogin X

+  justlogin Justlogin just login

1T 2 3 45 6 7 8 9 0

Step 3: Select Justlogin from the search result.
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Justlogin Mobile
Justlogin Pte Ltd
2.9%

JustLogin
Justlogin Pte Ltd

Justlogin Kiosk
Justlogin Pte Ltd
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Nippon Paint JUST LOGIN
Nippon Paint (India) Private Limited
45%

Video Downloader for Instagram - Ju..
DIP Apps
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MeCure - Scratchcard
MECURE  MecCure Industries Pvt. Ltd

noHuddle Remote

n Tyler Rockwood
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Step 4: Click the Install button to download the application.

StarHub @D il €2 & @ RO % R 96% mm 7:53
< Q i
F .
JustLogin
v Justlogin Pte Ltd
100+
Downloads Rated for 3+ ©

Install

About this app ->

An HR Cloud app with great employee experience
starts here in JustLogin.

Business

Rate this app

Tell others what you think

Step 5: You may open the app once installation has been completed.
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Open
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Justlogin App Dashboard Interface

£

ACCUMULATED HOURS The amount of working time

as well as accumulated OT
193.78

{ATEST CLOOIKIGUT T:e Lates; Clock-mﬁout will
Dt N ouT show to the user w at was
the last two clock-in/out
30/08/2019 08:01 = e
timing were
22/08/2019 07:20 16:10

The upcoming shift will show
the user what is the next

31 sat | 07:00-16:00 working shift.
AUG §ﬁ>f1 Name : Ang Mo Kio Opening

UPCOMING SHIFT View Roster

MY LATEST PAYSLIP

*k k k%

Last pay received on 30 Aug 2019

N}

Home

[PV I E S VRIS

oni
31 AUG | Shift Name : Ang Mo Kio Opening

MY LATEST PAYSLIP

My latest payslip allows the

Kk k*k user to see their pay. User
can click on View Pay
Last pay received on 30 Aug 2019 History to see past payslips

Upcoming leave will list the
UPCOMING LEAVE Cancel Leave user’s leave and if the user
wish to, he/she can Cancel
Leave if the administrator
permit the user to cancel.

1 Dpav 30/08/2019 AM - 30/08/2019 PM

Annyal

Leave Calendar The dashboard will display

TO colleagues who are on leave
on that day. The maximum
display is 2 colleagues and
are sorted by alphabetical
order

Tan Chin FRI AM
Lay Amy 30 AUG 2019
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How to view payslip
Users can access their payslip through the mobile app.

Step 1: Click on the + button from the Home dashboard.

A4 £
S
% jason

ACCUMULATED HOURS

LATEST CLOCK-IN/OUT

Date IN ouT
30/08/2019 08:01
22/08/2019 07:20 16:10
UPCOMING SHIFT View Roster

03 TUE | 07:00-16:00
SEP Shift Name : Ang Mo Kio Opening

MY LATEST PAYSLIP
* k% % % %

Last pay received on 30 Aug 201

P
LnJ

Home

Step 2: Click on My Payslip.

My Payslip &@

Step 3: The following screen will appear. To see more details, click on the expand and
collapse button

< My PaysSlip

Net Pay
August 2019 $4,119.00
| Gross Pay » $5,119.00

| Deductions » $ 1,000.00

EMPLOYER CPF CONTRIBUTION $850.00
YTD EMPLOYER CPF CONTRIBUTION $1,331

¥YTD EMPLOYEE CPF CONTRIBUTION $1,565.00

Expand and
Collapse button




Jjustlogin v

How to apply leave
Step 1: Click on the + button from dashboard.

«£

% jason

ACCUMULATED HOURS

LATEST CLOCK-IN/OUT

Date IN ouT
30/08/2019 08:01
22/08/2019 07:20 16:10
UPCOMING SHIFT View Roster

03 TUE | 07:00-16:00
SEP Shift Name : Ang Mo Kio Opening

MY LATEST PAYSLIP
* k% %k % %

Last pay received on 30 Aug 201

Home

Step 2: Click on Apply Leave.

Apply Leave Eﬁ

Step 3: The following screen appear:
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= Apply Leave More
Select the leave type they wish to apply for
Leave Type Sick
Leave Balance o The system will display the user’s leave balance
for the particular leave type
FROM T0
MON MON
16¥@ 16D Start date and end date for the leave
Mo of Days 1.0
Approver jason Approving person
cc
Add remark
@ Add Remark Sick
[ Add Attachment Attachment is required Add Attachment

Step 4: If you click Add Attachment, it will prompt you to search the source of the
file.

Select Action

From Gallery

From Camera

Step 5: If from Gallery, go to the folder to select the file and then click on the check mark to
attach it. The screen may defer depending on the device model you are using.

Click on tick button to attach

O HUAWE! P30 Pro
LEICA GUAD CAMERA

If using Camera, the device camera will automatically open (as long as permission is granted
from Settings). Take a photo of document.
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v Coffee With Clindy Leong:

cong

Soaturad o
ws Vi) e B o0 ST &
——— S boeats M rerwerd S

Step 6: Once the file has been successfully attached, you should see a small file photo to the
right of the Add Attachment section. Should you wish to delete the attachment, click on the
trash icon.

< Apply Leave More
Leave Type Sick
Leave Balance 12.0
FROM o

MON MON
16 se 16 s
Mo of Days 1.0
Approver jason
cc
@ Add Remark Sick

[ Add Attachment ]

Clck Trash icon to delete the attachment

Step 9: Click on Submit to proceed with the leave submission.
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How to clock in/out from the App
Step 1: From the dashboard, click on the + button.

<

% jason

ACCUMULATED HOURS

LATEST CLOCK-IN/OUT

Date IN ouT
30/08/2019 08:01 -
22/08/2019 07:20 16:10

UPCOMING SHIFT View Roster

03 TUE | 07:00-16:00

SEP Shift Name : Ang Mo Kio Opening

MY LATEST PAYSLIP
* % % % %

Last pay received on 30 Aug 201

Home

Step 2: Click Clock in/out.

Clock in/out @

Step 3: The system will open the camera as shown here:
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04:32 PM

02 September 2019

. Location

\@muwm\.nku e ————— A
ay T

Step 4: You may be required to turn on Location(GPS) if set in Configuration. User can click

on the icon at the top right side of the screen to view the current location. If
geofencing is on, it will also indicate whether user is within the geofencing area or not.

Location
2
Tir' 4 §
IResSrv é
TreeTop Walk o
Bishan-Ang
Mo Kio Parl
BUKIT TIMAH Junction 8 o
Loemio Hwy
s
Singap(_)re 0
Botanic . TOA PAYOH
Gardens »
TANGLIN BOVENA

o Orchard Towers

o

s
,(y Square Mall @ '@‘"v
@ ecn9 F?_?g.i.e(‘.onal Museurn

of Sing Current Location
BUKIT MERAH Clarke Quay o 5

_Geo Fencing Region o Suntec City
@ singapore Flyer
o,
e Gardens

by the Bay
Brani Island

e

Google
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ouT
Step 5: To clock-in to the system, the user simply needs to click the and the u
to clock-out.
Step 6: (Optional) If your company requires the user to specify predefined location when

clocking in/out, you can do so on the - field.
Step 7: (Optional) If your company requires the user to enter a remark, you may do so on
the | ® field.

Notification icon
The system will alert the user via Notifications if there are new activities the user needs to
be alerted for. Perhaps a payslip that has been released or a leave that was approved.

a

Step 1: From the dashboard, see the “=" icon at the top right side of the screen.
Ared dot ' “=" means that there is a new notification.

Step 2: To view the notifications, simply click on the bell icon. The ones in blue are unread.
Select the item to read and display the message details.

< Notifications =

Notification
Leave application is waiting for your approval.
Leave application is waiting for your approval.

Today

@ Notification

Leave application is waiting for your approval.
Leave application is waiting for your approval.

Today

@ Notification

Leave application is waiting for your approval.
Leave application is waiting for your approval.

Today

@ Notification

Leave application is waiting for your approval.
Leave application is waiting for your approval.

4 days ago

@ Notification

Payslip Release

Your Payslip for Aug 2019 is ready to view.
4 days ago

Notification

Leave application is waiting for your approval

I eave annliratinn ie waitina far vanr annraval

Menu Buttons

)
Lnd

Home

- is the app dashboard.
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- will show the employees list with their corresponding contact information
(based on Company Directory setting).

All Contacts Favourites

Ang Hee Chuan Pete

Ang Hock Seng Van

Ang Hong Yi Jack

030

Ang Lee Huat Tobby

Ang Lee Jin (Wilson)

Ang Ling Tong Bernard

roX X X X X X

Ang Mee Ling Lyn

2

Contacts

If permission is set, you can click on the employee name to see the contact details and click
on the respective icons to call, send an sms or email the colleague.

F
[ g: >
Call Contact

-

Ang Hock Seng Van

xen -L
= SMS Contact

il - E
=~ Email Contact

L LT ]

More

- additional sections
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% jason

Attendance

> Roster

Device Clock History
Leave
o Apply Leave
Leave Summary
€D  Leave History
,"*,5 Leave Approval
“ Leave Calendar

Payroll

More

Attendance

%‘5 Roster

The user will be able to see his/her own roster under My Schedule.

Roster

My Schedule All Schedule
SEPTEMBER 2019
Sun Mon Tue Wed Thu Fri Sat
1 2 Q 4 5 6 7
8 9 10 1 12 13 14
15 16 Y 18 19 20 21

22 23 24 25 26 27 28

29 30 1 2 3 4 5
6 7 8 9 10 1 12
Sun

01 3 Rest Day
Mon | £ J 07:00 - 16:00

02 g Ang Mo Kio Opening Shift

Tue | 07:00-16:00

03 Ang Mo Kio Opening Shift
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If the user is an Attendance Administrator, the All Schedules tab will be available to view the
other employees’ schedules.

Roster

My Schedule All Schedule

15 16 17 18 19 20 21

22 23 24 25 26 27 28

7 8 9 10 1 12

Ang Hee Chuan Pete
13:00 - 00:00

nes closing shift

6
Ang Hock Seng Van
= 07:00 - 16:00
Ang Mo Kio Opening Shift

Ang Hong Yi Jack
07:00 - 16:00

Jewel Opening

Device Clock History

This allows the user to see his/her own clock-in/out history.
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Device Clock History Resend

02 September

’ 05:02 PM ouT (v
07:04 AM IN (v)

30 August

* 05:06 PM out (V)

’ 07:10 AM IN (v
29 August

o 1 05:08 PM out (v)
19 August

” 05:43 PM ouT

@ 07:01 AM

&

The indicates that the clock-in/out has successfully went through.

The indicates that system is having trouble capturing the data. This may happen if
_ o ' _ _ Resend

internet connection is slow or interrupted. You will need to click on the button

on the top right to resync the data.

Leave

F‘;g Apply Leave

- this is another way for the user to access to the leave application
page. Refer to the steps — How to apply leave.

‘ |; Leave Summary

- will show the user’s leave summary as of date.




&« Leave Summary

Leave Type Balance
Annual 15 >
Annual (Brought Forward) [ Y
Birthday Leave 1 >

@® Compassionate 3
Hospital 46 3

@ In Camp Training [V
Management Black Out Leave 2 >
No Pay 200
oL 0 >

@ Per Incident

Justlogin s

O

Leave History

- will show the user’s leave submission history

(_

Leave History

Pending Status

Annual
" 07 Aug 2019 (AM) - 07 Aug 2019 (PM)

Leave History

All Status

16 Sep 2019 (AM) - 16 Sep 2019 (PM)

. Annual
B " 30 Aug 2019 (AM) - 30 Aug 2019 (PM)
APPROVED
__~ Anmnual
" 28 Aug 2019 (AM) - 29 Aug 2019 (PM)

- - Annual

@ 14 Aug 2019 (AM) - 14 Aug 2019 (PM)

- Annual
" 254un2019 (AM) - 25 Jun 2019 (PM)

Annual

" 13 Jun 2019 (AM) - 13 Jun 2019 (PM)

g Annual
.
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Leave Approval
- is only visible if the user is an AO (Approving Officer) or a RO

(Recommending Officer). When clicked, it will show any pending requests, as well as
the past approvals.

Leave Approval Leave Approval

Request Approval
Ang Hock Seng Van o jason
= Annual B -y Sick
y 28 Nov 2019 (AM) - 28 Nov 2019 (PM) 16 Sep 2019 (AM) - 16 Sep 2019 (PM)
l Ang Hock Seng Van @

- Annual
- Bay Ling Tong (Kris)
¥ 03 Sep 2019 (AM) - 03 Sep 2019 (PM)

No Pay
H Ang Hock Seng Van 05 Aug 2019 (AM) - 05 Aug 2019 (PM)
= birthday leave m
29 Aug 2019 (AM) - 29 Aug 2019 (PM)
Bay Ling Tong Lance
TEE= iason Annual
Al 19 Sep 2019 (AM) - 19 Sep 2019 (PM)
07 Aug 2019 (AM) - 07 Aug 2019 (PM)
Bay Ling Tong (Kris)
Hospital

02 Sep 2019 (AM) - 12 Sep 2019 (PM)

Ang Hock Seng Van
= No Pay
W 30 Aug 2019 (AM) - 30 Aug 2019 (PM)

[ rosrovea ]

Leave Calendar

My Calendar - will show the user’s personal calendar tracking all submitted leaves.
Staff Calendar — will show other colleagues’ leaves (based on calendar sharing setting in
Configuration).




Leave Calendar

Leave Calendar

My Calendar Staff Calendar
SEP 2019
Sun  Mon Tue Wed Thu Fri  Sat sun  Mon Tue Wed Thu Fri  Sat
1 2 3 0 5 6 7 1 2 3 ° 5 6 7
9 1 1 1 1 14
8 0 2 3 g 9 10 n 12 13 14
15 16 17 18 19 20 21
. 15 16 17 18 19 20 21
22 23 24 25 26 27 28
22 23 24 25 26 27 28
29 30 2 3 4 ]
29 30 1 2 3 4 5
6 7 8 9 10 1 12
6 Z 8 9 10 1M 12
® PH @ Leave
e Bay Ling Tong (Kris)
L= i i
jason APPRE/ED Hospital
n j Annual D 04 September 2019
i 11 September 2019
APPROVED
:“9’-‘ : Company Founding
Day
'PH Public Holiday
Payroll
d=> My PaySlip ) )
- will show the recently released payslip.




Net Pay
August 2019

|GmssPay 3

Deductions »

EMPLOYER CPF CONTRIBUTION

<« My Payslip

$6,559.80

$7,793.27

$1,233.47

$1,020.00

¥TD EMPLOYER CPF CONTRIBUTION $3,962.00

¥TD EMPLOYEE CPF CONTRIBUTION 54,667.00

Pay History

40  Pay History

Jjustlogin v

- this will show the payslip history.

2019

September
Pay period : 07-30 Sep

Gross Pay
Net Pay

August
Pay pericd : 01-37 Aug

Gross Pay
Net Pay

July

Pay period : 07-37 Jul
Gross Pay

Net Pay

June

Pay pericd : 07-30 Jun
Gross Pay

Net Pay

< Pay History

B,229.63
6,710.16

$

779327
6,559.80

-

" 6429.63

5196.16

=

520667
4,203.67

The user can choose to download a copy by clicking on the

been successfully downloaded, the icon will change to

=

icon. Once the file has
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To view the downloaded file, the user can click on the icon and it will show you a preview of
the payslip.

< My PaySlip <

Saricary Private & Connaentie

You can email or share the file by clicking on the - button.

Settings

£ Settings

- this allows the user to perform functions such as logout and
customizing the app. When clicked, the user will see the following screen.
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General
Refresh

Refresh configuration settings

Logout
Logout from individual application

Passcode
Change Passcode

Change Personal Passcode

Delete Passcode
Delete Personal Passcode

Dashboard

Edit Dashboard Widgets
Add/remove dashboard widget and sort order

Report Issue

Report Issue
Report your issue to our support team

JustLogin Pte Ltd.
Version 1.0.3(24)

Refresh

Refresh configuration settings

- allows the user to refresh the app. This is a recommended step

when the administrator recently made some modifications to the account settings at the

administrative side.

Logout
Logout from individual application

- this allows the user to log out of the mobile app. Please note

that the the app will stay logged in unless either manually logged out, or when system does
a force logout when there’s a need to update the app version.

Change Passcode
Change Personal Passcode

Set New Passcode

0000

- this will allow the user to assign a pin code to the app to prevent
unauthorized access. When setting this, you will be asked to set and confirm the passcode.
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Confirm Passcode

O0O0OO0O

Delete Passcode
Delete Personal Passcode

- this will remove or delete the existing passcode.

Edit Dashboard Widgets
Add/remove dashboard widget and sort order

- allows the user to customize the app widgets

according to your personal preference.

Edit Dashboard Widgets

Get timely information for your favourite feature, at a
glance. Add and organize your widget below

e Accumulated Hours =
e Last Clock-In/Out =
e Upcoming Shift =
° My Latest Payslip =
e Upcoming Leave =

e Colleague on leave =

More Widget

To remove a particular item (widget) the user can click on the and then the

will appear.

To reorder the widget, the user can change the sequence by clicking and dragging

the widget to your preferred sequence order.

To add the widget back, simply click on the button.
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Any widget that has been removed will be placed under More Widget.

Edit Dashboard Widgets

Get timely information for your favourite feature, at a
glance. Add and organize your widget below

° Accumulated Hours =
Q Last Clock-In/Out =
Upcoming Shift =
My Latest Payslip =
Upcoming Leave =

Colleague on leave =

More Widget

Report Issue

Report Issue
Report your issue to our support team

- allows the app to collect the information
pertaining to the mobile device and send that over to the Support team. When clicked, the
app will prompt the user to choose which email app to send the information from.
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Settings

General

Refresh
Refresh configuration settings

Logout
Logout from individual application

Huawei Share

Share files
vices. Hue

on the receiving device. Learn more

quickly with nearby de

ei Share must be enabled

Outlook WhatsApp Gmail Bluetooth
‘ $ Y 4
e 1 —~
. ’ -
oo/

Email Huawel Beam Wi-Fi Direct Save to Drive

o
CANCEL

Version 1.0.3(24)

Once the user chooses the email app, the system will automatically open the email
message with the captured error files.

New message

jason@justiogin.com

Cc/Bece

lssue Report from Ang Hock Seng Van

5 t‘il;l":(‘a::lockCSV csv %<
timeclockJSON. json <
465 8 -
configJSOM.json <

1 KB

Hello Justlogin Team,

Get Outlook for Android

Contacts
Should you require further support on the mobile app, please feel free to contact our
Support Team at support@justlogin.com or call us at +65 3129 5281.
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