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eStaff Setup
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eStaff Setup > 
Personal Profile

Personal Profile allows administrator to set what the users can do in updating of their 

profile information
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eStaff Setup > 
Profile Setup

Profile Setup allows administrator to create additional administrative profile with lesser 

right. Example an IT administrator that just needs to create user but not able to see 

any information of the staff. 
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eStaff Setup > Profile Setup
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eStaff Setup – Profile Setup
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eStaff Setup – Profile Setup
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eStaff Setup – Assigning Profile
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eStaff Setup – Assigning Profile
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eStaff Setup > Company Setup
Department setup

To add a new department, follow the steps below

Note: Designation, Job Grade Management, Skill, Certification Management and 

Employee Grade are done exactly in the same manner.
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eStaff Setup > Company Setup
Department setup

To add a new department, follow the steps below
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eStaff Setup > Company Setup
Edit Department information

To edit an existing department, follow the steps below
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eStaff Setup > Company Setup
Configuration
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eStaff Setup > 
Reminder Setup

Reminder is useful in helping one remember important dates such as Work Pass 

Expiration date or Birthday.
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eStaff Setup > 
Reminder Setup
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eStaff Setup > 
Reminder Setup Variable Page

The Variables list is a list of keyword in which eStaff used as a trigger. Please note that it is 

case sensitive and must ensure that there is % to state this is a keyword.
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eStaff Setup > 
Email Setup Page

The Email Setup allows you to change the name and email in which the staff when 

receiving a triggered reminder from eStaff will see.
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eStaff Setup > 
Import

Able to create new accounts and update the 
details using import function here. Good for 
mass accounts creation / updates. 

Download the template (in csv format) and 
upload it here.
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eStaff Setup > 
Training Budget

Training Budget allows you to allocate training budget for each staff. It also allows you to 

monitor as well as set a limit to the budget. Once the budget has been reached, the staff 

will not be able to take up any additional courses unless you increase the budget in this 

page.
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eStaff Setup > 
Training Setup

Training Setup is especially useful for you to create trainings in which your staff can 

sign up for. 
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eStaff Setup > 
Training Setup
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eStaff Setup > 
Training Setup
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eStaff Setup > 
Training Setup

Step 13 – Step 16 is optional. Use only if you wish to change the course provider 

information
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eStaff Setup > 
Training Setup

Step 17– Step 26 are the steps required for setting up a course.
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eStaff Setup > 
Training Setup

Step 27– Step 28 are optional steps you can take to delete a course.
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eStaff Setup – Letter Template
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eStaff Setup – Letter Template
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eStaff Setup – Letter Template
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eStaff Admin



eStaff Admin 

eStaff Admin Interface – By default, you will see the User Admin Page
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eStaff Admin – Add New User

You can use User Admin to create new employee record
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eStaff Admin – Add New User

You can use User Admin to create new employee record
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eStaff Admin – Add New User
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eStaff Admin – Add New User

If you subscribed to leave, you will be required to fill up Step 11 – Step 13
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eStaff Admin – Edit User 
Information

If you wish to edit the Department, Profile or Employee Grade you can do so using the Edit  

button
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eStaff Admin – Edit User 
Information
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eStaff Admin – View and Edit User 
Information

If you want to see the employee information or to help them to put in their 

information, you can click on the View button
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eStaff Admin – View and Edit User 
Information

If you want to see the employee information or to help them to put in their 

information, you can click on the View button
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eStaff Admin – View and Edit User 
Information
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Reports
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Report > 
Detail Report
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Report > 
Custom Report

Able to “customise” certain employees
details report.
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Please contact support@justlogin.com if you require any 
clarifications. You may also click onto Justlogin logo on the 
bottom right of the systems to reach the Support Team.

Thank You

‹#›
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