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Chapter 1 – Login to Mobile Apps 

This chapter contains description of login procedure. 
 
 
 
 

 
 
 
 

 

• Open “Employee” application. • Enter username and password, 
tap on “Login”. 
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• You will get verification 
code in SMS. 

It will automatically enter, tap 
on “Verify OTP”. 
It will redirect to Dashboard 
page. 

 

• You can also configure 

Face Recognition login. 
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• You are now logged into Employee Mobile Apps. You can 

check your Payslip Breakup, Leave Balance etc on 

Dashboard. 
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Chapter 2 – My Profile Dashboard 

 

This chapter contains description of My Profile Dashboard. 

 

• Open and login to “Employee” application, tap on “Profile”. 
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• Your profile dashboard is now displaying. You can 

check your Personal Details, Subordinate Details 

and Family Details. 
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• To set your profile picture, 
tap on edit icon. 
 

• Tap on “Choose from 
Gallery” or you can directly 
take picture from camera. 
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• Select picture by browsing your local files. Your display 
picture is changed successfully. 
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Chapter 3 – TRA 
 

This chapter contains description to create TRA request. 
 
 

 

• Open and login to “Employee” 
application, tap on “E-Services” 
and go to “TRA”. 
 
 

 

 

 

 

 

 

• You can check your 
previously created leaves 
and their status. Tap on 
“Create TRA”. “Apply Ticket” 
option will be visible for 
expatriates. 
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• First tab will display 
user’s leave balance, tap 
on “Leave Request” tab. 

 
 
 
 
 

 

 
 
 
 
 
 
 
 
 

 

• Fill mandatory details. 
• To select delegation, enter 

employee number to whom 
you want to select as delegate 
in “Delegation” field and tap on 
search icon as shown below: 

 
 

• Full name of employee will be 
displayed after selecting 
delegate. Tap on “Add 
Absence” once you  finish with 
the basic information. 
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• Absences will be 
automatically calculated 
based on your selection in 
previous screen (i.e. 
Administrative Leave, 
Holiday Leave, Mid Year 
Leave). You can adjust 
Absence Type if required. 
Tap on “Ticket Data” after 
reviewing absence details. 

• Check “Ticket Required?” 
if needed. Otherwise tap 
on “Review”.  
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• If user selects “Ticket 
Required?”, application 
will be redirected to 
Ticket Details page. Fill 
necessary information in 
“Ticket Details” tab and 
tap on “Apply to All”. 

• Tap on “Annual Ticket” 
to review your ticket 
details then tap on 
“Comment”. 

• Add comments if needed 
and tap on “Review”. 
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• You can review filled details, approver list and attach 
supporting documents same as Oracle E-Business Suite 
system.  
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• After reviewing, check “I have read and agreed to the 

MNG-HA policies” and tap on “Submit” as below: 
 

 

 
 
 

 

• TRA request is successfully submitted for approval 
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Chapter 4 – Sick Leave 
 

This chapter contains description to create Sick Leave request. 
 

 

• Open and login to 
“Employee” application, 
tap on “E-Services” and  
go to “Sick Leave”. 

• You can check your 
previously created leaves 
and their status. Tap  on 
“Create Sick Leave”. 
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• Fill mandatory details and tap on “Next”. 
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• You can review filled details, approver list and attach 

supporting documents same as Oracle E-Business Suite 

system.  
 
 
 
 

 

 
 
 

 

• After reviewing, tap on “Submit”. Sick Leave request is 
successfully submitted for approval. 
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Chapter 5 – Business Leave 
 

This chapter contains description to create Business Leave 
request.  

 
 

 

• Open and login to 
“Employee” application, 
tap on “E-Services” and  
go to “Business Leave”. 

• You can check your 
previously created leaves 
and their status. Tap on 
“Create Business Leave. 
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• Fill mandatory details and tap on “Next”.  
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• You can review filled details, approver list and attach 

supporting documents same as Oracle E-Business Suite 

system. 

• After reviewing, tap on “Submit”. Business Leave 

request is successfully submitted for approval.  
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Chapter 6 – Professional Leave 

 

This chapter contains description to create Professional Leave 
request. 

 
 
 

 
 

 

• Open and login to “Employee 
“application, tap on “E-
Services” and go to 
“Professional Leave”. 

•  You can check your 
previously  created leaves 
and their status. Tap on 
“Create  Professional 
Leave”. 
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• Fill mandatory details and tap on “Next”.  
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• You can review filled details, approver list and attach 

supporting documents same as Oracle E-Business Suite 

system. 

• After reviewing, tap on “Submit”. Professional Leave 

request is successfully submitted for approval. 
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Chapter 7 – Final Clearance 

 

This chapter contains description to check Final Clearance status. 
 
 
 

 
 

 

• Open and login to “Employee 
“application, tap on “E-
Services” and go to “Final 
Clearance”. 

• Tap on the 
request. 
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• It will display all the approver details and approval status of your 
request. 
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Chapter 8 – Vacation Rule 

 

This chapter contains description to create, update and delete 
Vacation Rule. 

 

 

 • Open and login to 
“Employee “application, 
tap on “E-Services”  and 
go to “Vacation  
Rule/Delegation”. 

• You can check previously 
created vacation rules. 
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1. Create Vacation Rule 
 

 

• Tap on “Create Vacation 
Rule”. 

• Select Start Date and  
End Date. 
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• Enter employee number of 
the user you want to 
delegate/transfer your 
notifications and tap on 
“Search” icon as shown 
below: 

• Full name of the selected 
employee will be displayed 
in “Reassign Person” block. 

• Check “Delegate” or “Transfer” 
as required and tap on “Next”. 

• Review your request and tap on 
“Submit”. Vacation Rule is 
created successfully. 
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2. Update Vacation Rule 
• Choose the rule you want 

to update from previously 

created 
rules and tap on “Update”. 

 
• Change Start Date and End 

Date as required. 
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• Enter employee number of the user you want to 

delegate/transfer your notifications and tap on 

“Search” icon as shown below: 
 

 

 

• Full name of the selected employee will be displayed in 

“Reassign Person” block. 

• Check “Delegate” or “Transfer” as required and tap on 
“Next”. 

• Review your request and tap on “Submit”. 

Vacation Rule is updated successfully. 
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3. Delete Vacation Rule 
• Choose the rule you want to 

delete from previously created 
rules and tap on “Delete”. 

 
• Tap on “Yes” 

 

 
 
 
 
 

 

• Vacation Rule is deleted successfully 
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Chapter 9 – ESC Membership 

 

This chapter contains description to create, change and 
discontinue ESC Membership Request. 

 
 
 

 
  

• Open and login to 

“Employee “application, 

tap on “E-Services “and 

go to “ESC Membership”. 

 

• Fill all the details and tap on 
“Next”. 
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• Review the information and tap on “Submit”.  
 

 

 
 

 

• Membership request is successfully submitted for approval. 
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Chapter 10 – Approvals 
 

This chapter contains description of approval process of 
notifications. 

 
 

 

• Open and login to 
“Employee” application, 
tap on “Notifications”. 

• Different notification and their 

respective counts will be 

displayed. You can long press 

on the notification icon to 

check total and FYI counts as 

below: 
 

 



 

36  

 

 

• Tap on notification to take action. 
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• FYA notifications will have “Approve” and “Reject” 

button and user can check request details, approval list 

and attachments added by a requester. 
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• FYI notifications will have “Ok” button to close the notification 
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Chapter 11 – Miscellaneous 

 

This chapter contains description of some miscellaneous 
functionalities like changing language, clear the cache and 
turn on/off face 

 

 
 

1. Clear cache 
• Open and login to 

“Employee “application, 
tap on “Settings”. 

• Tap on “Clear” in Clear 
Cache block. 
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• Tap on “Ok”. 
 

 

 

• Cache is successfully cleared. 
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2. Change Language 

• Open and login to 

“Employee” application, tap 

on “Settings”. It will display 

currently selected language. 

 
• Select your preferred 

language from “Preferred 

Language” block and tap on 

“Save Changes”. 
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• Note: Clearing the cache is suggestable after changing the 

language of application. 

• Tap “Yes”. • You have successfully 
changed language of the 
application. 
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3. Turn on/off Face ID/Fingerprint 

• Open and login to 
“Employee” application, 
tap on “Settings”. 

 
• Select “Turn on/off” 

checkbox to enable face 
ID or fingerprint and tap 
on “Save Changes”. 

 

 
 
 
 

 

• Tap on “Yes”. 

• Face ID or fingerprint is now enabled based on your phone’s 
configuration. 


