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Overview	
Welcome to Backstage ESS platform. This is the login page of Backstage Employee-Self-Service 

Ø The Site link, User ID and Password should be provided by your HR Manager/Administrator 
at the beginning.    

 

Ø After you logged in, you can see the Dashboard. You can find some reminders here for you, 
including any pending leave applications. 
 

Ø Please change your password for security and privacy concerns on the top right-hand side 
by clicking “Change Password” 
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Ø If you forgot your password, you can click “Forgot Password”. After inputting your user ID 
(placement number or work email), a random password would be sent to your work email  

 

Ø You can either click on those icons on the Dashboard, or you can find the menu from the 
sidebar on the upper left-hand corner. 

 
 

Ø Here are ESS functions displayed at the sidebar: 

Message board Public messages by the administrator  
Contact list Colleagues contact information 
Library Attachments/Files uploaded by the administrator 
Personal 
Information 

Show your job and personal information.  
You can update your personal information and submit it to the administrator  

Leave Application Apply for leave 
Leave History Check the leave balance and the taken leaves records 
Calendar Show your monthly working schedule  
Group Calendar Check you and your colleagues leave records 
Timesheet Check your attendance records 
My Roster Check your weekly working schedules 
Punch In Out Record the staff punch in and punch out time 
Payroll History Download your monthly payslip  
IR56B Download your IR56B 

Ø Special Modules will be displayed if it was purchased by the company 

(Special module) 
Expense Claim 

Submit a claim form to your manager 

(Special module) 
Benefit History 

Check your entitled benefits and expense records 

(Special module) 
My appraisal 

Fill in your appraisal along with supervisors 
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(Special module) 
All Courses 

Check the courses provided by the company 

 

 

Ø If you are the Supervisor (e.g. leave approver, roster manager, appraiser, expense 
approver), you can also see below ESS functions displayed on the sidebar: 

Delegation Delegate your approval right to another staff when you are not in the office (on 
holiday/business trip) 

Leave Approval Approve/Reject your subordinate leave application(s) 
Team Timesheet View your teammate's attendance records 
Timesheet 
Approval 

Approve your subordinate’s timesheet(s) 

Team Roster Arrange and check the working schedules of your subordinates 
(Special module) 
Expense Claim 
Approval 

Approve your subordinate expense claim application(s) 

(Special module) 
Team Appraisal 

Submit your appraisee's appraisal 
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Message	Board	
Ø Here you can see news announced by the HR Department. 
Ø You can search the message by 

1. Any keyword(s) (can limit the time range with that keywords) 
2. Date 
3. Categories(set by HR) 
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Contact	List	
Ø Here you can find your colleagues’ contact information, e.g email, contact number, etc. 
Ø You can narrow the list by  

1. Searching the name of your colleagues 
2. Filtering the Organization or Department 
3. Select the alphabet A-Z  

 

	

	

	

	
 

 



Page 8 of 36 
 

Library	
Ø You can download any documents, e.g., Company Handbook uploaded by the HR 

Department.  
Ø You can search the documents by  

1.  TAGS  
2. Any Keywords 
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Personal	Information	
Ø Here you can see your personal and job information 
Ø Please check if the information is up to date. 

 

Ø In case you have anything to change, click “Update” and you can update the information 
you want.  

 

Ø Click “Submit update request” and it will then be reviewed by the HR Department before it 
updates the database. 

 

Ø After you submit the request, you cannot update the personal information until HR 
department approves or rejects your application. 
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Ø "Cannot update personal info when there is a pending request" would be shown. 

 
 

Ø You would receive the email notification no matter the request is approved or rejected 
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Leave	

Leave	Applications	
Ø Click the “Apply Leave” button and you can apply leave application.   
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Ø Fill in the necessary leave information.  
² Leave Status - Show leave balances of the leave for you to apply if the leave type is 

maintained balance 
² Take Leave - Apply for leave 
² Request entitlement - Request the administrator to add leave balance for you, 

normally for compensation leave 
² Remark – Additional information related to applying leave, e.g., reason for taking 

leave 
² Attachment- Related certificate and support document for leave application 

Ø ◆Note: Leave application may not be processed if you don't have enough leave balance, 
don't have remark or attachment 

 

Ø Your leave application will be reviewed by your leave approvers after being submitted 
 

Ø After your leave application was submitted, a notification email will be sent to your 
approvers 
 

Ø Once your leave application was approved, a notification email will be sent to you 
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Ø  You can also check your application status from different tabs. 
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Delete	Leave	Application	
(*Delete Leave Application is for the Pending Leave Application only) 

(*Pending Leave Application cannot be deleted on or after the leave date) 
 
Ø Go to the pending tab, you will see your unapproved leave applications over there. 

 

Ø Click on the leave application you want to delete and click the RED “Delete Leave 
Application” button 

 

Ø For Pending Leave Application on or after the leave date 
² Find HR(or any Admin Portal user) to delete the application in the Admin 

Portal(Attendance->Leave Application) directly, or 
² Find the approver/mark in the remark, and ask him/her to reject the leave application 
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Cancel	Leave	Application 

(*Only Approved Leave Application can be cancelled within 1 month of the leave start date) 

Ø Go to “Approved” tab and find the approved leave you want to cancel 
Ø Click "Cancel Leave Application" and approval is needed for the cancellation 

 

Ø You can see the Leave Application in both “Pending” and “Approved” with a little red 
remark of the application 

Ø After the approver approved, the leave application is cancelled 
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Ø The Leave Application will then be turned "Cancelled", which can be checked in ESS Portal 
 

Ø For Canceling the Approved Leave Application after 1 month from the leave start date 

² You cannot see any button at the bottom of the leave application 
² Find HR(or any Admin Portal user) to cancel the Leave Application 

   ◦ A notification email will be sent to the you as well as the approvers 
   ◦ The Leave Application will then be turned "Cancelled", which can be checked in 
ESS Portal 
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Leave	History	
Ø You can check your leave history and balance here. 

 

Ø By clicking on different leave type, our platform will show you the corresponding leave 
records and the calculation on the leave balance. 

Ø Please be noted that the leave balance shown is according to the leave period, some are 
annually, e.g. AL, some are monthly, e.g. SL, i.e Current Period can be "This Month" or 
"This Year" 
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Calendar	
Ø You can check out your daily working shift and leave in a monthly calendar view. 

² Redlight box - Public Holiday 
² Bluelight box – Today 
² Green line- Leave   

Ø You can directly apply leave by clicking on the date of the calendar 

 

Ø If you are the Approver/Supervisor of other staff, or you allow to view all the staff 
calendars, you can switch to other staff calendars and check their shift and leave by 
clicking the big blue button 
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Group	Calendar	
Ø Here you can see your colleagues approved and pending leave days 
Ø You can view the calendar by Week or Month 
Ø You can view your colleagues by department or company, or you can choose “Teammates 

who I can see their leave records” in directed box. 
Ø You can directly apply leave by clicking on the date of the calendar 
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Leave	(For	Approver	only)	

Leave	Approval	

Ø The number beside means the number of the pending leave application you need to 
approve 

 

Ø There are 3 types of Leave Applications 
² Take Leave: Apply for leave  
² Request to Cancel:  Cancel the approved leave application 
² Request Entitlement:  Request to earn leave balance 
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Ø You can select the leave application you want to approve/reject and approve/reject the 
application in batch. 

 

Ø Or you can click into the application to see the leave details, e.g., leave balance, and 
approve/reject the application with remark if you have anything to say. 
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Leave	History	
Ø As the manager, not just your own leave balance, but you can also have a glance on your 

subordinate’s too. 

 

Ø You can even check their leave records with details by clicking on the subordinate. 
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Calendar	
Ø Same as above, you can check out your subordinates’ daily working shift and leave records 

in a monthly calendar view, simply by clicking on the big blue button. 

 

Ø Redlight box - Public Holiday 
Ø Bluelight box - Today  
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Delegation	

Ø If you are the approver of the staff, you may need to delegate your approver rights to 
other placement when you are not in the office, e.g. on holiday/business trip 

Ø You can find Delegation in the Meun-->Delegation-->Delegate to 
someone

 
Ø Input "Delegate To", "Period" and "Roles to Delegate" 
Ø  After the effective period is over, this placement is no longer able to perform such rights 

anymore. 

Ø  
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Attendance	

Timesheet	
Ø You can check your attendance data (e.g., Shift, In & Out time) on each day by clicking into 

the timesheet. 
Ø You can update Attendance Records and Remark if allowed 

 

Ø You can see the "Save for later" button at the bottom of the page 

 

Ø "Submit for approval" would be shown at the month-end if approval is needed 
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My	Roster	
Ø You can check out your daily working shift and leave records in a Weekly calendar view. 

² Redlight box - Public Holiday 
² Bluelight box -  Today 
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Punch	In	Out	
Ø You can record your daily in/out time with your location/IP address(if the function 

enabled) 

 

² Click the time clock "Punch" and it would turn from bule to grey 
² the Punch Time would be shown in the corresponding box                       

 
² Even the Punch Time is not shown immediately, the time has been recorded in the 

back-end 
o Click "View 7 days punch records" to check all of the punch times on the 

previous 7 days 
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Ø If the function of recording the punch location is enabled, 

² A pop-up screen asking for permission to record location would appear before the 
staff 1st punch. Please tell the staff to choose "Allow" 
o If you choose "Block" or find cannot record the location. Please go to the 

browser settings to change the setting. 
§ At the top right, click More -> Settings. 
§ Click Privacy and security -> Site Settings. 
§ Click View permissions and data stored across sites. 
§ Find www.carbonik.net -> Location and update it to Allow. 

² The feature works only on the site providing a secure connection (HTTPS) 
² An Alert " Cannot get your location. Please check the location setting of your device 

"will be shown if the system cannot get your location 
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Attendance	(For	Manager’s	only)	

Team	Timesheet	
Ø You can see a summary of your teammate’s attendance in weekly view. 

  

Ø Or In Monthly view. 
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Ø You can even drill down to update the In & Out time or add some remarks. 
Ø You can also approve the Timesheet if the staff has submitted the timesheet to you  
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Team	Roster	

Ø You can check and assign your teammate’s working schedule here. 
Ø You can filter the Placement shown, or Change the Time range of the Roster shown 

² All Location, All Department, All Placement- choose the staff you want to see by 
Location, Department, or Placement Type.  

² Monthly- change the display to Daily, 7 Days, Weekly, or Monthly. 
² "Oct-2021"- change the Month of the roster 
² More Action- Print Roster, Import Roster, Print Timesheet, Approve All Leave 

Applications (if you are the approver of the staff too) 

 

Ø You can plan you staff Working Schedule 
Ø Add Shift 

² You can see “Create Shift on DD-MMM-YYYY” when clicking into the blank box 
² One by One: Select the date and input the Location and Shift 
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² Multiple days: Highlight the dates and input the Location and Shift if the staff work 
for the same shift 

 

Ø Edit Shift 
² Click into the existing shift and you can change the shift 
² You can see “Edit Shift on DD-MMM-YYYY” 
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Ø Delete Shift 
² Point to the existing shift and click the “rubbish bin” button 

 

² Delete shift one by one 
² Delete all the same shift on specific days in once until the date you select 
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Payroll	

Payroll	History	
Ø You will see all the available payslips here.  
Ø Click on the BLUE Cloud button and your payslip will be downloaded.  
Ø Open the payslip with your ESS login password 
Ø If you have changed your ESS password, the new password would apply to the file you 

download after changing the password. For any file you downloaded before, please use 
the old password to open it. 
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Taxation	

IR56B	
Ø You will see all the available IR56B here.  
Ø Click on the BLUE Cloud button and your IR56B will be downloaded.  
Ø Open the IR56B with your ESS login password 
Ø If you have changed your ESS password, the new password would apply to the file you 

download after changing the password. For any file you downloaded before, please use 
the old password to open it. 
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Logout	
Ø You can logout the platform by clicking the upper top right-hand corner. 

 

 

 

 

 

~End~ 


