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1. How to access to eUnite? 

Open Web Browser Google Chrome   and type url http://www.eunite.net  or create icon eUnite 

 and save on your  Desktop 
 
1.1 First time Log in to system 

Username and Password is provided for first time login.  

 
 

Instruction 

Field Description How to Remark 

Username Your Username to 
login to eUnite 

Enter your email i.e. 
test@eunite.com 

 

Password Define your 
Password 

Enter password (Follows 
Password pattern) 

 

Sign in button Button to confirm 
user name and 
password 

Click

 

 

http://www.eunite.net/
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 System will prompt you to change password for first time login. 

 
  

 Below is step to guide you on how to change to new password with instruction on screen. 

 
 

Instruction 
Field How to Remark 

Old Password Enter your Old Password  
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Field How to Remark 

New Password Enter new password (follow Password pattern 
and policy) 

New password must follow 
password pattern and 
policy from eUnite which 
show in password 
instruction. 

Re-enter 
Password 

Re-key your new password again  

ปุ่ ม Save Click   

Once new password changed, system will prompt you to define Question/Answer. You have to select 3 
questions and answers. In future login, system will random 1 question to answer for security reson everytime after login. 

 
 

 Then click   button and system will bring you to eUnite 
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Remark  
Security question/answer is one time setup. It will randomly and prompt to ask you everytime 

after login to eUnite. You must answer to the correct answer. 
 
Importance Notes, eUnite password will logout if 3 times wrong password type. The system will 
automatically unlock every 10 minutes. For every trying, the counting time will start from zero. 
 
1.2 How to Log in 

Click on icon eUnite or open url https://www.eunite.net 
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Field How To Remark 

Username Enter your user name i.e. test@eunite.com  

Password Enter Password which you have setup * You check  
 Remember username” 
If you would like to save 
your password 

Sign in Click  button 
 

 

 

 After login, system will prompt you to enter Answer from question that you have setup in the earlier, 
as below sample screen. 

 
 

It will then go main screen as below sample. 
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1.3 How to request new password. 
1.3.1 Enter your user name(email) in Username box. Then click on “Forgot Password” button as 

below sample. 

 
 

1.3.2 System will prompt you to re-confirm. Click Confirm button to confirm to resetup new 
password. 

 
 

1.3.3 New password will send to your Email. 
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1.3.4 Below picture shown sample email to inform your new password. 

 
 

2.  Employee Self Service 

2.1. Working calendar 

Calendar will show your working hour on the first row. In the second row will show you time that you clock 
in and out each day, leave request etc. 
 
Color code 
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2.2. Request Leave Online 

2.2.1. Click Leave shortcut menu on the left side of screen 
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Main screen for Leave Request 

 
 

2.2.2. Click  on top-right 
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Field How To Remark 

Employee System will default your name  

Leave Item Select leave item you want to apply One item per request 

Leave Type Click Droupdown List to select type 
- Full Day : this option to apply full day then only specify 
From and To date  
-Partial Day :  this option to apply partial day then only 
specify From date and time, and To date and time. The 
minimum is every full 1 hour.  

 
 

From Specific From date by click on Calendar icon and 
time(if partial day) as format HH:MM 

 

To Specific To date by click on Calendar icon and time(if 
partial day) as format HH:MM 

 

Reason Enter the reason for this request  

Remark Any other to apecify Optional 

Attachment Click if you have document to attached Maximum file size is 2 
MB and support file 
type are DOC, JPG, 
PDF, XLS, XLSX, XLM, 
PNG 

Created by Default by system  

Created Date Default by system  

Approved By Default by system  

Approved Date Default by system  

Request for Approval To submit your request  
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Field How To Remark 

Save Draft Save your document as draft  

Save & Copy Save the request and create new request  

Cancel To cancel the document  

2.2.3. You can check your balance when Leave Item pop-up window display. 

 

2.2.4. Check your request information and click on  button  to 
confirm your request to submit the approver. If any error or re-complete your 
information, click button on the top-left screen to go back to previous screen to complete 
information and confirm again.  
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2.2.5. Click  to confirm your request and will have email notify to approver 
and your inbox.  

 
 

2.2.6. Search Leave Document 

You can search all document that you have submitted for status checking or cancel the request.  

2.2.6.1. Click Leave shortcut menu from left side   
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2.2.6.2. Specify your search criteria and click  

 
 

Field How To Remark 

Status Select document status type or choose – ALL – to 
show all document type 

 
 

Employee Enter your name  

Leave Type Select Leave Type from Droupdown List  
 

 
Month Period Select Month and Year you want to filter  

 
Search To search data from your criteria  
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Field How To Remark 

Export  You also can export data to Excel or PDF by click 

   

 
 

2.2.7. Cancel Your Request 

You can cancel your request by yourself if the request have not yet approve by approver. 
If the request got approved, you have to inform the approver to cancel that request. 

2.2.7.1. Search your document same as method on item 2.2.3.2 and then click View button 
on request you want to cancel. It will show as below picture. 

 

2.2.7.2. Click Cancel  button to cancel  your request. 
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2.3. Time Entry 

Time Entry is used for when you work out side office or problem on clock in/out. This request is 
also require approval from your supervisor. You can make this request when your time clock in/out or any 
missing not present in your calendar. 

2.3.1. Click on  shortcut menu from the left side of screen. 

2.3.2. Click on  button on top-right of screen 

 
 
 

Field How To Remark 

Employee Enter your name System is default your name. 

Date Work Select Working date  

To Date Select End working date  
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Field How To Remark 

From Specific From date by click on Calendar icon and 
time(if partial day) as format HH:MM 

 

To Specific To date by click on Calendar icon and 
time(if partial day) as format HH:MM 

 

Reason Enter the reason for this request  

Remark Any other to apecify Optional 

Attachment Click if you have document to attached Maximum file size is 2 MB and 
support file type are DOC, JPG, 
PDF, XLS, XLSX, XLM, PNG 

2.3.3. Click Request for Approval and Submit Request to confirm your request and notify to 
approver. 

2.3.4. After specify all information then click Request for Approval to submit the request. You 
can Check, Cancel or Search request as same as Request Leave Online. 
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2.4. Overtime Request 

2.4.1. Click    shortcut menu on the left side. 

 
 

Field How To Remark 

Employee Enter your name System is default your name. 

Date Work Select Working date  

From Specific From date by click on Calendar icon and 
time(if partial day) as format HH:MM 

 

To Specific To date by click on Calendar icon and 
time(if partial day) as format HH:MM 
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Field How To Remark 

OT Criteria Specify request criteria  

Reason Enter the reason for this request  

Remark Any other to apecify Optional 

Attachment Click if you have document to attached Maximum file size is 2 MB and 
support file type are DOC, JPG, 
PDF, XLS, XLSX, XLM, PNG 

2.4.2. Click Request for Approval and Submit Request to confirm your request and notify to 
approver. 

2.4.3. After specify all information then click Request for Approval to submit the request. You 
can Check, Cancel or Search request as same as Request Leave Online. 

2.5. Email Notification 

There will be an email notify when any time request related has been done, see sample picture 
below. 
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- Sample email content from eUnite. 

 
 

- Sample email when supervisor approved request. 
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- Sample email when supervisor denied your request. 
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2.6. Medical Claim 

Click    on the left side of screen. Then click Create New Document on the top-right of screen. 
The budget is followed HR policy and your eligible. The system will automatically deduct from your budget once 
the request got submitted. The budget will roll back if the reuest got declined or cancel from the requestor or 
approver. 
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Field How To Remark 

Employee   

Effective Date Select Invoice Date and must matched with the 
receipt. Invoice date must not greater than 30 days 
from invoice date in the receipt. 

 

Reference No. Invoice Number must match with the receipt.  

Relation to Employee Select Self  

Patient Name Select your name  

Hospital Select hospital or clinic name  

Item Select Item group  

Disease Select disease  

Balance Amount The remaining balance will present Not allow to edit 

Amount Enter reimbursement amount less than or equal to 
Balance Amount 

 

Patient Type Select patient type i.e. IPD, OPD  

Reason Enter the reason for this request  

Remark Any other to apecify Optional 

2.7.1. Click Request for Approval and Submit Request to confirm your request and notify to 
approver.  

2.7.2. After specify all information then click Request for Approval to submit the request. You can 
Check, Cancel or Search request as same as Request Leave Online. 

  



 
Human Capital Management 

User Manual    

 

Last Updated 21/4/2017 

Employee Self Service 

 Page 24 from 34 
© 2017 Argento Asia. All Rights Reserved.  

Proprietary and Confidential 
 

2.7. Approve Request 

You will be notified email to your inbox from eUnite if you have any request for your approval. Another 
way to approval the request. You can directly login to eUnite and will be notify number of request 
waiting for your approval on Document menu (Top-Left) on screen. You will see the pending number 
of request in Red as below sample. 

 

 
 
Once click on Document shortcut menu, there will shown all request as below picture. You can click on 
Approve, Disapprove or Puch Back each request to action. 

 
 
If you want to see detail on each request, then click on each item document to display all details as below 
picture. You will see all details and button for Approve, Disapprove or Puch Back to action on that request.  
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You also can Approve, Disapprove or Puch Back all at once by click on check box left side of the titale 
name Document as below picture. Then click on button Approve, Disapprove or Puch Back you want to 
take action. 

 
 
You also can do Approve, Disapprove or Puch Back the request via email notification from “eUnite 
Notification” as below sample in your Outlook Inbox. 
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Once message got opened, there will see brief information and button Approve, Disapprove or Puch Back 
and you can click to take action. If you would like to see all details, then click View Detail and it will prompt 
you to login to eUnite.  

 



 
Human Capital Management 

User Manual    

 

Last Updated 21/4/2017 

Employee Self Service 

 Page 27 from 34 
© 2017 Argento Asia. All Rights Reserved.  

Proprietary and Confidential 
 

2.8. Cancel Approved Request 

Click History button on Top-Right  

 
You can click on Cancel button or click on document to see details. Then enter the reason in Comment 
box and click on Cancel button to cancel the approval.  
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The request will rollback and return entitle amount to that item automatically. 

 

2.9. Create eUnite Icon in your Smart Phone 

2.9.1. Create Icon in iOS (iPhone) 

2.9.1.1. Click “Safari” 
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2.9.1.2. Type url www.eunite.net will show as below picture 

 

2.9.1.3. Click on icon “Add to Home Screen” 
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2.9.1.4. Click Home icon and you see eUnite icon on screen 

 

2.9.1.5. The display screen is similar when you work on computer. 
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2.9.2. Create eUnte icon on Andriod (i.e. Samsung) 

2.9.2.1. Click icon “Internet” or Chrome   
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2.9.2.2. Type url www.eunite.net will show as below picture 

 

2.9.2.3. Click “Add to main screen” 
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2.9.2.4. You will get eUnite icon on main screen as below picture. 
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1.1.1.1. The display screen is similar when you work on computer.  

 
 
 
 
 


