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Step by Step Guide - Login

Username: 
refer to your Registered Username

Pasword: Enter your chosen password

Note:
Please use the username and password you have
chosen during registration.
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New user?

Enter a valid email address, name
and define user role before clicking
on "Register"

Step by Step Guide - Registration
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Annual Budget Remaining

Shows total amount spent and
annual budget remaining.

Total Claims Received 

View total claims submitted this
month and year-to-date(YTD).

Step by Step Guide - Dashboard
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Bills Due Now

List of all bills that are outstanding.



Step by Step Guide - Dashboard
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Expense Tracker

View and approve/reject list of all
claims submitted by your team

Approve/Reject Claims

Use these tabs to approve/
reject claims submitted.



Step by Step Guide - Menu
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Menu Selection

Use the list of menu tabs
to carry out specific tasks



Corporate Maintenance

Use this tab to manage
corporate and benefits
settings.
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Step by Step Guide - Corporate Maintenance

Functions available:

- Manage corporate name, address &
contact information.

- Manage G-Flex system operators.

- Manage multiple operations/locations.

- Manage multiple employee benefit plans.

- Multiple category of employee benefits.

- Manage corporate documents.
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Step by Step Guide - Corporate Maintenance

Benefit Categories

Define benefit categories
approved by your organization
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Step by Step Guide - Corporate Maintenance

Submit Changes

Click on "submit" button after
you have made changes.

Success Notification

Success notification to show
changes done successfully.



Step by Step Guide - Member Database Maintenance
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Member Maintenance

Maintain database of all
members (principals &
dependants).

View/Edit Profile

Use these tab selections to
view/edit member profiles



Step by Step Guide - Member Profile
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Member Profile

Use this page to view/edit
member profile(s).



Step by Step Guide - Add Claim
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Add Claim

User is able to submit a
claim on behalf of one of its
members. Claims submitted
here will be queued for
payment.



Step by Step Guide - Add Claim
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Add Claim

User is able to submit a
claim on behalf of it's
member by using this add
claim form. Claims
submitted through this
form can be queued to be
paid to the member or the
merchant who provided the
service. 



Step by Step Guide - Invoices
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Invoice List

This page lists down all
invoices submitted for
settlement.

Search Filters

User can use the search filters
here to locate any invoice.



Step by Step Guide - Invoices
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Invoice List

This page lists down all
invoices submitted for
settlement.

Invoice Summary

Toggle between "invoice" and
invoice summary list here.



Invoice Summary

Invoice summary is generated at
the end of billing cycle. 

Step by Step Guide - Invoice Summary
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Upload Payment

Once payment has been made,
user will upload advice here.



Step by Step Guide - Productivity Reports
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Productivity Reports

User is able to view snapshots of
benefits programmes here. This
section allows user to download
these reports into an excel doc.



G-Flex 
Employee Benefits Administration

Made Easy
www.gflex.com.my

G-Flex Merchant Web App - The End


