
1 | P a g e  
 

 

MyLCDA Travel Record Management 

System 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Version 2.0 

Updated on 07 May 2026 

  



2 | P a g e  
 

Contents 

Backend Website .................................................................................................................................... 4 

Staff ..................................................................................................................................................... 5 

Add Staff ......................................................................................................................................... 5 

Edit Staff ......................................................................................................................................... 7 

View Staff ....................................................................................................................................... 8 

Delete Staff ..................................................................................................................................... 9 

Transfer Mobile App Registration to Staff ................................................................................... 10 

Remove Mobile App Registration ................................................................................................ 11 

News ................................................................................................................................................. 12 

Add News...................................................................................................................................... 12 

Edit News ...................................................................................................................................... 14 

View News .................................................................................................................................... 15 

Delete News .................................................................................................................................. 16 

Notice ................................................................................................................................................ 17 

Add Notice .................................................................................................................................... 17 

Edit Notice .................................................................................................................................... 18 

View News .................................................................................................................................... 19 

Delete News .................................................................................................................................. 20 

SOP ................................................................................................................................................... 21 

Add SOP ....................................................................................................................................... 21 

Edit SOP........................................................................................................................................ 22 

View SOP...................................................................................................................................... 23 

Delete SOP .................................................................................................................................... 24 

Announcement .................................................................................................................................. 25 

Add Announcement ...................................................................................................................... 25 

Edit Announcement ...................................................................................................................... 26 

View Announcement .................................................................................................................... 27 

Delete Announcement ................................................................................................................... 28 

Achievement ..................................................................................................................................... 29 

Add Achievement ......................................................................................................................... 29 

Edit Achievement .......................................................................................................................... 30 

View Achievement ........................................................................................................................ 31 

Delete Achievement ...................................................................................................................... 32 

Travel ................................................................................................................................................ 33 

View Travel .................................................................................................................................. 33 



3 | P a g e  
 

Print Travel Application PDF ....................................................................................................... 34 

Cancel Travel ................................................................................................................................ 36 

Delete Travel ................................................................................................................................. 38 

Report ................................................................................................................................................ 39 

Generate Travel Report ................................................................................................................. 39 

Mobile Application ............................................................................................................................... 41 

Normal Login (Password Method) ................................................................................................... 42 

Normal Login (Biometric) ................................................................................................................ 43 

Reset Password ................................................................................................................................. 44 

Travel Phase 1 - Apply by Staff ........................................................................................................ 46 

Travel Phase 1b - Cancel Request by Staff ....................................................................................... 49 

Travel Phase 2 - Recommend by Higher Authority .......................................................................... 51 

Travel Phase 3 - Approve by Higher Authority ................................................................................ 54 

Travel Phase 4 - Prepare Travel by HR Section ............................................................................... 57 

Travel Phase 5 - Notified by Staff .................................................................................................... 60 

 

 

  



4 | P a g e  
 

Backend Website 

The backend website is developed for Human Resource (HR) and Admin personnel to 

manage and control the contents and operations related to the mobile application. The system 

provides centralized management tools for handling travel applications, generating reports, 

and printing travel forms. 

The backend platform can be accessed securely through the following website: 

https://mylcda.com.my 

Authorized HR and Admin users can log in to: 

• Control and manage mobile app contents. 

• View and process travel applications. 

• Generate operational and travel reports. 

• Print official travel forms and related documents. 

The system is designed to improve operational efficiency, simplify administrative processes, 

and provide better monitoring of travel application workflows. 

 

  

https://mylcda.com.my/
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Staff 

The Staff Module is used to store and manage all employee information in a centralized 

system. It serves as the main source of staff data, ensuring consistency and accuracy across 

the platform. 

This data is then utilized for: 

• Mobile app usage – allowing staff to log in, access features, and perform actions 

within the app  

• Staff directory – displaying employee details (such as name, department, and contact 

information) within the mobile app for easy reference  

Add Staff 
1. Hover to sidebar: Staff Directory > Staff. 

 

2. Click on “Add Staff” button. 
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3. Fill in the staff data as required. 

4. Click on “Save” button.  

 

5. The staff data is saved. 
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Edit Staff 
1. Hover to sidebar: Staff Directory > Staff. 

 

2. Click on the “Edit” button on the respective row.  

 

3. Change the staff data as required. 

4. Click on “Save” button. 

5. The staff data is updated. 
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View Staff 
1. Hover to sidebar: Staff Directory > Staff. 

 

2. Click on the “View” button on the respective row. 

 

3. The staff data is displayed. 
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Delete Staff 
1. Hover to sidebar: Staff Directory > Staff. 

 

2. Click on the “Delete” button on the respective row. 

 

3. The staff is deactivated after deletion is confirmed. 
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Transfer Mobile App Registration to Staff 
1. Hover to sidebar: Staff Directory > Sign Up Staff. 

 

2. Click on “Approve” button on the respective row. 

 

3. The staff data is created after approval is confirmed. 
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Remove Mobile App Registration 
1. Hover to sidebar: Staff Directory > Sign Up Staff. 

 

2. Click on “Delete” button on the respective row. 

 

3. The staff data is created after deletion is confirmed. 

 

  



12 | P a g e  
 

News 

The News Module is used to manage external news access within the mobile app. It allows 

administrators to upload an icon and assign a link that directs users to public news websites. 

The uploaded icon will be displayed in the mobile app as an entry point, enabling users to tap 

and access the linked news page directly. Only the icon is shown in the app interface, without 

displaying any text or name. 

Add News 
1. Hover to sidebar: News > News.  

 

2. Click on “Add” button. 

 

3. Fill in the news data as required. 

4. Click on “Save” button. 
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5. The news data is saved. 
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Edit News 
1. Hover to sidebar: News > News.  

 

2. Click on “Edit” button on the respective row. 

 

3. Change the news data as required. 

4. Click on “Save” button. 

5. The news data is updated. 
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View News 
1. Hover to sidebar: News > News.  

 

2. Click on “View” button on the respective row. 

 

3. The news data is displayed. 
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Delete News 
1. Hover to sidebar: News > News.  

 

2. Click on “Delete” button on the respective row. 

 

3. The news data is removed after deletion is confirmed. 
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Notice 

The Notice Module is used to create and manage internal announcements for staff. It allows 

administrators to publish important updates, messages, or alerts that need to be 

communicated within the organization. 

Notices are displayed in the mobile app under notice module, where staff can easily view the 

latest information.  

Add Notice 
1. Hover to sidebar: News > Notice.  

 

2. Click on “Add” button. 

 

3. Fill in the notice data as required. 

4. Click on “Save” button. 

5. The notice data is saved. 
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Edit Notice 
1. Hover to sidebar: News > Notice.  

 

2. Click on “Edit” button on the respective row. 

 

3. Change the notice data as required. 

4. Click on “Save” button. 

5. The news data is updated. 
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View News 
1. Hover to sidebar: News > Notice.  

 

2. Click on “View” button on the respective row. 

 

3. The notice data is displayed. 
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Delete News 
1. Hover to sidebar: News > Notice.  

 

2. Click on “Delete” button on the respective row. 

 

3. The notice data is removed after deletion is confirmed. 

 

  



21 | P a g e  
 

SOP 

The SOP Module is used to store and manage Standard Operating Procedures (SOPs) in a 

centralized system. It allows administrators to upload and organize documents that outline 

processes, guidelines, and best practices for staff. 

These SOPs are made accessible through the mobile app, enabling staff to easily view and 

refer to the latest procedures anytime, anywhere. This helps ensure consistency, compliance, 

and proper execution of tasks across the organization. 

Add SOP 
1. Hover to sidebar: News > SOP.  

 

2. Click on “Add” button. 

 

3. Fill in the SOP data as required. 

4. Click on “Save” button. 

5. The SOP data is saved. 
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Edit SOP 
1. Hover to sidebar: News > SOP.  

 

2. Click on “Edit” button on the respective row. 

 

3. Change the SOP data as required. 

4. Click on “Save” button. 

5. The SOP data is updated. 

 

  



23 | P a g e  
 

View SOP 
1. Hover to sidebar: News > SOP.  

 

2. Click on “View” button on the respective row. 

 

3. The SOP data is displayed. 
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Delete SOP 
1. Hover to sidebar: News > SOP.  

 

2. Click on “Delete” button on the respective row. 

 

3. The SOP data is removed after deletion is confirmed. 
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Announcement 

The Announcement Module is used to create and manage general announcements for staff. It 

allows administrators to share important information, updates, or highlights that are relevant 

to everyone. 

Announcements are displayed in the mobile app, making it easy for staff to stay informed.  

Add Announcement 
1. Hover to sidebar: News > Announcement.  

 

2. Click on “Add” button. 

 

3. Fill in the announcement data as required. 

4. Click on “Save” button. 

5. The announcement data is saved. 
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Edit Announcement 
1. Hover to sidebar: News > Announcement.  

 

2. Click on “Edit” button on the respective row. 

 

3. Change the announcement data as required. 

4. Click on “Save” button. 

5. The announcement data is updated. 

 

  



27 | P a g e  
 

View Announcement 
1. Hover to sidebar: News > Announcement.  

 

2. Click on “View” button on the respective row. 

 

3. The announcement data is displayed. 
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Delete Announcement 
1. Hover to sidebar: News > Announcement.  

 

2. Click on “Delete” button on the respective row. 

 

3. The announcement data is removed after deletion is confirmed. 
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Achievement 

The Achievement Module is used to showcase achievements and recognitions across the 

LCDA Group. It allows administrators to publish accomplishments, awards, milestones, and 

success stories from different companies or departments within the group. 

These achievements are displayed in the mobile app, enabling staff to stay updated on 

organizational successes and highlights. 

Add Achievement 
1. Hover to sidebar: News > Achievement.  

 

2. Click on “Add” button. 

 

3. Fill in the achievement data as required. 

4. Click on “Save” button. 

5. The achievement data is saved. 
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Edit Achievement 
1. Hover to sidebar: News > Achievement.  

 

2. Click on “Edit” button on the respective row. 

 

3. Change the achievement data as required. 

4. Click on “Save” button. 

5. The achievement data is updated. 
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View Achievement 
1. Hover to sidebar: News > Achievement.  

 

2. Click on “View” button on the respective row. 

 

3. The achievement data is displayed. 
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Delete Achievement 
1. Hover to sidebar: News > Achievement.  

 

2. Click on “Delete” button on the respective row. 

 

3. The achievement data is removed after deletion is confirmed. 
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Travel 

The Travel Module is used to manage and display all staff travel applications within the 

system. It allows users to view travel request information, including application status, travel 

details, approval progress, and related records. 

The module supports monitoring and tracking of travel applications throughout the approval 

process, ensuring better visibility and management for both staff and administrators. 

 

View Travel 
1. Hover to sidebar: Travelling > Travelling.  

 

2. Click on “View” button on the respective row. 

 

3. The travel data is displayed. 
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Print Travel Application PDF 
1. Hover to sidebar: Travelling > Travelling.  

 

2. Click on “View” button on the respective row. 

 

3. Click on “PDF” button. 
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4. The travel application form with pre-filled details in PDF format is prepared for view 

and print. 

 

  



36 | P a g e  
 

Cancel Travel 
Cancelled travel records will remain stored in the system for future reference and record-

keeping purposes. 

1. Hover to sidebar: Travelling > Travelling.  

 

2. Click on “Cancel” button on the respective row. 

 

3. Fill in the cancel reason and upload supporting document as required. 

4. Click on “Cancel Travel” button. 
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5. The travel record is marked as cancelled. 
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Delete Travel 

Deleted records will be permanently removed from the system and cannot be recovered. 

1. Hover to sidebar: Travelling > Travelling.  

 

2. Click on “Delete” button on the respective row. 

 

3. The travel record is permanently removed from the system after deletion is confirmed. 
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Report 

The Report Module is used to generate travel records in PDF format. It allows users to 

produce organized travel application reports in a list view for documentation, review, and 

printing purposes. 

The generated reports can include details such as applicant information, travel destinations, 

status, and approval records. 

Generate Travel Report 
1. Hover to sidebar: Reports > Reports.  

 

2. Select start date and end date if applicable. Click on “Filter” button to filter travel 

record based on start date and end date. 

 

3. The travel record is shown. 

4. Click on “Print Report” button. 
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5. The report is generated and ready for printing. 
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Mobile Application 

The MyLCDA mobile application is developed for LCDA staff to manage travel applications 

and access important organizational information conveniently through mobile devices. 

The mobile application allows users to: 

• Submit travel applications. 

• Monitor application status and approval progress. 

• Participate in the approval process. 

• View announcements, news, and important information. 

• Access travel-related records and updates. 

The mobile application can be downloaded from: 

• Google Play Store: https://play.google.com/store/apps/details?id=com.lcda.MyLCDA 

• Apple App Store: https://apps.apple.com/my/app/mylcda/id6742534496 

  

https://play.google.com/store/apps/details?id=com.lcda.MyLCDA
https://apps.apple.com/my/app/mylcda/id6742534496
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Normal Login (Password Method) 
1. Enter your “Username” (Email front part) and “Password”. 

Example: “user@mylcda.com.my” → Username: “user” 

2. Click the “eye icon” next to the password field to show or hide the password. 

 

3. Check the “Remember Password” box to save your credentials. 

4. Press the “LOG IN” button to proceed. 

5. Once logged in, you will reach the “Home Page”. 
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Normal Login (Biometric) 

*Biometric login method is not available if device not supported or no biometric data saved in 

the device. 

1. Click on the “Face Recognition” button to trigger biometric verification. 

 

2. Reach the “Home Page” after successfully verified. 
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Reset Password 

1. Click on the “Profile” menu to go to “Profile Page”. 

 

2. Click on the “Change Password” button. 
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3. Enter your “Old Password” and “New Password”. 

 

4. Click on the “Change Password” button. 

5. The password is successfully changed. 
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Travel Phase 1 - Apply by Staff 

1. Click on the “Travel” menu to go to “Travel Page”. 

 

2. Click on the “Add Travel” button. 
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3. Fill in your travel request include data of proposed itinerary, supporting document, etc. 

 

4. Select your “Recommendation Person” (if applicable) and “Approving Authority” 
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5. Click on the “Save And Send to Approval” button if data all completed. Or click on the 

“Save” button for later edition. 

 

6. The travel request is send for approval. 
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Travel Phase 1b - Cancel Request by Staff 

*Travel request can be cancelled if not approved yet. 

1. Click on the “Travel” menu to go to “Travel Page”. 

 

2. Click on the travel request that need to be cancelled. 
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3. Click on “Cancel” button. 

 

4. The travel request is cancelled. 
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Travel Phase 2 - Recommend by Higher Authority 

1. Click on the “Travel” menu to go to “Travel Page”. 

 

2. Click on the “Rec” tab. 

3. Select the travel request to make recommendation 
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4. Click on “Edit” button next to section head comment 

 

5. Fill in data as requested. 
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6. Click on “Recommend” / “Not Recommend” according to your decision. 

 

7. The travel request labeled with “Recommended” / “Not Recommended”. 
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Travel Phase 3 - Approve by Higher Authority 

1. Click on the “Travel” menu to go to “Travel Page”. 

 

2. Click on the “Appr” tab. 

3. Select the travel request to approve/reject 
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4. If approve the travel, click on “Approve” button below Section Head Comment 

 

5. If reject the travel, click on “Reject” button below Section Head Comment 
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6. The travel request is Approved/Rejected 
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Travel Phase 4 - Prepare Travel by HR Section 

1. Click on the “Travel” menu to go to “Travel Page”. 

 

2. Click on the “HR” tab. 

3. Select the travel request to prepare travel. 



58 | P a g e  
 

 

4. Click on “Edit” button next to prepare travel data. 

 

5. Fill in your travel data include data of booked itinerary, booked hotel, etc. 
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6. Click on the “Complete” button if data all completed. Or click on the “Save” button for 

later edition. 

 

7. The travel request is completed with booked itinerary and booked hotel data. 
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Travel Phase 5 - Notified by Staff 

1. Click on the “Travel” menu to go to “Travel Page”. 

 

2. Click on the “Notif” tab. 

3. Select the travel request to view and declare notified. 
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4. Click on “Notify” button below “Booked Itinerary” and “Booked Hotel”. 

 

5. The travel request is notified. 


