How to transfer or deduct employee/s' diamonds

Step 1: Head over to All Features Tab at the top of the website 0 Under Rewards list,

select Diamond.
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Step 2: Diamond page — Click B icon — Click either you want to transfer or deduct
the diamond.
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Step 3: Fill in the amount. — Click Transfer Diamond or Deduct Diamond.
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Fill in the diamond amount that
you want to transfer.
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Fill in the diamond amount that
you want to deduct.
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Step 4: Done Update for one by one.
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bulk update

Step 5: If you want to update by bulk, click Bulk Action to select Deduct or Transfer.
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Step 6: Select the employees that you want to transfer/deduct their diamond by tick the
box.




Step 7: Back to the top and click Apply.
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Step 8: Fill in all the details and click Preview — Click Transfer Diamond if all is correct.
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Step 9: Bulk Update done..

¥ ¥ Diamond

Diamond
Current Dlameond: <7 1,021

Migdn A B -

M + Current Dlsmiond
Zhang Eerd Hang & 0
Cheng & 0

[Pt ) oS - Tt 10

summary X

Hame Diomond Recelved

rml\ﬂ L] T||: 10
Cremoihy L]
Craar i 4]
Total ao

=

—

Dkarrond s succassfully tronstered ta 2 paopls

M sesireian DinEoe Tiaie i A1) (D powt s | .
Dapartment Errvil Axcthn
et ng+ CASEYIMICoOnp C om Helniy

chongsrimang +ceagigmal com Hesliry



