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Company’s Information
Verify / update company’s information such as contact person, contact number, bank information,
and company’s statutory number and etc.

1.1 View Company’s Information

Company Setup > Control Master (Admin) > Payroll Setup >Tick Expand All to view all information
[Figure 1-1]

Control Master Payroll Setup EA Form Setup Figure 1-1
Employer Information
Bank Info
Salary Calculation Method
1.2 Amend Company'’s Information
Insert new information > Save [Figure 1-2]
Reset — clear all existing data
| Bank Info |
Salary Calculation Method Figure 1-2
| EPF |
EPF No. : — EPF State . 7-Pulau Pinang v Reset
ContactPerson oom omm Ml Phone : u
1D n - Email suppart@mywave biz

Paosition u e




Policy

Define pay periods for payroll / cut-off date based on company’s rules.

2.1.0 Payroll Pay Policy
2.1.1 Create Payroll Policy

Payroll > Policy > Payroll Pay Policy > Add [Figure 2-1]

Pay Policy .
= Figure 2-1

{ payment Mode

Save

Payment Mode Bank v

: Pay Policy

Record has been successfully deleted !

No Record Found

Insert name of Pay Policy > Insert cut-off date & set it as previous month or current month > Save
[Figure 2-2]

Pay Policy .
— Figure 2-2

Pay Policy *Required Field)

Pay Policy = Cancel

Description

Mid-Month Cut-Off day = =/ No Mid-Menth Fay

End-Month Cut-Off day ¥

Allowance Cut-Off day » © Previous Month ® Current Month
Deduction Cut-Off day * © Previous Month ® Current Month

Overtime Cut-Qff day * © Previous Menth ® Current Month




Pay Policy name: ALL /STAFF /FOREIGN WORKER [Figure 2-3]
If DO NOT practice mid-month payroll > tick No Mid-Month Pay (don’t have to put any cut-off date)

End month cut off: 31%
Meaning, salary calculation starting from 1 to 31% (final day of the month)
E.g. May 2020 payroll, salary calculate from 1% May 2020 to 31° May 2020

Allowance, Deduction, Overtime: Cut Off: 20", Current Month

Meaning, Allowance, Deduction and Overtime will be count from 21 of Apr 2020 to 20" May 2020

“Pay Policy ( *Required Field)

Figure 2-3
Pay Policy * ALL m Cancel
Description
Mid-Month Cut-Off day = “ No Mid-Month Pay
End-Month Cut-Off day = 31
Allowance Cut-Off day = 20 Previous Month ® Current Month
Deduction Cut-Off day = 20 Previous Month ® Current Month
Overtime Cut-Off day = 20 Previous Month ® Current Month
Once data is Save, screen will be displayed as [Figure 2-4]
'Pﬁyment Mode : .
Payment Mode = Bank v
Thay Pty |

Record has been successfully updated |

Add
ALL - 31 20 (Current Month) 20 (Current Month) 20 (Current Month) Edit | Delete

If cut-off date for employee Allowance is 20'"; Previous Month

Meaning, Allowance will be calculated from 21 Mar 2020 to 20™ Apr 2020 for May 2020 payroll




2.2 Payroll Period Maintenance
2.2.1 Create Payroll Period

Payroll > Pay Policy > Pay Period Maintenance > Generate [Figure 2-5]

Payroll Year 2020 v

Payroll Month ALL v

Pay Policy ALL ~

Payroll Type HEn G erm

Payroll Status Olcie=ea @y

Year Month Type Pay Start End Overtime Overtime Allowance Allowance Deduction Deduction
Policy Date Date Start Date End Date Start Date End Date Start Date End Date

No Record Found

4[5 (page 1 ot 1y [F]1]

Select - Year, Month, Pay Policy and Pay Period Type > Generate [Figure 2-6]
* Month: ALL to ALL means Jan to Dec

Cancel

[ Overwrite current period

Yearx [ 2020 v
Menth = ALL v - ALL v
Pay Policy » ALL v

[® Mid-month/End-month | yyyy-mm ¥

Payroll Type*

2 Ad-Hoc

* Overwrite current pay period means delete the current pay period and regenerate new pay period
following the latest pay policy.

Once being generated, screen will display [Figure 2-7]

Fayroll Year ©| 2020 v

Payroll Month : ALL v

Pay Policy B ALL v

Payroll Type HCd 14 m I
Payroll Status L) closas ¥

Year Month Type Pay Start Date End Date Overtime Overtime Allowance Allowance Deduction Deduction
Policy Start Date End Date Start Date End Date Start Date End Date
ALL

2020 1 2020-01-01 2020-01-31 2019-12-01 2019-12-31 2020-01-01 2020-01-31 2019-12-01 2019-12-31
2020 2 ALL 2020-02-01 2020-02-29 2020-01-01 2020-01-31 2020-02-01 2020-02-29 2020-01-01 2020-01-31
2020 3 ALL 2020-03-01 2020-03-31 2020-02-01 2020-02-29 2020-03-01 2020-03-31 2020-02-01 2020-02-29
2020 4 ALL 2020-04-01 2020-04-30 2020-03-01 2020-03-31 2020-04-01 2020-04-30 2020-03-01 2020-03-31
2020 5 ALL 2020-05-01 2020-05-31 2020-04-01 2020-04-30 2020-05-01 2020-05-31 2020-04-01 2020-04-30
2020 6 ALL 2020-06-01 2020-06-30 2020-05-01 2020-05-31 2020-06-01 2020-06-30 2020-05-01 2020-05-31

4 (page 1 orz) (00

Figure 2-5

Figure 2-6

Figure 2-7




2.2.2 Create Ad-Hoc Pay Period

Click Create > Select Year, Month, Pay Policy, Tick Vv Ad-Hoc and set the name of pay period without
spacing
> Generate [Figure 2-8]

Figure 2-8
[ overwrite current period
Yearx= 2020 v
Month ¥ 01 vl - 01w
Pay Policy # ALL v
© Mid-month/End-month
Fayroll Tyee Ie Ad-Hoc |Bonus I
2.2.3 Open/Close Pay Period
Edit > Select Inactive — OPEN means the pay period is ready to process > Save [Figure 2-9 & Figure 2-
10] Edit > click Open — CLOSED means the pay period is disabled for processing > Save [Figure 2-9 &
Figure 2-10]
Relri Edit | Add .
j Figure 2-9
Payroll Year B 2020 v
Payroll Month : ALL v
Pay Policy : ALL ¥
Payroll Type il “ m 7 m
Payroll Status BT ECY Gpen I
Year Month Type Pay Overtime Overtime Allowance Allowance Deduction Deduction Status
Policy Start Date End Date Start Date End Date Start Date End Date
2020 1 ALL 2020-01-01 2020-01-31 2019-12-01 2018-12-31 2020-01-01 2020-01-31 2019-12-01 2019-12-31 [inactive |
ALL 2020-01-01 2020-01-31 2019-12-01 2019-12-31 2020-01-01 2020-01-31 2019-12-01 2019-12-31
[ [ conce | Fiqure 2-10
Payroll Year N 2020 v
Payroll Month ALL v
Pay Policy B ALL v
Payroll Type T rl m rl
Payroll Status : Closed | ¥/ [BI2] ¥/
Year Month Type Pay Overtime Overtime Allowance Allowance Deduction Deduction Status
Policy Start Date End Date Start Date End Date Start Date End Date

2020 1 ALL 2020-01-01 [ 2020-01-31 [E] | 2019-12-01 [E]  2019-12-31 [ | 2020-01-01 [E]  2020-01-31 [E| | 2019-12-01 [E|  2019-12-31 [
[ Bonus VAR 2020-01-01 2020-01-31 2019-12-01 2019-12-31 2020-01-01 2020-01-31 2019-12-01 2019-12-31




2.2.4 Edit Date of Pay Period

Payroll > Pay Policy > Pay Period Maintenance > Edit > Change the Date > Save

* NOTE: Previous month End Date and current month Start Date must be a continuous date

OR

Current month End Date and next month Start Date must be a continuous date

Change Overtime cut-off for February 2020
Original cut-off : 2020-02-29 [Figure 2-11]

Early Cut-off  :2020-02-25 [Figure 2-12]
* NOTE: Have to change the OT cut-off date for next month as well (must be a continuous date
between month) to avoid any OT records being omitted

L [ e ;
Figure 2-11
2ayroll Year 2020 v
3ayroll Month ALL v
Pay Policy ALL v
2ayroll Type v s ’
2ayroll Status Closed ¥ &
Year Month Type Pay Start Date End Date Overtime Overtime Allowance Allowance Deduction Deduction
Policy Start Date End Date Start Date End Date Start Date End Date
2020 1 2020-01-01 [Z] 2020-01-31 [5]| 2019-12-01 [@ | 2019-12-31 [5] | 2020-01-01 [@  2020-01-31 [@ | 2019-12-01 [ | 2019-12-31[F) [ open |
Bonus JEARN 2020-01-01 [Z] 2020-01-31 [ | 2019-12-01 [@ | 2019-12-31 [3] | 2020-01-01 [  2020-01-31 [@ | 2019-12-01 [ | 2019-12-31[F]
2020 2 ALL 2020-02-01 [Z] 2020-02-20 [£] | 2020-01-01 [ | 2020-01-31 [E] | 2020-02-01 [E]  2020-02-20 [E] | 2020-01-01 [F | 2020-01-31 [F]
2020 3 ALL 2020-03-01 [E] | 2020-03-31 [E] | 2020-02-01 [F] 2020-03-01 [@ | 2020-03-31 [@ | 2020-02-01 [E | 2020-02-29 [E]
2020 4 ALL 2020-04-01 [Z] 2020-04-30 [£] 2020-03-01 [E] | 2020-03-31 [Z] | 2020-04-01 [  2020-04-30 [  2020-03-01 [E | 2020-03-31 [F]
e [ o :
Figure 2-12
Payroll Year 2020 v
Payroll Month ALL v
Pay Policy ALL -
Payroll Type I v v
Payroll Status Closas ¥ i
Year Month Type Pay Start Date End Date Overtime Overtime Allowance Allowance Deduction Deduction
Policy Start Date End Date Start Date End Date Start Date End Date
2020 1 2020-01-01 [£] 2020-01-31 [E 2019-12-01 [E] 20191231 [E | 2020-01-01[F 20200131 ([  2019-12-01 B 20191231 | EEY
| Bonus JEYRE 2020-01-01 [£] 2020-01-31 [E] 2019-12-01 [E]  2019-12-31 [E | 2020-01-01 [E]  2020-01-31 [E]  201e-12-01 [E  2019-12-31 [E]
2020 2 ALL 2020-02-01 [ | 2020-02-29 [ 2020-01-01 [5]  2020-01-31 [&] | 2020-02-01 []  2020-02-29 (@]  2020-01-01 (3]  2020-01-31 [3]
2020 3 ALL 2020-03-01 [E] 2020-03-31 [F] 2020-02-01 [5] | 2020-02-25 [5] I 2020-03-01 [E  2020-03-31 [  2020-02-01 [E]  2020-02-20 5]
2020 4 ALL 2020-04-01 [ 2020-04-30 O| 2020-03-26 [Z) | 2020-03-31 [F | 2020-04-01 [E  2020-04-30 [E] | 2020-03-01 [E  2020-03-31 [F]




Formula

Define the calculation formula and subject to statutory based on company’s policy.

Steps to create a Formula:

1) Define formula group (Allowance/Deduction/Overtime/BIK)
2) Define calculation formula
3) ldentify Variables (or named as Base Code) that need to be created.
4) Decide the name of Base Code and Name of the Formula.
e Note: No spacing for naming. No mathematics symbol (+ - * /).
e Replace spacing or mathematics symbol with underscore [ _ ]
5) Createin system
1) Define formula group (Allowance/Deduction/Overtime/BIK)
2) Define formula calculation
3) ldentify Variable(Base Code) that need to be created
SAL hours
4) Decide the Base Code name and Formula name
e Please take note: No spacing & No mathematics symbol (+ - * /) in naming.
e Replace spacing or mathematics symbol with underscore [ _ ]
O[5 = SAL / 26 / 8 * 15 *[hours|
SAL UNIT_OTa_s5
5) Createinsystem

a. Base Code Setup
b. Formula Code Setup
c. Payroll View Control




3.1 Base Code Setup
3.1.1 Create Base Code [Variable]

Payroll > Formula > Base Code Setup > New [Figure 3-1]

Base Code Set-up

Base Code Set-up (*Required Field)

Select Base Code
Base Code Name*
Base Code Description

Display Group

> Insert Name of Base Code > Select Display Group > Save [Figure 3-2]

Base Code Set-up

Base Code Set-up ( *Required Field)

Select Base Code - v

IEasa Code Name =

Basze Code Description

Display Group

|-

NOTE: Check the availability of the base code before creating a new base code to avoid

duplicates.

Available Base Code

Figure 3-1

Figure 3-2

ZAKAT

Base Code Name Description

CP38 CP38

SAL Salary

UNIT Total Working Day
UNIT_DOM Day of Month (Current Month)
UNIT_UPL Unpaid Leave (Days)

Zakat




Available Formula

Formula Name

Formula Calculation

CP38
UNIT_Unpaid_leave
Unpaid_leave
ZAKAT

CP38

UNIT_UPL
SAL/26*UNIT_Unpaid_leave
ZAKAT

Name of Base Code
Display Group
[Figure 3-3]

Base Code Set-up

Base Code Set-up (#Required Field) ;

Select Base Code

:UNIT_OTa_5
: Overtime

IEase Code Name UNIT_OT1_5

Base Code Description

| Displey Groue Overtime v

Figure 3-3




3.2 Formula Code Setup
3.2.1 Create Formula

Payroll Module > Formula > Formula Code Setup > choose Type > New [Figure 3-4] > Insert Name of
Formula > Insert Calculation Formula (choose Base Code from the List of Code [Figure 3-6]) > tick
Subject to which statutory > Save [Figure 3-5]

3K HRMS Application/ Payroll / Formula / Formula Code Setup

Allowance Salary Deduction OT Salary/Wages Benefit In Kind

Figure 3-4

 Allowance Set-up { *Required Field)

Formula Name s ©

Formula Detail =

Allowance Set-up ( #Required Field) Figure 3-5

Select Formula - - v Cancel

Formula Name= - I

Formula Details - [List Code]

UBject 10

[List Code]

duction Figure 3-6

Allowance 321.;:ic' Others
- i Name Description

I Salary Deduction

I Base Code

Close




Types of Transaction : Overtime [Figure 3-7]

Name of Formula : OT1_s [Figure 3-7]

Calculation Formula  :SAL/26/8 * 1.5 * UNIT_OTa_s [Figure 3-7, Figure 3-8, Figure 3-9, Figure
3-10]

Subject to : SOCSO, TAX [Figure 3-11]

Allowance Salary Deduction OT Salary/Wages Benefit In Kind

Figure 3-7

OT Set-up (#Required Field)

Select Formula - ¥ Save Cancel

Formula Name = - oT1_5
Formula Detail = [List Code]
E
Subject to BONUS
EIS
EFF
EFF_ADD

HRDF
oT

Figure 3-8
Allowance Deduction Overtime m

Allowance Name Description

Bonus
| SAL Salary |
Salary Deduction TABUNG HAJI
UMNIT Total Working Day
oT UNIT_DOM Day of month

Base Code




| OT Set.up (*Required Field) |

Select Formula :

Formula Name = :

Formula Detail = :

Subject to:

Allowance

OT_15

| [Esanizes1s |

[List Code]

[ Bonus
Ceis

O epr

[ EPF_ADD
[ HRDF

(BRIt s

Figure 3-9

Allowance Deduction Owertime Others

Description

UNIT_OT1_5

Salary Deduction

Base Code

Allowance Salary Deduction OT Salary/Wages BenefitIn Kind

OT set-up

Select Formula :

Formula Name=# -

Formula Detail=

Subject to

oT1_5 I

[#SALI26/8*1 5 #UNIT_QT1_5] I

[List Code]

LBON
¥ EIS
¥ EPF
L EPF_ADD

I HRDF
Dot

¥ socso
¥ Tax

) Tax_add

Figure 3-10

Fiqure 3-11




3.2.2 Delete Formula
1. From the list of formula, select the formula you wish to remove from the list, then select
delete.

2. While deleting a formula, system will show a confirmation message. Once click “confirm”,
user will not be able to view the removed formula anymore.

Do you wish to delete Overtime1_07?

3. [Ifthereis a scenario where relative formula might be calling the main formula that you wish
to be removed. For instance, users are required to delete the relative formula first. The
following message below will appear if user is deleting the main formula.

List of Affected Formula

Deleting the following formula will cause abnormality to these following formula
Please make amendment towards the following formulas first

No. Formula Name Formula Details Formula Mid Month

1 Claim [#CLAIM_AMT]+[OT1_5]



3.2.3 Restore Formula
To restore the deleted formula, user need to select “Restore” and a list of deleted formula
will be displayed.

Select the formula that you wish to restore and select “Restore Records” to proceed.

Restore Formula

Formula Name Formula Detail
El Overtime1_0 [#SALI26/8 [UNIT_Overtime1_o]

A confirmation message will be displayed for further clarification. Select “Ok” to proceed.

Are you sure you want to restore record{s)?

Once completed, user would be able to make amendments on the restored formula. Once
finished, click “Save” to compare the restore process.

Select Formula : A m

Formula Name= Overtime1_0

[#SAL1/26/8*[UNIT_Overtime1_0]

Formula Details : [List Code]

Subject to: BONUS
EIS
EPF
EPF_ADD
HROF *Optional to re-subject
oT for this formula
FRS
Socso
Tax
Tax_add



3.3 Payroll View Control
3.3.1 Payroll View Code / Show Code at Processing Screen

Payroll > Formula > Payroll View Control > Tick Hide / Show / Exclude > Save [Figure 3-12]

1. User can go to payroll view control and set 3 types of pay period (Mid, End, Ad-hoc). User
can choose to show or include the base code in payroll staging.

2. Forexample, if user untick SHOW in the checkbox of "BIK_CAR” for month END,
"BIK_CAR” will not be displayed in month END processing.
If user untick INCLUDE in checkbox of “"BIK_CAR"” for month END, "BIK_CAR" will be
excluded and not calculated in month END processing.

Sample:

Payroll Load

Payroll Visibility Control

4 Change Sequence

Policy i
ALL L4
Seq & Type = Code kY Description Py
“Include % Show ¢ Include ¢ Show ¢ Include ¢ Show ¢
v v
1 Others EMPNAME “Iinclude “ishow “linclude “Ishow “linclude “IShow
2 Others SAL Salary #linclude #ishow “linclude “IShow “linclude ¥iShow
3 Others ADDITIONAL_EPF #linclude Show Include Show “linclude Show
4 Others ADDITIONAL_FCB #linclude Show Include Show Include Show
F’ Others BIK_CAR #include Show Ylinclude Show Zlinclude Show II
Allowance | CLAIM_AMT ¥include “ishow “linclude “IShow “Include “IShow
7 Others CP38 CP38 #include Show “Iinclude Show “Iinclude Show
H n ” n ”
Untick "Show” in the row of "Month End” under column End,
H )\ " H
Result showed: Info of Month END in the row of "BIK_CAR” will Not Showed
Company : _
Payroll Date [Name] : 2019-12 [End]
Department
Policy Date 1 2019-12-01 - 2015-12-31
Payroll Input File : No file uploaded.
CSV Update : | Ghoose File | Mo file chosen

Acceptable file format: .csv

Process employee(s) listed in excel file. [ORN I IET RE A 15

Staging table is now locked from other admin to edit. Please save and release it before leave the page. I Save & Release

[] Active Employee [[] Resigned Employee Last modified: 2019/12/02 06:48:pm

Show selected employee(s). & Add Resign Employee

: No: EMPNO: TAX_CODE Backpay_5al Dir_Fee HP HRSP TRPRT UNIT
1 001 3K o o 0 0 o
2 ooz 3K o o o o o
3 004 3KA2 o o 100 150 100 0

The month end of Refund_Deposit under End will not show



3. Drag & drop the sequence of the base code by clicking ‘Change Sequence’.
4. Sequence of columns on the staging table will be updated based on the sequence applied in

payroll view control.
Payroll Load

Payroll Visibility Control

[l )
1 Allowance  Backpay_Sal @include Cshow iinclude Cshow iinclude Ushow
2 Allowance  Dir_Fee iinclude Osnow Wiinclude Cshow iinclude Ushow
3 Allowance HP Handphone Wiinclude Osnow Winclude Cshow Winclude show
4 Allowance  HRSP Hardship Winclude Osnow Winclude Cshow Winclude Cshow
5 Allowance  Refund_Deposit @include Cshow Winclude Cshow Winclude Ishow
& Allowance | TRPRT Transport include Clshow Winclude Clshow Winclude Clshow
7 Allowance | UNIT_CL Credit Leave include Cshow Winclude Clshow Winclude Cishow
H Deduction | Arr_Parking inciude Clsnow inciude Clshow inciude Cishow
9 Deduction | Arr_PTPTN inciude Csnow inciude Cshow include Cshow

; Payroll Visibility Control |

S

|| |l Il |l |l I I I \

+ 1 Allowance  Backpay_Sal ®linclude Clshow #linclude [Clshow [#linclude [Cshow

kS 2 Allowance  Dir_Fee Winciude  Clshow Winciude  Clshow Whnciude  [lshow

& 3 Allowance  HP Handphone #include Clshow #include [CIshow [#include [Ishow

L |6 |Allnwam:e TRPRT Transport ®include Cshow #linclude Clshow [#include ishow

+ 4 llowance 'HRSP Hardship ®inciude | Llshow Winclude  LIShow ¥include  LIShow

+ 5 Allowance  Refund_Deposit Winclude Clshow [#linclude [CIshow [#linclude [Ishow

+ 7 Allowance | UNIT_GL Credit Leave Winclude  Clshow include  Clshow #include  [Ishow
Drag & drop to change the sequence then click save.

[ Actve [ Resigned Employee Last modified: 2019/12/06 02:00:pm

Employee

[[] Show selected employee(s). © Add Resign Employee

L]

1 001 3K 0 55000 o o o o

2 002 3K 0 20000 o o o o

DDDD

3 004 3KA2 0 o 100 100 o 150

Sequence of the staging table will be following the payroll view control.



5. Besides, user also can view base code that is already set to be Show and Include in the
payroll loading screen, click the view control located at right bottom of payroll loading

screen.
(=] 2 002 3K o 20000 0 o 0 0
(=) 3 004 3KA2 0 0 100 100 0 150

H « Page 1 v IR » M Show 20 employees A

2 Export to Exce = view Conirl

6. A pop-up screen will display the base code that already set to be included & set to show.
Drag and drop to change the sequence of the base code.

Payroll View Control

26/28 base code are include 21/28 base code are show(s)

* Seq % Type # Base Code %+ Desc %  Include # . Show #

v v v
L 3 1 Allowance Backpay_Sal 7] ]
+ 2 Allowance Dir_Fee ) )
L 3 3 Allowance HP Handphone 7] [l
3 4 Allowance TRPRT Transport 7] [l
L 3 5 Allowance Refund_Deposit 7] [l
L] 6 Allowance HRSP Hardship |#] ¥
3 7 Allowance UNIT_CL Credit Leave || v
L] 8 Deduction Arr_Parking || )
3 g Deduction Arr_PTPTN | ¥
L] 10 Deduction Arr_Zakat | ¥
L 3 1 Deduction CP33 CP38 #| )
& 12 Deduction Parking ) &)

This will apply to all END period



Allowance and Deduction Scheduling

Scheduling of fix / ad-hoc allowance / deduction / statutory contribution / BIK for employee.

4.1 Assign Allowance [ Deduction / Statutory Contribution / BIK

Payroll Module > Assign Allw / Ded > choose Type / Valid Date / Amount / Apply to Employee (tick
the employee to assign) > Assign [Figure 4-1]

Assign Cancel R
l— Figure 4-1

Type = o |'® Allowance - v

- Salary Deduction - v

) Expenses - v

© statutory (employer contribution) | - v

' Statutory (employee contribution) - v

O Employer Contribution - v

=~ Benefit in Kind = v
Valid Date o |Year= 2020 v | Month= 01 M Year - v | Month - v
Amount or % =

Apply to Employee = -- Filter Pay Group - ¥ From Employee No - m (Total no of employees 0 )

L Employee No. Employee Name Pay Group

[ |EmPoO1 ABDUL RAHMAN Non Executive I
O |empoo2 BEN TAN Executive I
[ |empoos CHANDRA GUPAL Non Executive I
J |empoos DENNIS CHAN Executive I
[ |emPoos EKA SINGH Executive I
[ |emPoos FATIMAH MUHAMMAD Non Executive 1l
O |empPoo7 GHAFAR AHMAD Non Executive




Available Assignments:

v Allowance
v" Deduction
v’ Statutory Employer
e EPF
Can choose to fill in % OR select Group from the list
* NOTE: Refer EPF table
e S0OCSO
Can choose to fill in the Amount OR select Category from the list
* NOTE: Refer SOCSO table
e PRS
Can choose to fill in % OR select Remain amount of EPF employer

Remain amount of EPF employer — PRSER will calculate based on the EPFER,
ensure that you have set % of EPFER and the % must be higher than the statutory
law.

EPFER =set15%
PRSER =new EPFER (15%) —original EPFER (13%)
PRSER =2%
v’ Statutory Employee

e EPF
Can choose to fill in % OR select Group from the list
* NOTE: Refer EPF table

e SOCSO
Can choose to fill in the Amount OR select Category from the list
* NOTE: Refer SOCSO table

e PCB
Fill in the Amount
* NOTE: System will take the higher amount between the PCB calculator and
scheduled amount

PCB  =setaooo0
If PCB calculator get the tax amount with RM1500, then system will take RM1500 as
PCB deduction.
PCB scheduled amount only works effectively when the amount is higher than the
calculator.

e PCBto Zakat
Fill in %

System will calculate amount Zakat based on the % from the PCB amount, then
PCB deduction will be remitted to Zakat.

PCBto Zakat =fillin 30%

If PCB = RM60oo

ZAKAT =30% of PCB
=RMa8o



New PCB = RM420

v Employer Contribution (100% of Employee’s Statutory Paid by Employer)
e PCB
e SOCSO

v" Benefit In Kind

* NOTE: All statutory contribution is based on law, if decides to contribute higher
amount, user have to do scheduling setting.

Allowance : MEAL_ALLW

Valid Date : Effective Start Date 2020-01

Amount 1100

Apply to Employee : Select from the table of employee list > Tick
Total Employee : total selected employee

[Figure 4-2]

-
Type= | ® Allowance MEAL_ALLW v Flgure 4-2
Salary Deduction - v
Expenses - v
Statutory (employer contribution) - v
Statutory (employee contiribution) - v
Employer Contribution - v
Benefit in Kind = v
Valid Date Year = 2020 v Month= 01 v| - Year - v Month - v
Amount or % # 100
Apply to Employee = -- Filter Pay Group - v From Employee No - m (Total no of employees 2 )
Employee No. Employee Name Pay Group
EMPOO1 ABDUL RAHMAN Non Executive I
EMP0O02 BEN TAN Executive I
# [EmPoO3 CHANDRA GUPAL Mon Executive I
¥ [EMPOO4 DENNIS CHAN Executive I




Allowance : Employee EPF

Valid Date : Effective from 2020-01

Amount 111 %

Apply to Employee : Insert Employee No. From_ To_ (Starting and Ending of employee no.) >
Select (Apply filter on the employee no. from start to end)
* Only apply to continuous employee no.

Total Employee : Total employee selected

[Figure 4-3]

Assign Cancel .
I—J Figure 4-3

Type = Allowance = v
Salary Deduction - v
Expenses - v
Statutery (employer contribution) = - v
I ® Statutory (employee contribution) = EPF v
Employer Contribution - v
Benefit in Kind = A
Valid Date Year= 2020 v | Month= 01 v| - Year - ¥ Month - v
Amount or % 1% | (%) or | - v
Apply to Employee = -- Filter Pay Group - v From Employee No - m (Total no of employees 2 )
Employee No. Employee Name Pay Group
EMPOO1 ABDUL RAHMAN Mon Executive I
EMPDO2 BEN TAN Executive I
| IEEEETE CHANDRA GUPAL Non Executive | I
I ¥ | EMPDO4 DENNIS CHAN Executive I I




4.2 Detail (Assignment History)
4.2.1 Filters

Payroll Module > Assign Allw / Ded > Detail (2" Tab) [Figure 4-4]

iRecuru

Type 1 : v I IF‘av Group 4 v I
Transaction 2 v I I From Employee No 5

Effective Date 3” I |

1. Select atype from drop-down to apply filter

2. Choose transaction from drop-down to apply filter

3. Select the effective date

4. Choose the pay group to apply filter

5. Insert the starting employee no. and ending employee no.

6. Retrieve the details based on the input and selections.

Figure 4-4

Type : select Type, “Statutory (Employee)”
Transaction  :select Transaction from the drop-down list — EPF
Then click “"Retrieve”

Employee List table will be updated as per the selected Type and Transaction

[Figure 4-5]

Assignment Record

Record

Type Statutory (employee contribution) ¥ Pay Group - v
Transaction EPF v From Employee No
Effective Date - vy

Employee No. - Employee Name - Pay Group - Base Code Name - Entitlement - From Date - To Date -~
EMPDO1 ABDUL RAHMAN Non Executive  EPF Statutory 2020-12
(Employee)
EMP002 BEN TAN Executive EFF Statutory 2020-12
(Employee)
EMP003 CHANDRA GUPAL Non Executive  EPF Statutory 2020-12
(Employee)

EMPO04 DENNIS CHAN Executive EFPF Statutory 2020-12

Amount or % -

Year Paid Out

Figure 4-5




4.2.2 Edit Assign Allowance/Deduction

Edit [Figure 4-6] > change Amount/Valid Pay Period (From-To) > Save [Figure 4-7]

"Recora

Type Statutory (employee contribution) v Pay Group
Transaction EPF v From Employee No
Effective Date - v - v

Amount or % -

Employee No. Employee Name Pay Group ~ Base Code Name .  Entitlement . From Date ~ To Date .
EMP001 ABDUL RAHMAN Non Executive  EPF Statutory 2020-12
(Employee)
EMP002 BEN TAN Executive EPF Statutory 2020-12
(Employee)
EMP003 CHANDRA GUPAL Non Executive  EPF Statutory 2020-12
(Employee)
EMP004 DENNIS CHAN Executive EFF Statutory 2020-12
(Employee)
Assignment Record
{Record
From Empleyee No EMP001 I Amount or % 11 (%) Or M I
I Effective Date 2020 v 12 v I I To - voo- oo

Employee No. Employee Name -~ Pay Group Base Code Name - From Date -

EMPOO1

ABDUL RAHMAN MNon Executive EPF Statutory 2020-12

(Employee)

To Date -

Amount or %

Year Paid Out

Year Paid Out

Edit |
Delete

Figure 4-6

Figure 4-7




Tax

Accumulated income, schedule tax for employee and statutory table.

5.1 TP3 Form
5.1.1 Insert TP3 Data

Payroll > Tax > PCB/TP3 Form > Select Employee No > New [Figure 5-1] > Insert data > Save [Figure 5-

2]

Employee No. I EMP001 - ABDUL RAHMAN
Tax Year-Month oo

Employee Name - ABDUL RAHMAN

Identity Card No - 770105-07-9999

! MAKLUMAT INDIVIDUAL

Employee No. B EMF001 - ABDUL RAHMAN

Tax Year-Month

Employee Name : ABDUL RAHMAN
Identity Card No. S 770105-07-0999

Bahagian A/C Bahagian D

: Bahagian A: MAKLUMAT MAJIKAN :

Income Tax File No

Fassport No.

Income Tax File No.

Passport No.

Figure 5-1

© 8(G4363363634

-

S 5G4363362634

Figure 5-2

A1 Nama Majikan Terdahulu 1

A3 Nama Majikan Terdahulu 2

A2 No. Majikan

A4 No. Majikan

i Bahagian C: MAKLUMAT SARAAN, KWSP, ZAKAT DAN PCB

sila nyatakan jumiah keseluruhan daripada majikan-majikan terdahuly

AMAUN TERKUMPUL

[C1 Jumlah saraan kasar bulanan dan saraan tambahan termasuk
Elaun/perkuisit/ pemberian/ manfaat yang dikenakan cukai

fc2 Jumian elaun/ perkuisit/ pemberian/manfaat yang dikecualikan cukai

i Elaun perjalanan, kad petrol atau elaun petrol dan fi tol atas urusan rasmi

ii Elaun penjagaan anak

iii Produk yang dikeluarkan oleh perniagaan majikan yang diberi secra percuma atau diberi pada harga diskaun

isit dalam bentuk tunail barangan berkaitan dengan pencapaian perkhidmatan lalu, anugerah khidmat cemerlang,
vasi atau anugerah produktiviti atau perkhidmatan lama dengan syarat pekerja tersebut telah berkhidmat lebih

ldaripada 10 tahun _perkhidmatan lama dengan syarat pekerja tersebut felah berkhidmat lebih daripada 10 tahun

TR

* NOTE: Employee must set with pay info (Employee Profile — Payment Info)



5.1.2 View / Edit Data

View Payroll > Tax > PCB/TP3 Form > select Employee No — view [Figure 5-3]

Edit Payroll > Tax > PCB/TP3 Form > select Employee No > Edit > change the data > Save [Figure
53]

Add t Delete .
Figure 5-3

Employee No_ EMP001 - ABDUL RAHMAN v

Tax Year-Month o|o2020-12 v

Employee Name © ABDUL RAHMAN Income Tax File No 1 SG4363363634
Identity Card No 770105-07-9999 Passport No.

@ No. of TP3 Record Submitted

Bahagian A/C Bahagian D

Bahagian A: MAKLUMAT MAJIKAN

A1 Nama Majikan Terdahulu 1 A2 No. Majikan

A3 Nama Majikan Terdahulu 2 Ad No. Majikan

Bahagian C: MAKLUMAT SARAAN, KWSP, ZAKAT DAN PCB

sila nyatakan jumiah keseluruhan daripada majikan-majikan terdahulu
AMAUN TERKUMPUL
(RM)

C1 Jumlan saraan kasar bulanan dan saraan tambahan termasuk
] '

P manfaat yang cukai 27940

€2 Jumiah elaun/ perkuisit/ yang cukai

i Elaun perjalanan, kad petrol atau elaun petrol dan fi tol atas urusan rasmi

ii Elaun penjagaan anak

5.1.3 Delete Salary Data

View Payroll > Tax > PCB/TP3 Form > select Employee No — view [Figure 5-3]

Delete Payroll > Tax > PCB/TP3 Form > select Employee No > Delete [Figure 5-3-1]> Confirm too
Delete > Confirmation [Figure 5-3-2]

| MAKLUMAT INDIVIDUAL | Figure 5-3-1

Employee No. 2| EMP001 - ABDUL RAHMAN v

Tax Year-Month Io2020-12 v

Employee Name - ABDUL RAHMAN Income Tax File No 864363363634
Identity Card No. 2 770105-07-9999 Passport No_

@ No. of TP3 Record Submitted

Figure 5-3-2

Do you wish to delete the records for 2020-127?




5.2 Statutory Setup

5.2.1 View Table for Statutory

Payroll > Tax > Statutory Setup > EPF Table / Socso Setup / Tax Deduction > choose Year — screen will

display table as [Figure 5-4]

EPF Table EIS Table SOCSO Table | Income Tax Set-up Tax Relief Set-up

{ EPF Table

* NOTE: Contribution rates of all statutory for both employee and employer will set to
compatible to law system by default.

120

Employee EPF
Contribution

Employer EPF
Contribution

Total EPF
Contribution

Employee EPF
Contribution %

Employer EPF
Contribution %

2019-

01

2019-
01
2019-
01
2019-
o1
2019-
01

2019-
01

Figure 5-4




5.2.2 Tax Relief Setup

Payroll > Tax > Statutory Setup > Tax Relief Setup > Edit > choose Formula Code > Save [Figure 5-5]

Effective On Year 20190101 ¥
Tax Name = : | c2i

Formula Code

Display Text : U

Limit Amount 5000 Is Grouping Limit
Position @ : 30

Parent . v

Start date = 2000-01-01

End Date

Tax Relief Table

Formula

Elaun perjalanan, kad petrol atau elaun petrol dan fi fol atas urusan rasmi

Cancel

Jumlah

C1 Jumlah saraan kasar bulanan dan saraan fambahan termasuk

sar@an  SUMLY elaun/perkuisil/ pemberian/ manfaat yang dikenakan cukai
c2 2 Jumlah elaun’ perkuisit/ pemberianimanfaat yang dikecualikan cukai
cai i Elaun perjalanan, kad petrol atau elaun petrol dan fi tol atas urusan rasmi

5.3 Tax Group Exception
5.3.1 Assign Tax Group

Effective

Date

2000-01-

10 01

2000-01-
-1 20 o

2000-01-
5000 30 o

End

Effective

Date
Edit | Delete
Edit | Delele
Edit | Delete

[Erosete

Payroll > Tax > Tax Group Exception > choose Tax Group / Apply to Employee (tick Vv employee to

assign) > Assign [Figure 5-6]

Assign Tax Group

M I

ax Group = -

Valid Date = Year= 2020 v

Month = 01

Year - ¥ | Month - v |

Apply To Employee = — Filter Pay Group - v

From employee no

m (Total no of employees 0 )

LJ Employee No. Employee Name Pay Group
m EMP0OO1 ABDUL RAHMAN Hon Executive
[ |Eempooz BEN TAN Executive

[ |empooz CHANDRA GUPAL Hon Executive
[ |empPooa DENNIS CHAN Executive

[ |empoos EKA SINGH Executive

O  |empPoos FATIMAH MUHAMMAD Non Executive
[ |empPoo7 GHAFAR AHMAD Non Executive

k=

Figure 5-5

Figure 5-6




5.3.2 Details (Assignment History)
5.3.2.1 Filters

Payroll > Tax > Tax Group Exception > Detail (2" Tab) [Figure 5-7]

Assign Tax Group Figure 5-7
| Detail
Tax Group - v 1 | IPay croun _ . 3] 4
From employee no B 2]
Employee No. - Employee Name - Pay Group - Tax Method - From Date - To Date - Action
No Record Found.
EE‘(PEQEWM)EE‘
1. Select the Tax Group to apply filter
2. Insert the “from” and “to” of employee ID.
3. Choose pay group to apply filter
4. Retrieve the details based on the input and selections
Tax Group : Local
Select “Retrieve”
Employee List table will be updated as per the selected Tax Group
[Figure 5-8]
Assign Tax Group Detail Figure 5'8
| Detail

I Tax Group local v

Pay Group B v

Employee No. - Employee Name Pay Group - Tax Method -
No Record Found.

From employee no

From Date - To Date Action

(] page 111 [2]0)




Process

Before user proceed with payroll processing, user will have to conduct some checking on employee data

or updates on the relevant data such as new hire or resign date, increment, fix schedule, date of pay

period and etc.

6.1 Payroll Processing

Payroll > Process > Payroll Processing > select Pay Period > Choose employee to display in staging >

retrieve the latest one if any data is created in staging > Proceed [Figure 6-1]

Step to use:

1. Select pay period.
2. Click “proceed”

* NOTE: Only pay period with OPEN status will be shown
Payroll Load Log Report

Company: Demo Geld Instance (for testing)

Period: - v

Please select process period.

3. Apop-up screen will be shown.

4. User can select certain employees to show in staging. (Employees are All Selected by

default setting.)

Figure 6-1

Choose employee to show in staging table

No. ¢ Employee No ¢ Employee Name ¢ ¢ Choose employee
1 EMPOO1 ABDUL RAHMAN ‘)
2 EMPOQOD2 BEN TAN ‘)
3 EMP003 CHANDRA GUPAL ‘)
4 EMPO04 DENNIS CHAN ‘)
5 EMP005 EKA SINGH ‘)
6 EMPOQ06 FATIMAH MUHAMMAD ‘)
7 EMPOO7 GHAFAR AHMAD A )

W

5. After employees is being selected, click proceed. User will see "Retrieve latest” in the table.
User can now decide to remain or retrieve the latest data of employee.
6. Click proceed to Payroll Staging table.



Choose employee to retrieve latest data

Staging table was created by . (2020/01/01 02:00 pm)

134/ 137 selected to retrieve latest data. 3/137 selected to remain data in staging table.

¥ Employee data # Employee No = Employee Name #+ Created Date + Modified Date + Modified By -

v
L Remain EMPOOL ABDUL RAHMAN 01-01-2020 04:00 PM 01-01-2020 04:00 PM | NfA -
(] Remain EMPOO2 BEN TAN 01-01-2020 04:00 PM 01-01-2020 04:00 PM | M/&
|3} Remain EMPOOZ CHANDRA GRUPAL 01-01-2020 04:00 PM 01-01-2020 04:00 PM | N/&
—_ S,
I!\— EMPOO4 DENNIS CHAN 01-01-2020 04:00 PM 01-01-2020 04:00 PM | NfA
o EMPOOS EKA SINGH 01-01-2020 04:00 PM 01-01-2020 04:00 PM | NfA
54 EMPOOG FATIMAH MUHAMMAD 01-01-2020 04:00 PM 01-01-2020 04:00 PM | M/&

-

1. If user choose to remain data, data will not be changed or replaced with amendments
made.

2. If user choose to retrieve latest, history data will be replaced with new data will be
retrieve reflect in staging table.
Payroll Load Log Report

I payroll Load

Company. Demo Gold Instance (for testing)
Fayroll Date [Name] 2020-01 [End]
Department Engineering,Human Resource, Production, Quality Systems
Policy Date 2020-01-01 - 2020-01-31
Payroll Input File No file uploaded
v Update Choose File | No file chosen 1
Acceptable file format: .csv
[ Process employee(s) listed in excel file.
Staging table is now locked from other admin to edit. Please save and release it before leave the page. F save & Release
— Aclive [ Resigned Employee Last modified: 2019/12/03 06:30.pm | ‘
Employee S
(L) Show selected employee(s). © Add Resign Employee
2.
Lrjé No # EMPNQ ¢+ EMPNAME SAL CLAIM_AMT MEAL_ALLW PHONE_ALLW TRANSPORT_ALLW UNIT_ABS
a 1 EMP001  ABDUL RAHMAN 3100 - 500 100 500 2
@ 2 EMP002  BEN TAN 5000 - 500 200 300 2
o |3 EMP003  CHANDRA GUPAL 3500 - 0 100 500 1
a 4 EMP004  DENNIS CHAN 4800 - 500 200 800 2
@ 5 EMP005  EKA SINGH 3000 - 500 200 300 2
LI Page v i1 » M | Show 20 employees v )
1 ploy 5

=/

£ View Control

1. Browse CSV input file from computer and Upload the input file to the payroll system.



2. Apply filter on the employee no. (start and end of the employee no.)* Only apply to
employee no in the certain page

3. The processing table list.
4. Page No. on the staging table.
5. User can choose to show number of employees to be displayed in 1 page.

6. Click confirm to process

7. Export to excel file (.csv) for data updates and then upload back to system.

* NOTE: Only selected employee displayed on screen will be processed.



6.1.1 Export to Excel file and Upload into System

Payroll > Process > Payroll Processing > Select Pay Period > Proceed > Export to Excel file > Do data

updates in excel and save > Choose File > Upload > Data checking on table > Click Confirm to process

on selected employees [Figure 6-2]

Company: Demo Gold Instance (for testing)

Payroll Date [Name] 1 2020-01 [End]

Department . Engineering,Human Resource,Preduction Quality Systems
Policy Date 2020-01-01 - 2020-01-31

Payroll Input File SR EEEEL

SV Update - Nn file chosen

Acceptable file format: .csv

(7| Process employee(s) listed in excel file. NORUILELNe A1

Staging table is now locked from other admin to edit. Please save and release it before leave the page.

Active

Employee [ Resigned Employee

(] Show selected employee(s)

Last modified: 2018/12/03 06:30:pm

E save & Release

© Add Resign Employee

-4 Nos EMPNO + EMPNAME SAL CLAIM_AMT MEAL_ALLW PHONE_ALLW TRANSPORT_ALLW UNIT_ABS
[} 1 EMPQO1  ABDUL RAHMAN 3100 - 500 100 500 2
(=) 2 EMPOD2 BEN TAN 5000 - 500 200 800 2
(=) 3 EMFO003  CHANDRA GUPAL 3500 - 0 100 500 1
[} 4 EMPQD4  DENNIS CHAN 4800 - 500 200 200 2
o 5 EMPQ05  EKA SINGH 3000 - 500 200 800 2
M Page 1 0r i1 L H | | Show 20 employees v |

+ Confirm 2 Export to Excel

* NOTE: Excel file must save as CSV format

= View Control

Figure 6-2




6.1.2 Steps to use payroll staging table.

1. After choosing pay period, user can also select job class or department for processing.

Company: Demo Gold Instance (for testing)
Period: 2020-01-01 to 2020-01-31 v n
Job Class: 1 of 10 selected ®

Department: AT of 47 selected * M Save As Preference

Fli{=F|Enter keyword

+Check all % Uncheck all

[#IINFORMATION TECHNOLOGY(TECH. & ASSOC. PROF)

[¥IINTENSIVE CARE UNIT(TECH. & ASSOC. PROF) l
Please click proceed button. [LABORATDRY{TECH. & ASSOC. PROF.) ]

¥IMARKETING(TECH. & ASSOC. PROF)

[#IMATERNITY WARD(TECH. & ASSOC. PROF.)

[(#lrarmimas 1AFARA AL/ TrAll A AAAAA ARAE

2. Staging table will display employees based on the chosen department.

Company: Demo Gold Instance (for testing)

Payroll Date [Name] : 2020-01 [End]

Department : Engineering, Human Resource,Preduction, Quality Systems
Palicy Date ©2020-01-01 - 2020-01-31

Payroll Input File : Mo file uploaded

csV Update . No file chosen

Acceptable file format: .csv

(7] Process employee(s) listed in excel file. RGRUMEET Rt 8111

Staging table is now locked from other admin to edit. Please save and release it before leave the page. > Save & Release
 — éﬂ;gyee [ Resigned Employee Last modified: 2019/12/04 09:47:am S Relrieve latest

) Show selected employee(s). © Add Resign Employee

Elg_———____

] 1 EMPOD1 ABDUL RAHMAN 3100 - 500 100 500 3
] 2 EMPO02 |BEN TAN 5000 - 500 200 800 2
] 3 EMPO02 | CHANDRA GUPAL 3500 - 0 100 500 2
] 4 EMPO04  DENNIS CHAN 4800 - 500 200 800 3
] 5 EMFO05 | EKA SINGH 3000 - 500 200 800 3




3. Modified data will be saved in staging table. Screenshot below shows the original value will
still be kept in system after modification and logged off.

Before modifying the data (the original data):

¢ Nos$ EMPNO ¢ EMPNAME SAL CLAIM_AMT
1 EMFO01 |ABDUL RAHMAN 3100 -
2 EMPO02 |BEN TAN 5000 -
3 EMFO03  CHANDRA GUPAL 3500 -
4 EMFO04 |DENNIS CHAN 4200 -
5 EMFO05 |EKA SINGH 3000 -
G EMPO06 | FATIMAH MUHAMMAD | 1500 -
7 EMFO0O7 | GHAFAR AHMAD 1200 -
3 EMFO02 |ELIZABETH TEOH 5000 -

After data is modified:

4% No s EMPNO # EMPNAME SAL CLAIM_AMT
1 EMPO01 | ABDUL RAHMAN 3100 2400
2 EMPO02 BEMN TAN 5000 2400
3 EMPO03 HCHANDRA GUPAL 3500 2400
) EMPO04 DENMIS CHAN 4300 2400
5 EMPO05 | EKA SINGH 3000 2500
G EMFO0G | FATIMAH MUHAMMAD 1500 2500
7 EMPO07T | GHAFAR AHMAD 1200 2500
] EMPO03  ELIZABETH TECOH 5000 2500




4. Even after data is being modified, user can reset the data back to the original value, by
selecting which employee to reset. (Note: all employee in staging table will be reset if no
employee is selected). Sample as below:

— éfﬂt\;lgyee [ Resigned Employee Last modified: MYwave Support 2019/12/04 01:53:am |

Show selected employee(s) @ Add Resign Employe:

4 No ¢ EMPNO # EMPNAME SAL CLAIM_AMT MEAL_ALLW PHONE_ALLW TRANSPORT_ALLW UNIT_ABS
rd 1 EMPOD1 ABDUL RAHMAN 3100 2400 500 100 500 3
& 2 EMPDD2  BEN TAN 5000 2400 500 200 800 2
| 3 EMPOD3 | CHANDRA GUPAL 3500 2400 0 100 500 2
4 EWMFOD4  DENNIS CHAN 4800 2400 500 200 800 3

3 employees are checked and click reset; the amount will be reset to the original one (refer
to screenshot above).

4+ No+ EMPNO ¢ EMPNAME SAL CLAIM_AMT MEAL_ALLW PHONE_ALLW TRANSPORT_ALLW UNIT_ABS
1 EMPOOD1 ABDUL RAHMAN 3100 500 100 500 3
2 EMP002 BEN TAN 5000 500 200 800 2
3 EMPOD3 CHANDRA GUPAL 3500 0 100 500 2
4 EMPOD4 | DENNIS CHAN 4800 2400 500 200 800 3

The data of checked employee will be reset.



When user open the staging table, user can lock the staging table to prevent other users
from amending the data on the staging table. (Note: If 2 users conducting data edit on
staging table at the same time, it might cause data loss due to error.)

Company: Demo Gold Instance (for testing)
Period: 2020-01-01 to 2020-01-31 v
Job Class: 1 of 10 selected #
Department: Select options s M save As Preference
Filter
« Check all %X Uncheck all
Engineering

If user happen to select the same department while another user is editing the data, system
will automatically disable the checkbox on that department.

However, user can choose to take over the access control by clicking “Unlock”.

Company: Demo Gold Instance (for testing)

Period: 2020-01-01 to 2020-01-31 v

Job Class: 1 of 10 selected ] M Save As Preference
Department: 2 of 4 selected =

4 departmeni{s) have been access by other admin(s).

To unlock staging table of the selected department.

Atable will be displayed, user can select any department to unlock.
Unlock Table

Quality Systems Ong Kah Seng 04-12-2019 02:02 AM
= Engineering Ong Kah Seng 04-12-2019 02:02 AM
() Production Ong Kah Seng 04-12-2019 02:02 AM
@ Human Resource Ong Kah Seng 04-12-2019 02:02 AM

Fox example, 4 departments are selected to unlock.



Confirmation

This file has been modify by others.
Are you sure you want to unlock it?

Password: | =

Confirm

Insert password and unlock the department.

Control Master Setup Types of Control Setup Payroll Setup EA Form Setup

| Control Information( »Required) |
Select Control Master: Staging Password v

Staging Password Sending Apps Control Code Mapping Table Map Field Group Position Action

Staging password PAYROLL staging_password g::;\

(Note)User can set password in control setup.

Department: 2 of 4 selected = M Save As Preference

Enter keyword m

[#|Engineering

) [#|Human Resource
lease click proceed butfon.

[JProduction

|_lQuality Systems l

The department is now enabled.

Department: 4 of 4 selected Sl H Save As Preference

{ Enter keyword ]

#IEngineering

‘:@Human Resource |

#IProduction
ease click proceed buttor

#IQualitv Sustems

Choose department to proceed.
(Note: only selected department and job class will be displayed in staging table)

After the user has took over the control access of that departments, the original user will no
longer be able to edit the data.
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A warning message will be showing that another user has took over the control access right
to edit the data.

Before user leaving the staging table, user will have to click Save & Release to release the

staging table to other admins to edit the table. If the user does not release the staging
table, other user will have to unlock the department in order to amend the data by taking

over the access control (shown as above).

Staging table is now locked from other admin to edit. Please save and release it before leave the page.

Active
— Employee

[[J Show selected em)

- 4 No4¢ EMPNO

= 1 EMPOO1
[} 2 EMPOO2
(=) 3 EMP003
[} 4 EMPOD4
(9] 5 EMPO05

[ Resigned Employee

ployee(s)

4+ EMPNAME

ABDUL RAHMAN

BEN TAN

CHANDRA GUPAL

DENNIS CHAN

EKA SINGH

3100

5000

3500

4800

3000

CLAIM_AMT

MEAL_ALLW

800

500

E> save & Release

Last modified: Ong Kah Seng 2019/12/04 02:58:am

PHONE_ALLW

100

200

© Add Resign Employee

TRANSPORT_ALLW UNIT_ABS

500 3
300 2
500 2
300 3



10. Atable will pop-up if system detects that the selected employees have missing of
information like Date of Birth (D.0.B) in their employee profile as D.O.B has become a
mandatory field to ensure statutory calculation accuracy.

Would you like to proceed?

No.

List of employees with missing information: Date of Birth.
Proceeding would result in abnormalities in the statutory calculations.

Employee No Display Name
EMPO0O01 ABDUL RAHMAN




6.2 Payroll Log

Payroll > Process > Payroll Processing > Log Report (2" Tab) > Select Load Date > Select Log ID >

Select Employee > Select Process (Formula/PCB) > Retrieve [Figure 6-7]

Payroll Load Log Report

Load Date » 2019-12-04 v ]
Log ld= 1(2020-01) v 2;
Employee - v 3
Process Process PCB v I
PROCESS EMP005 - EKA SINGH
PROCESS PCB
PCB(A)/PCB Bersin [((P-M)R = B - { Z = X) )n=1] - Zakat Bulan Semasa
P Jumlah pendapatan bercukai untuk setahun tidak termasuk saraan tambahan semasa
P [2(Y-K)+(Y1-K1)+{(Y2-K2)n] + (Yt-KD)]-(D+S+Du+Su+QC+?LP+LP1) iaitu (Yt - Kt)
3(Y-K) Jumlah saraan bersih terkumpul termasuk saraan tambahan yang telah dibayar kepada pekerja sehingga sebelum bulan semasa termasu

k saraan bersih yang dibayar oleh majikan lama (sekiranya ada);

Y Jumlah saraan kasar bulanan dan saraan tambahan yang telah dibayar termasuk saraan kasar bulanan yang telah dibayar oleh majikan la
ma (sekiranya ada)

Jumlah caruman KWSP atau Kumpulan Wang Lain Yang Diluluskan yang telah dibuat ke atas semua saraan (saraan bulanan, saraan tam
K bahan dan saraan daripada majikan terdahulu dalam tahun semasa ) yang telah dibayar (termasuk premium yang dituntut di bawah pengg
ajian terdahulu dalam tahun semasa , jika ada) tidak melebini RM4,000.00 setahun:

Y1 Saraan biasa bulan semasa;

K1 Caruman KWSP atau Kumpulan Wang Lain Yang Diluluskan yang telah dibayar tertakluk kepada jumlah yang layak bagi saraan bulan se
masa lidak melebihi RM4,000.00 setahun;

1. LoadDate — date of payroll processing

2. LodID —number for iterative process
3. Employee —employee ID and name

4. Process — optional

=0

=0

=0

= 4525 48

=500

[Process Formula] means to show computation of salary portion only
[Process PCB] means to show the computation of PCB only

[-] means show all, include Formula and PCB

Figure 6-7




6.3 Employee Payment Status
Step to use:

1. Payroll Module > Process > Payroll Processing
2. Select Pay Period
3. Click “Update employee payment status”

= Payroll

Formula

Tax

Report

Payroll Processing

Payroll EA Load

Payroll CP21/CP22A Load

Company: Demo Gold Instance (for testing)

Period: 2020-01-01 to 2020-01-31 v

Department: Select options % M Save As Preference
I & Update Employee Payment Status I & Update On-Hold Salary

4. Atable showing employee payment status will be displayed.
5. Atoggle button allows user to update status of payment.
6. |If status shows “paid”, the employee will be excluded from staging table.
7. If status shows “pending”, the employee will still be included on the staging table.
Employee Payment Status
Click on toggle button to update employee payment status. Employee(s) with Paid status will not be show in period 2020-01 for processing.
No. ¢ Employee No 4 Employee Name 4 Process date 4+ Payment status &

1 EMP001 ABDUL RAHMAN 04-12-2019 03:14 AM m
2 EMF002 BEN TAN 04-12-2019 03:14 AM m

3 EMF003 CHANDRA GUPAL 04-12-2019 03:14 AM

Pending

4 EMPO04 DENNIS CHAN 04-12-2019 03:14 AM .
Pending

5 EMFP005 EKA SINGH 04-12-2019 03:14 AM .
Pending

i} EMFPO006 FATIMAH MUHAMMAD 04-12-2019 03:14 AM .
Pending

Close Save |



Payroll report has a separate section to show the total amount of “paid” employees. User
able to check the amount paid out referring to the payroll report.

Step to use:

1. Payroll > Report > Payroll Report
2. Select pay period.
. n .
3. Click “Preview
. . . n Y . .
4. Aseparated section showing employees with “Paid” status will be displayed.
Production
1 EMP006  FATIMAH MUHAMMAD Production Production 2020-01  1,500.00 0.00 10.82 1.110.52 000 2621.64 173.08
2 EMP0OOT GHAFAR AHMAD Production Production 2020-01 1,200.00 0.00 .65 1,108.65 0.00 2.317.30 135 46
2 Production 2,700.00 0.00 19.47  2,219.47 0.00 4,938.94 311.54
No. Employee Name Division Dept Code Mth/Yr Basic Overtime OT Allowance Bonus (Gross Deduction 2
Number Wages Hour Pay
Quality Systems
1 EMP003 CHANDRA GUPAL Quality Quality 2020-01  3,500.00 0.00 2524 625.24 0.00 4,150.438 269.23
Systems Systems
1 Quality Systems 3,500.00 0.00 25.24 625.24 0.00 4,150.48 269.23
9 TOTAL 34,000.00 0.00 245.20 13,645.20 0.00 47,890.40 3,596.16
PAID
10 EMPOO1 ABDUL RAHMAN Quality Quality 2020-01 3.100.00 0.00 2236 1,122.36 0.00 424472 357.69
Systems Systems
Quality Systems 3,100.00 0.00 22.36 1,122.36 0.00 4,244.72 357.69
1 I PAID TOTAL 3,100.00 0.00 22.36 1,122.36 0.00 4,244.72 35?.69'




6.4 0n-hold Salary & flagged as No pay feature
On-hold salary

The latest feature allows user to be able to flag employee salary’s status to on-hold via payroll load
while conducting payroll processing.

(The previous feature will need user to do updates in Employee Profile Module)

Steps to use:

1. Select Pay Period
2. Click “Update On-Hold Salary”

Company: Demo Gold Instance (for testing)

L

Period: 2020-01-01 to 2020-01-31

Department: Select options + M Save As Preference
& Update Employee Payment Status & Update On-Hold Salary

3. Atable will be displayed as below.
4. User can set specific date to on hold the salary of individual employee. The selected

date will be reflected automatically in Employee Profile module.

Employee On-hold salary status

No. # Employee No + Employee Name ¢ On Hold Salary 4% | Nopay %
v v

1 EMF001 ABDUL RAHMAN U FaTiie

2 EMPOD2 BENTAN 2019-12-01 = Pending

3 EMPOO3 CHANDRA GUPAL =] Pending



Flagged as No Pay

No Pay Flag via Payroll load. Employee being flagged as No Pay will be permanently excluded from
payroll staging table.

Step to use:

1. Select pay period.
2. Click “Update On-Hold Salary”.

Company: Demo Gold Instance (for testing)

Period: 2020-01-01 to 2020-01-31 v

Department: Select options + M Save As Preference
& Update Employee Payment Status & Update On-Hold Salary

3. Atable will be displayed as below.
4. Inthe table, user can flag status to No Pay to exclude employee from payroll processing.

Employee On-hold salary status

No. & Employee No + Employee Name + On Hold Salary + | No pay =
v v
1 EMP001 ABDUL RAHMAN @ E—
2 EMP002 BEN TAN
2019-12-01 ] Pending
3 EMP003 CHANDRA GUPAL ) m:)
4 EMP004 DENNIS CHAN ) Sending



6.5 Based on Actual Wages to calculate EPF Contribution

Instead of following the EPF Reference Table, system is configurable to calculate amount of EPF
Contribution for both employee and employer by using total actual wages.

(Note: User can enable this feature via Control Master (Admin).

Step to use:

1. Browse Control Master (Admin). Search and select "EPF Actual Wages Calculation” from
the dropdown.

Employee On-hold salary status

No. ¢ Emplovevlﬂn_‘EMWhl 4 On Hold Salary * No pay
v v

o

1 EMP001 ABDUL RAHMAN 2] Panding
2 EMPD02 BEN TAN 2012-12-01 (] Pending
3 EMP003 CHANDRA GUPAL =@
4 EMF004 DENNIS CHAN 2] Panding

2. Atable will be displayed as shown below. By default setting, system will turn OFF the
feature in the column of Map Field. To activate this feature, user will have to change the

A\ Wy /4

figure in the map field from “O” to “1”.
“0” means to disable the feature.

Control Master Payroll Setup EA Form Setup
i Control Information( »Required) |
Select Control Master: EPF Actual Wages Calculation v m

EPF Actual Wages Calculation Control Code Map Field  Group Action
Position

EPF_wages Original_wages_EPF E E Edit | Delete



Result:

1. The following screenshot shows differences of the EPF amount (Employer & Employee)
when “EPF Actual Wages Calculation” is activated and deactivated.

EPF Actual Wages Calculation: Activated, set as “1”

EPF
Employee Employer Gratuity Total Contribution
206.00 257.00 0.00
122.00 198.00 0.00
115.00 136.00 0.00
130.00 0.00 0.00
133.00 0.00 0.00
108.00 128.00 0.00
352.00 370.00 0.00
133.00 145.00 0.00

EPF Actual Wages Calculation: Disabled, set as “o”

EPF

Employee Employer Gratuity Total |
Contribution

206.00 257.00 0.00 463.00
122.00 198.00 0.00 320.00
115.00 136.00 0.00 251.00
130.00 0.00 0.00 130.00
133.00 0.00 0.00 133.00
108.00 128.00 0.00 236.00
352.00 370.00 0.00 722.00

135.00 147.00 0.00 282.00




6.6 Employment Insurance Scheme (EIS)
Effective from year 2018, Employment Insurance Scheme (EIS) has becomes one of the mandatory
contributions for both employee and employer at the rate of 0.2% of total wages.

If employee choose to be excluded from contribution, user may set "o” to EIS in the "Assign Allowance
and Deduction”.

Step to use:
1. Assign EIS to formula

I Identify which formula code subjected to EIS. To assign to formula, select the formula in
the dropdown of "Select Formula”, click "Edit” to make changes. Tick "EIS” in "Subject to”
then save the changes made.

Allowance Set-up ( #*Required Field)

Select Formula : I - v | Template

Formula Name » :

Formula Detail »

Subject to ERES
EIS
EFF_ADD
HRDF

oT

FRS
Socso

Tax
Tax_add

2. Repeat the same process in the Payroll Processing (you may refer to section 6.1).
3. Once payroll is processed, EIS contribution will reflected in payroll report.
4. User can check the EIS calculation in the report of "Payroll Calculation” or "Statutory”.

Sample of report as below:

21 Employee Profile

& Payroll
L] Formula

L] Tax
+« Confirm processing

L] Report

020-01-31 [El~-

Payroll Report

Payroll Calculation - Monthly payroll calculation v
FPayroll Report (Report Only)

lect options

Payroll Report Setup

lect options

PCB(ii)



I. Payroll Calculation Report

u

Employee Payroll Summary - 2020-01 (End)

Employee Name Division DeptCode Mth/¥r Basic Overtime OT Allowance Bonus Gross Deduction Zakat Employee Tax  Sen NetPay Employer
Number Wages  Hour P socsdEis [pmeunt Adi epE 50CS0 ElS
Jineering
EMPO04 DEMNNIS CHAN Engineering Engineering 2020-01 4,500.00 0.00 3462 1,884 62 0.00 5,719.24 55385 000 68200 19.7 790 | 27310 0.00 518264 74400 69.05 7.9(
EMP0O0S  EKA SINGH Engineering Engineering 202001  3,000.00 0.00 21.63 187163 0.00 4893.26 34615 0.00 500.00 1974 7.90 | 51.90 0.00 396756 59100 69.05 7.9(
EMP00S ELIZABETHTEOH  Engineering Engineering 2020-01 5,000.00 0.00 36.06 1,.886.06 0.00 692212 57692 000 70400 1974 7.90 | 29805 0.00 531550 768.00 69.05 7.9(
EMP009  JOYCE WCNG Engineering Engineering 202001 £,000.00 0.00 28.85 1.875.85  0.00 58907.70 46154 0.00 60500 1974 7.90 | 173.20 0.00 464031 660.00  69.05 7.9(
Engineering 16,800.00 0.00 121.16 7,521.16 0.00 24,442.32 1,938.46 0.00 2,491.00 79.0() 31.60 | 796.25 0.00 19,106.01 2,763.00 276.20 31.6(
Il. Statutory Report
n
Statutory Dept Path - 2020-01 (End}
Division Dept Code Mth/¥r EPF s0Cs0 | ElS |
Employee Employer Gratuity Additional Total Employee Employer Total Employee Employer Total |
EPF Contribution Contribution Contribution
Engineering Engineering 2020- 726.00 792 00 0.00 o.o0 0.00 19.75 69.05 o.oo0 T80 780 000
o1
Engineering Engineering 2020- 632.00 T44.00 0.00 000 0.00 19.75 59.05 0.00 7.90 7.80 0.00
o1
H Engineering Engineering 2020- 50000 591.00 0.00 o.o0 0.00 19.75 69.05 o.oo0 T80 780 000
o1
H Engineering Engineering 2020- 704.00 768.00 0.00 0.00 0.00 19.75 69.05 0.00 7.90 7.90 0.00
o1
Engineering Engineering 2020- 605.00 660.00 0.00 0.00 0.00 19.75 6§9.05 0.00 T.90 7.80 0.00
o1
Engineering 3,217.00 3,555.00 0.00 0.00 0.00 98.75 345.25 0.00 39.50 39.50 0.00




5. EIS Contribution Exemption (for non-mandatory group (aged below 18 and above 60)

l.  To be exempted/excluded from EIS contribution, user need to make the settings via
"Assign Alw/Ded” page. All employees aged below 18 or above 60 will be exempted by

default. However, if employees from this age range would like to contribute EIS, user may

assign help the individual employee to contribute EIS. To do this,

Select EIS under "Statutory (Employee Contributions)” dropdown.

Assign employee to "Follow EIS Contribution Table” in the feature of "Assign Allw/Ded”.

Example

1.

2.

Select EIS from the "Statutory (Employee contribution)”. Set amount to “o” and

insert the valid date. This action will exclude employees from EIS Contributions based
on the configured pay period.

HRMS Application/ Payroll / Assign Alw/Ded

Typen Allowance

Salary Deduction

Expenses

Statutory (employer contribution) - v

| ® statutory (employee contribution) | EIS v

Employer Contribution

Beneiit in Kind

Valid Date Year » 2019

Ameuntore F

Lastly, select which employee to be excluded/ exempted from the table and then

"Save”.

Type =

Valid Date

Amount or % =

v Month = 12 v | - Year - ¥ Month

Allowance - ¥
Salary Deduction - v
Expenses

Statutory (employer contribution)
Statutory (employee contribution) EIS
Employer Contribution - A

Benefit in Kind - v

Year = 2019 v | Month = 12 v

Or|| Follow EIS Contribution Table 'ﬂ

Cancel



Report
Retrieve > Verify report and view > Approve report and payslip.

7.1 Payroll Report
7.1.1 View Payroll Report

Payroll Module > Report > Payroll Report > Select Pay Period > Tick Types of Pay Period > Preview
(refer to screen) / Export (export to Excel format) [Figure 7-1]

* Tick all the boxes in types of Pay Period to combine all details one report.

Figure 7-1

SOOI Delete Payslip Screen

Pay Period N 2020-01 v

+ Confirm processing

Date As At o 2020-01-31 '

Report Type ©| Payroll Calculation - Monthly payroll calculation v

—
Employee Payroll Summary - 2020-01 (End)
Employee Name Division Dept Code Mth/¥r Basic Overtime OT Allowance Bonus Gross Deduction Zakat Employee Tax  Sen NetPay Employer
Number wages  Hour Pay eor socso Eis | Amount Adj. eor S0CS0 E1S
Jineering
EMPO004 DENNIS CHAN Engineering Engineering 2020-01 480000 000 3462 1,884.62 000 671924 55385 000 63200 1975 790 27310 000 518264 74400 69.05 7.90
EMPOO5 EKA SINGH Engineering Engineering 2020-01 3,00000 000 2163 187163 000 4389326 34615 000 50000 1975 7.90 5190 000 396756 59100 6905 790
EMPO0Z ELIZABETH TEOH  Engineering Engineering 2020-01 500000 000 3606 188606 000 692212 57682 000 70400 1975 7.90 29505 000 531550 78300 69.05 7.90
EMPO0S JOYCE WONG Engineering Engineering 2020-01 4,000 00 000 2885 1,878.85 000 5090770 46154 000 60500 1975 7.90 17320 0.00 464031 660.00 6905 790
Engineering 16,800.00 0.00 121.16 7,521.16 0.00 24,442.32 1,938.46 0.00 2,491.00 79.00 31.60 796.25 0.00 19,106.01 2,763.00 276.20 31.60
Employee Name Division Dept Code Mth/Yr Basic Overime OT Allowance Bonus Gross Deduction Zakat Employee Tax  Sen NetPay Employer
Number Wages Pay EPF  socso ms | AMOUM A EPF  50CS0 EIS
nan Resource
EMPO10 KHOO SIEW LING Human Human 2020-01  6,00000 000 4327 139327 000 743554 69231 000 74800 1975 790 35290 000 561568 81600 6905 790
Resource Resource
Human Resource 6,000.00 0.00 43.27 1,393.27 0.00 7,436.54 692.31 0.00 748.00 19.75 7.90 352.90 0.00 5,615.68 §16.00 69.05 7.90




7.1.2 Confirm Processing or Re-Open for Processing
Payroll Module > Report > Payroll Report > Select the Pay Period > Check status of report > Select
Confirm Processing / Re-open for Processing > Click OK for confirmation [Figure 7-2]

HRMS Application/ Payroll / Report / Payroll Report

LI Delete Payslip Screen Figure 7-2

Pay Period 2020-01 v

v X Re-open for processing
o e
L e

Date As At 2020-01-31 &~

Report Type Payroll Caiculation - Monthly payroll calculation v

Confirm Processing: Pay Period will be closed and not be able to process.

Re-Open for Processing — Pay Period will be re-open and ready to reprocess.

7.1.3 Delete Payslip
Payroll Module > Report > Payroll Report > Delete Payslip Screen [Figure 7-3] > choose Pay Period and
Period Type > choose Delete Mode > Proceed [Figure 7-4]

HRMS Application/ Payroll / Report / Payroll Report

- Flgure 7-3

Pay Period N 2020-01 v

e
ey:. .- |
Date As At o 2020-01-31 U'

By Pay Period — Delete all payslip based on pay period
By Department — Delete payslip based on selected department
By Employee — Delete payslip based on selected employee

Delete Payslip Figure 7-4
Pay Period 2020-01 o«
* 20 m
Delete Mode ® By Period - By Department ' By Employee

Please select the Types of Pay Period correctly before proceed.
The selected pay period is 2020-01 (END).
TOTAL10 of employee selected.

m




7.1.3.1 View Payslip Status

E-Pay Module > E Pay Slip Administration > Pay Slip (Admin) > choose Pay Period > Retrieve [Figure 7-

5]

E Payslip E Payslip Summary Employee Salary Analysis

v [pay perica:| 2020-01 v

Supervisor
Emplayee No From
Department:

All department

Sortby. ® Employee No

All supervisor

v

Department

Demo Gold Instance (for testing)

Employee Name

ABDUL RAHMAN

Retrieve 3 Ply Generate Checklist

Employee No. EMP001

Pay Period 2020-01-Mid

Department Quality Systems

IC No. [[70105-07-9999

TNCOME HrsiDays R Deauction HrsiDays TR Employer TR
Smid_REGULAR 000
Year To Date MYR

Basic 3100.00
Claim 2236
lieal Allowance 50000
oT1_5 2236
Phone Allowance 100.00
[Transport Allowance 500.00
ErF 427 00
|sbsent 35769
Eis 770
P 351.80
socso 19.25
EFFER 50500
Eis Employer 770
SOCSOER 67.35

[Total income. 000 [Total Deduction 000

[Bank A/C 86677440377 (CIMB) Net income 000

This is a computer generated form. No signature 1s required

7.1.3.2 Approve Payslip

Fowered by MYwave

E-Pay Module > E Pay Slip Administration > Pay Slip (Admin) > E Payslip Summary > choose Pay
Period and check the status > Approve [Figure 7-6]

E Payslip E Payslip Summary Employee Salary Analysis

For companies using 3-Ply payslip, system administrator is able to make adjustment on the layout
format of the 3-ply payslip for printing purposes. Go to Control Profile (Admin) and select “3-Ply

Save Payment Date
Pay Per\oﬂ'avment Approved. Pending Payslip Approval Payment Date:

- Reject Export

B
Company Name : Demo Gold Instance (for testing)
Pay Period : 2020-01
Currency : MYR
Employee Information
o1
No. | Employee No.| Employee Name Basic claim [ g Meal 1 OT or1_s| T |ot2_0| 91 |oT3_0|Fixed | overtime1_o | , Phone | Transport | W
: 12.5
1|EMPOO1 ABDUL RAHMAN 3100.00 2236 500.00 2238 100.00 500.00
2 | EMP002 BEN TAN 5000.00 36.06 500.00 36.06 200.00 800.00
3| EMP003 CHANDRA GUPAL 3500.00 25.24 2524 100.00 500.00
4| EMP004 DENNIS CHAN 4800.00 34.62 500.00 34.62 200.00 §00.00
5| EMP005 EKA SINGH 3000.00 21.63 500.00 2163 200.00 800.00

7.1.3.3 3-Ply Printing Format

Printing Format” from the drop-down in Type of Control Setup.

Figure 7-5

Figure 7-6




Control Master Setup | Types of Control Setup IPayrcII Setup EA Form Setup

Control Information( *Req d)

Select Control Masterl 3-Ply Printing Fermat v

Max payslip line per paysiip HRMS max_pslip_line_count_3ply Ef}:‘fm"g“‘ 55'5“]“" position[Any desired number].Default o Edit | Delete
Max payslip per page HRMS max_pslip_count_3ply Ry ST (R L (i M HETERE Edit | Delete
Mumber of line to insert between payslip HRMS between_pslip_line_count_3ply ;:’I:‘ﬁn"g‘y ﬁs':]“p position[Any desired number],Default ¢, Edit | Delete
Number of line to move to hidden area per For 3 ply Group position{Any desired number], Default

SR D HRMS hide_pslip_line_count_3ply AT ) 3 Edit | Delste
Number of line to skip at the top of the ) For 3 ply Group position[Any desired number], Default )

payslip HRMS top_pslip_line_count_3ply printing 0] 0 Edit | Delete



No.

3-Ply Print Format

Explanation

1 Printing of company name To display company name in 3-Ply pay slip
Group position: o — Disable, 1 - Enable
(Default: 0)
2 Max pay slip per page To display multiple pay slips in one page
Group position: Any desired number
(Default: 1)
3 Number of lines to move to the | To Insert lines between body and header of payslip
hidden area per pay slip Group position: Any desired number
(Default: 3)
4 Number of lines to insert To insert lines between pay slip
between pay slip Group position: Any desired number
(Default: 54)
5 Max line per pay slip To set the maximum line for each pay slip.
Group position: Any desired number
(Default: 65)
6 The height of each pay slip in To edit the height for each pay slip in pixel. 1 cm = 37.79 px.
pixel Group position : Any desired number
(Default: 665)
7 Number of lines to skip to the To set number of lines difference in between the very top of

top of the pay slip

the pay slip and the header.
Group position : Any desired number
(Default: o)




7.2 Payroll Submission Report (Manual Form)

Payroll > Report > Payroll Report > Submission Report > Select Pay Period > Select Report Type >
Retrieve

[Figure 7-8]

Payroll Report Submission Report

Figure 7-8

Submission Report
l Retrieve I
Pay Period 2020-01 v

4 W m v m

Report Type T - v

ASB
BORANG BAYARAN SKIM BERKAT

R Borang BBCD
Information. Borang CP21
Borang CP22A
Borang CP22

Please select Report Type.
Borang CP8D

BorangE
(e [
Pay Period 2020-01 v F'gure 7-9
53] [ ena B 5onu: |
Report Type EFF Borang A v
LInformation
Payment Mode 1J )] Wang Tunai v I 2
Contribution month ] 0220
Print Date o] 041122019
Signature Date o] 04/12/2019
Contact Name EmplX Rep
IC No
Position
Phone No
E-mail Address

[Figure 7-9]
1. Information to be printed in the form

2. Cheque number



Available Report Type

IReport Module |Report Type |Description
EPF |EPF Borang A [Monthly Contribution
Borang BBCD Monthly Contribution (CD/Diskette)
SOCSO Perkeso Borang 8A Monthly Contribution
Perkeso Lampiran A Monthly Contribution (CD/Diskette)
Borang Pendaftaran Pekerja Registration for additional employee
Borang Pemberhentian Pekerjaan |Employment Termination Form
Income Tax CP39 Monthly tax deduction from salary
CP39-A Tax deduction from arrears for Last Year
salary/allowance
|Borang CP21 Notification by employer on employee’s departure
|[from Malaysia
Borang CP22A Notification of Cessation of An Employment
(Private)
Borang E Employer's/Company’s particular
CP8D Summary report/details for workers earning
Tabung Haji Tabung Haji Monthly contribution
Tabung Haji (Excel) Monthly contribution (Excel Format)
ASB ASB Monthly contribution (CD/Diskette)
Zakat ZAKAT Monthly contribution
Borang Bayaran Skim Berkat Monthly contribution
PTPTN PTPTN Monthly payment




7.3 Payroll Report Setup
7.3.1 Transaction Type Setup

Set types of transaction (to display the types of formula/transaction on the balance sheet of report)

Payroll > Report > Payroll Report Setup > Assign Transaction Type (Allowance/Deduction/Overtime) >

Save [Figure 7-10]

Assign Transaction Transaction Set-up

Formula Code - Value - Description - Transaction -

Absent AMOUNT Absent
Claim AMOUNT Claim -| ®Allowance | Overtime | Deduction |
EIS AMOUNT EIS

®-| CAllowance | “Overtime | “Deduction |
EISER AMOUNT EIS Employer ®-| Oallowance | Covertime | CDeduction |

7.3.2 New Type of Report Setup

Add a new sheet in report

——
Save Cancel

Figure 7-10

Payroll > Report > Payroll Report Setup > Type Setup > Insert Transaction Type > (if necessary) Mark v

to Sum up to Gross Pay > Add > Return to 1° tab of the Transaction Type Setup > Assign the

Transaction to the New Transaction Type [Figure 7-11]

Assign Transaction Transaction Set-up

Add

Tranzaction
Add to gross pay

Sequence

Cancel

Figure 7-11

Transaction

Allowance
Overtime

Deduction

Add to gross pay Sequence Action

DEFAULT

DEFAULT

DEFAULT

Transaction Type Name : Naming of the New Sheet in the Report

Sum to Gross Pay
shown
before Gross Pay

No v/ —amount is not added to Gross Pay, transaction will be shows after GrossPay

: Once Mark v/, the amount will be added to Gross Pay, transaction will be

Sequence

: Sequence of transactions in Payroll Report (Payroll Calculation sheet)

Not select any sequence — system will arrange randomly
If Select sequence — system will follow the sequence set to display
additional transactions in Payroll Calculation sheet.

Transaction Type (Naming of Balance Sheet)

: Claims Reimbursement




Sum to Gross Pay
Sequence
[Figure 7-12 & Figure 7-13]

Assign Transaction Transaction Set-up

: Tick v/ for amount added to Gross Pay
: Not assign (let system arrange randomly)

Add Cancel
Transaction [ | Claim
Add to gross pay -
Sequence -
No. Employee Name MthiYr Basic  Overtime Overtime Allowance Bonus Gross Pay Deduction Zakat Employee Tax Sen Met Pay Employer
Number Wages Hour — EPF s0CSs0 Amount Adj. EPE S0CS0 F
ACCOUNTS - ACCOUNTS
AC - Admin - AC - Admin
1 A122 2016-03  3,033.00 2325 &szes 46100 000 000 4176.28 000 000 27100 1475 S7.10 000 3,824.03 507.00 5188
2 A211 2016-03 403500 30.00 487 50 52950 000 OO0 505600 000 000 38800 1475 13875 000 454850  @86.00 5185
3 A2 2018-03 1684342 20.00 45508 28566 00D OO0 238819 00D 000 14500 1175 000 00D 223744  275.00 4115
4 A224) 2018-02 247200 125 2813 2100 000 ODD 282213 00D 000 20000 1275 00D 00D 260838 375.00 4485
5 AZigJ 2018-02 110000 12.00 120,02 28200 0OD 00D 148202 000 000 100.00 675 000 000 137827 16200 2365
g A2 2018-02  10,000.00 40.00 85000 102750 DWDD 00D METT.ED 000 o.o0 81800 1475 120240 000 954325 1,224.00 5165
T A28 2016-03 2258.08 12.00 150.00 741230 000 000 314928 000 000 20700 1375 000 0.00 282861 336.00 4815
8 coo7 2016-03  4698.00 40.00 65000 102850 000 000 637650 000 0.00 42200 1475 19825 0.00 5730.50 £10.00 5165
8 AC - Admin 29,243.43 178.50 3,238.81 465648 0.00 0.00 37,138.58 0.00 0.00 2531.00 104.00 1,696.50 0.00 32,807.08 4,359.00 364.20
>
Bank List Payroll Calculation Allowance Deduction Overtime Claim Reconcile Wages Summary Statutory HRDF

Figure 7-12

Figure 7-13




Text File Generator
Banking payment file (apply to payroll report that already been confirmed / approved, able to
generate text file for payment purposes).

8.1 Generate Text File for Payroll and Statutory Payment

Payroll > Report > Text File Generator > Choose Pay Period > Choose types of Text File > Generate
[Figure 8-1]

Figure 8-1

Pay Period » | 2020-01 v |

Text File =

CIMB -

(BizChannel): 1st Payment | (Payroll BizChannel EPF (1st Pa: )
Al DEpartmEnts CIMB - El Channel): 2nd Payment | (Payroll BizChannel EPF (2nd Paym:
Demo Gold Instance CIMB - E Channel): 3rd Payment | (Payroll BizChannel EPF (3rd Payment)
CIME - EPF (BizChannel): Test Payment | (Payroll BizChannel EFF (Test Payment) text File format for CIMB)
Engineering CIME - LHDN/IRE (BizChannel) | (Payroll BzChanne! LHDE/IRB text File format for CIMB)
Finance CIME - New SOCSO (BizChannel) | (Payroll New SOCSO (BizChannel) text File farmat for CIMB)
CIME - SALARY (BizChannel) | (Payroll SALARY (BizChannel) text File format for CIMB)
Human Resource CIMB - SOCSO (BizChannel) | (Payroll SOCSO (BizChannel) text File format for CIME;
Production CIMB - ZAKAT (BizChannel) | (Payroll Zakat (BizChannel) text File format for CIMB)
CP8D excel | (CP8D excel)
Quality Systems CP2D majikan | (LHDN majikan CPED)
CP&d pekerja | (LHDN pekerja CP2D)
EIS Text File | (Text File format for EIS)
EPF - EPF CSV File | (EPF: CSV text File format for uploading o EPF’
LHDN/IRB Text File | (LHDB/IRB Text File format)
SOCSO Text File | (Text File format for SOCSQ)
Tabung Haji Texi File | (Text File format for Tabung Haji)
7 CIMB_Payrall_20191204.6¢ - Notepad - O X
File Edit Format View Help
bl 0000000000000008
92350008087676545643 GHAFAR AHMAD 09080192379
B23560008087676545643 JOYCE WONG 0oeeed64a31
823560008074446363634 EKA SINGH 008868396756
823560008087676545643 KHOO SIEW LING 008868561568
82356008097676545999 DENNIS CHAN 00800518264
©2350008097676000123 FATIMAH MUHAMMAD 00008216241
02350000084446545636 ELIZABETH TEOH 00000531550
82350008087676545643 CHANDRA GUPAL geeee3417ee

©30000080000003222489

Generated Text file filters out Employee with “Paid” Status.

Step to use:

1. Payroll Module > Report > Text File Generator

2. Select Pay Period.

3. Select one type of Text File.

4. Employee with “Paid” status will be listed in a separated column, will not shown
in the generated text file.

5. Click‘Generate’ button

6. If you wish to retrieve list of employees at “Paid” status in the text file, [tick /]

the employee in the “Paid employee” column and click "Generate”.



Pay Period= 2020-01 A
Text File = CIMB - SALARY (BizChannel) | (Payroll SALARY (BizChannel) text File format for CIMB) v

Payment Date (DDMMYYYY)

All Departments

[l Demo Gold Instance
|| Engineering

|| Finance

[]  Human Resource
[J Production

] Quality Systems

All Employees B Paid employee
¥ EMP003 CHANDRA GUPAL | EMPOO1 ABDUL RAHMAN

¥ EMP004 DENNIS CHAN

¥ EMF005 EKA SINGH

¥ EMF006 FATIMAH MUHAMMAD
¥ EMF007 GHAFAR AHMAD

¥ EMF008 ELIZABETH TECH



Payroll EA Load

Preparation of Year-end EA for submission purpose.

9.2  EASetup

Payroll Module > Process > Payroll EA Load > EA Setup > Edit > Tick V to Assign > Save [Figure 9-1]

EA Load Log Report EA Setup

Figure 9-1

‘Recnm(s)‘
EA Year @ | 2016 v
== Any negalive value in Section B will change 1o 0
EA Code EA Description Formula Code Action
B
0001 Gaji Kasar [DEL] Absent @ 1010 Apsent Cancel
[DEL] Overtime1_5 @  1007-REGULAR
[DEL] Overtime2_0 I 1008--Meal_Allowance
[DEL] REGULAR ¥ 1015-Overtime1_5
[DEL] Unpaid_leave I 1022--0T1_5
¥l 1011--Overtime2_0
EAYear @ 2016 v
= Any negative value in Section B will change to 0
EA Code EA Description Formula Code Action
B
bo01 Gaji Kasar Absent Edit
Overtime1_5
Overtime2_0
REGULAR
Unpaid_leave
b101 Bonus Edit
b101_yr1 Ganjaran Tempoh Mula Edit
b101_yr2 Ganjaran Tempoh Tamat Edit
b1021 Elaun WMeal_Allowance Eait
Phone_Allowance
Transperi_Allowance
Vehicle_Allowance
b102_desc Elaun Penyata Edit
b102ii Cukai Pendapatan Edit
b103i ESOS Edit
b103 Ganjaran Edit
1 1
b103ii_desc Manfaal berupa barangan Edit
Penyata
b003 Nilai Tempat Kediaman Edit
b003_desc Nilai Tempat Kediaman Penyata Edit
b107_4 Bayaran Balik KWSP Edit
b107_5 Pampasan Kehilangan Kerja Edit
c
c007_1 Pencen Edit
c007_2 Anuiti Edit
totgaji Jumlah Gaji Edit
D
d_amt Potongan PCB PCB Edit
d_cp3s Potongan CP38 Edit
d_zakat Potongan Zakat Edit
d_tp1_pelepasan TP1 pelepasan Edit
d_tp1_zakat TP1 zakat selain yang dibayar Edit
melalui potongan gaji bulanan
d_children_tax_relief  Jumlah pelepasan bagi anak Edit
yang layak
E
&_descl Nama kumpulan wang 1 Edit
e_amtl Nilai Caruman 1 EPF Edit




9.1.1 EALoad
9.1.2 Export EA Data to Excel format (for verification purposes)

Payroll > Process > EA Load > Select Year of EA > Download EA Template [Figure 9-2]

EA Load Log Report EA Setup Figure 9-2
EA Year: 2019 v Download EA Template
EA Input File {.csv): Choose File | Mo file chosen
* Filg size must not excesd IME

EA Template

Employes.lEmployee No Siri|cs No Majika No. Rujuk Cawangarn Jawatan | f No KWSP | No PERKE! Bilangan £ Gaji Kasar Bonus| bl Ganjaran " Ganjaran "Elaun | b1CElaun Pen
EMPO0O1 ABDUL RA A00O1 654321 564363363634 321564 770105-07-9999 26763.47 9900
EMP0O02 BENTAN AQ002 654321 5G342646346360 46363463 830303-07 1 44261.78 16650
EMP003 CHAMNDRA A0003 654321 SG5474675474(0) 4363634 700918-59-7777 31387.1 9900
EMPO04  DENNIS CEA0004 654321 SG4363363634 90985293 840521-02-6666 40303.94 16650
EMPO0O5  EKA SINGHAQ005 654321 5G4363363634 6.44E+08 721101-02 3 27000 16650
EMPOO8  ELIZABETF AQOO6 654321 5G4363363634 453218 740420-02-2222 46298.08 16650
EMPO06 FATIMAH A0007 654321 SG4363363634 53252352 830221-08-4444 13500 9900
EMP0O07 GHAFAR A AQ008 654321 5G4363363634 76554434 740905-02 2 10915.38 9900
EMPO0S JOYCE WC AQOOS 654321 5G352525233-03(0) 32552352 741102-07-1111 36653.84 16650
EMP010 KHOOQ SIE'A0010 654321 SG4363363634 2235235 750429-07-5037 53538.46 12150

9.1.3 Payroll EA Process
EA Process allow user to process employee EA Form without download and upload the excel file.

EA Load Log Report EA Setup

EA Year. 2019 v Download EA Template

EA Input File (.csv): Choose File | No file chosen

* File size must not exceed IWE

Employee to Process EA

1. This is to directly generate EA Form based on data captured through Monthly Payroll Processing. For those require data that not being
captured in the system [list of data) kindly update and upload via CSV File Template.
2. Al EA Dsata being uploaded/processed previously in the same year for the selected employee(s) will be replaced.

No. 4 Employee No. + Employee Name 4 « Choose Employee =
.

T |- - -

: | - F -

e - -

¢ 'm . -

= — -



Employee Salary Analysis (A File generated by user for checking & verification purposes)

E-Pay > E- Pay Slip Administration > Pay Slip (Admin) > Employee Salary Analysis > Choose Column By

- Transaction / Sort By - Employee / Sub Total - Employee / Filter (by Pay Period — choose only year

2019, Transaction - All, Employee - All) > Preview / Export [Figure 9-3]

jReport Type ©  ® Detail by Employee Summary

[Column By o ® Pay Period Transaction

[Sort by ® Employee Department Job Level
[Sub Total Employee Department Job Level Gross Pay Nett Pay
Include Cost

Center / Cost

Center Shows

Allocation

Include Unit of .

Measure - Shows

Filter

il 2018-02
il 2018-01
201812
2018-11
2018-10

2n18-na

All Pay Periods
075-0

All Transactions

aREGULAR - Basic
Claim - Claim

OT1_5-0T1_5

A8 N KK

aMeal_Allowance - Meal Allowance

aOvertime1_5-0T 1.5

aoOvertime2_0 - OT 2.0

NI R R TN

Figure 9-3

All department

[No Department]
Engineering
Finance

Human Resource
Production

Quality Systems

24

Employee Salary Analysis File

A E F G H 1 J K L
Employee No Pay Perlod Alw1: REGULAR - Al ANLP - ANLP Alw: Back Pay - Alw: Backpay Parking— Abwz Backpay Trspt Al Alw: Badkpay VB- o
REGULAR Back_Pay Backpay_Parking - Backpay_Trspt_Allw Backpay_VB
26000014 2015-01 11576
26000014 2015-02 11576
26000014 2015-03 12271 1380
26000014 2015-04 12271
26000014 2015-05 12271
26000014 2015-06 12271
26000014 2015-07 12271
26000014 2015-08 12271
26000014 2015-09 12271
26000014 2015-10 12271
26000014 2015-11 12271
26000014 2015-12 12271
26000014 TOTAL 145862 0 1390 1] 1] 1] 1]
26000022 2015-01 b816
26000022 2015-02 6816
26000022 2015-03 7020 408 785476
26000022 2015-04 7020
26000022 2015-05 7020
26000022 2015-06 7020
26000022 2015-07 7020
26000022 2015-08 7020
26000022 2015-09 7020 2700
26000022 TOTAL 62772 2700 408 o o o 7854.76

Steps to conduct checking (user may refer below example as reference):

1) User can conduct checking in EA Setup with transactions in groups/categories (Refer to 9.1
EA Setup)
2) Add all the amount of transaction under the same group/category (Refer to 9.1 EA Setup) in

Employee Salary Analysis File
3) Compare the total accumulated amount with the EA Template




Example 1:

Employee No 2000014 (by Individual)

Setup)

1) Conduct checking in EA Setup, which displays transactions in groups (Refer to 9.1 EA

A B c D E F G H | J K L

1 [ No. | ployee Name  Joblevel Dept Name Dept Path Jan-19  Feb-19  Mar-19 Apr-19 May-19 Jun-19

2 |EMPOO1 ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ aREGULAR - Basic 2500 3100 3100 3100 3100 3100
3 |EMP0O1 ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems  aMeal_Allowance - Meal Allowance 500 500 500 500 500 500
4 [EMPOOL ABDUL RAHMAN NEO3 Quality Systems  Demo Gold Instance/Quality Systems ~ aOvertimel 5- OT1.5 - - - - -
3 |EMPOOL ABDUL RAHMAN NEOZ Quality Systems Demo Gold Instance/Quality Systems ~ aPhone_Allowance - Phone Allowance 100 100 100 100 100 100

aTransport_Allowance - Transport
5 |EMPOOL ABDUL RAHMAN NEO3 Quality Systems  Demo Gold Instance/Quality Systems  Allowance 500 500 500 500 500 500
7 |EMPOOL ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ Claim - Claim 946 - - - -
3 |EMPOO1 ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ OT Fixed 12.5 - - - - -
3 |EMPOOL ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ aEPF - EPF -396 -438 462 -a62 462 -462
0 |[EMPOOL ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ aAbsent - Absent - -238.46 - - - -
1/EMPOOL ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems  aSOCSQ - SOCSO 17.75 -19.75 -19.75  -19.75 -19.75  -19.75
2 |[EMP0O1 ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems  EIS-EIS -7.1 -7.9 -79 -7.9 -7.9 -7.9
3 |EMPOOL ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ aEPFER - EPFER 468 518 546 546 546 546
4 |EMPOO1 ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ aHRDF - HRDF 36 39.62 42 42 42 42
5 |EMP0OO1 ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ aSOCSOER - SOCSOER 62.15 69.05 69.05 69.05 69.05 69.05
6 [EMPOOL ABDUL RAHMAN NEO3 Quality Systems Demo Gold Instance/Quality Systems  EIS Employer - EIS Employer 7.1 7.9 7.9 7.9 79 7.9
7 |EMPOO2 BENTAN EX01 Engineering Demo Gold Instance/Engineering aREGULAR - Basic 5000 5000 5000 5000 5000 5000
& |EMPO02 BENTAN EX01 Engineering Demo Gold Instance/Engineering aMeal_Allowance - Meal Allowance 500 500 500 500 500 500
9 |[EMP002 BENTAN EX01 Engineering Demo Gold Instance/Engineering aPhone_Allowance - Phone Allowance 200 200 200 200 200 200
aTransport_Allowance - Transport
‘0 |EMP0O2 BENTAN EX01 Engineering Demo Gold Instance/Engineering Allowance 800 800 800 800 800 800

Salary Analysis File

Employee Salary Analysis File (Part 1)

2) Add amount of all transactions in the same group (Refer to 9.1 EA Setup) at Employee

Joblev~  DeptName |~ Dept Path Transaction
NEO3 Quality Systems Demoa Gold Instance/Quality Systems ~ REGULAR - Basic
NEO3 Quality Systems Demo Gold Instance/Quality Systems  Meal_Allowance - Meal Allowance
NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ Overtimel_5- OT L5
NEO3 Quality Systems Dema Gold Instance/Quality Systems ~ Phone_Allowance - Phone Allowance

Transport_Allowance - Transport
NEO3 Quality Systems Demo Gold Instance/Quality Systems  Allowance 500 500 500 500 500 500 500 500 500 4500
NEO3 Quality Systems Demo Gold Instance/Quality Systems  Claim - Claim 946 - - - - - - - 217.8 1163.8
NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ OT Fixed 12.5 - - - - - - - - 450 450
NEO3 Quality Systems Demo Gold Instance/Quality Systems  EPF - EPF -396 -438 -462 -462 -462 -462 -462 -438 -451 -4033
NEO3 Quality Systems Dema Gold Instance/Quality Systems ~ Absent - Absent - -238.46 - - - - - -238.46 -119.23
NEO3 Quality Systems Demo Gold Instance/Quality Systems ~ SOCSO - SOCSO -17.75 -19.75 -19.75  -19.75 -19.75  -19.75 -19.75 -19.75 -19.75 -175.75
NEO3 Quality Systems Demo Gold Instance/Quality Systems  EIS - EIS -7.1 -7.9 -7.9 -7.9 -7.9 -7.9 -7.9 -7.9 -7.9 -70.3
NEO3 Quality Systems Demo Gold Instance/Quality Systems |EPFER - EPFER 468 518 546 546 546 546 546 518 533 4767

REGULAR =27300 Absent

TOTAL|= 26763.47

Overtime1_g5=59.62 =-596.15

3) Compare all amount added with the EA Template

EA Template

Employee Employee No Siri| cs No Majika No. Rujuk Cawangar Jawatan | f No KWSP | No PERKE! Bilangan §Gaji KasarfBonus| bl Ganjaran " Ganjaran " Elaun | b1l
EMPO0O1 ABDUL RA AOOOL 654321 564363363634 321564 770105-07-9999 26763.47 9500
EMP002 BENTAN A0002 654321 5G34264634636 46363463 830303-07 1 44261.78 16650
EMP0O03 CHANDRA ACOO3 654321 SG5474675474(0) 4363634 700918-59-7777 31387.1 9900
EMPO04  DENNIS CI ADOD4 654321 5G4363363634 90985293 840521-02-6666 40303.94 16650




Example 2:

All Employees
1) Conduct checking in EA Setup which transaction displayed in groups (Refer to 9.1 EA
Setup)
EAvear @ 2015 v
E Coe - EA Description Formula Code Action

m
=

b001 Gaji Kasar Absent
Overtime1_5
Overtime2_0
REGULAR

Unpaid_leave

m
=

b101 Bonus

m
=3

b101_yr1 Ganjaran Tempoh Mula

m
=

b101_yr2 Ganjaran Tempoh Tamat

m
=3

b102i Elaun Meal_Allowance
Phone_Allowance
Transport_Allowance

Vehicle_Allowance

2) Add amount of all transactions on the same group (Refer to 9.1 EA Setup) at Employee
Salary Analysis File

Employee Salary Analysis File (Part 2)

REGULAR - Basic 36200 36800 36800 36300 36800 36800 36800 36800 36800 330600
Overtimel_5- 0T 1.5 - - - - - - - 59.62 - 50.62
Cvertime2_0- 0T 2.0 - - 346.15 - - - - - 211057  2456.72
absent - Absent -192.31  -469.23 - - - - - -469.23 -303.85 -1634.62
Unpaid_leave - Unpaid Leave - - - - -43548 -274.19 -150  -859.67

36007.69 36330.77 37146.15 36800 36800 36800 36364.52 36116.2 38256.?2'330622.05'

REGULAR =330600.00
Overtime1_5 =59.62
Overtime2_o =2456.72

absent =-1634.62
Unpaid_leave =-859.67
TOTAL = 330622.05

3) Compare the amount added with the EA Template (as below)

EA Template

A | B | ¢ | D | E | F | 6 | H | 1 | 1 K
Employee Employee No Siri|cs No Majika No. Rujuk Cawangar Jawatan |f No KWSP | No PERKE:! Bilangan § Gaji Kasar|b001_| 1000
EMP0O01 ABDUL RA A0001 654321 SG4363363634 321564 770105-07-9999 26763.4
EMP002 BENTAN A0002 654321 5G34264634636 46363463 830303-07 n 44261.7
EMPO003 CHANDRA A0003 654321 5G5474675474(0) 4363634 700918-59-7777 31387.
EMPO0O4 DENNIS CiA0004 654321 SG4363363634 90985293 840521-02-6666 40303.
EMPO05 EKA SINGHAQ005 654321 5G4363363634 6.44E+08 721101-02 3
EMPO008 ELIZABETF A0006 654321 SG4363363634 453218 740420-02-2222 46298.
EMP0O0O6 FATIMAH A0007 654321 SG4363363634 53252352 830221-08-4444
EMP0O07 GHAFAR A A0008 654321 SG4363363634 76554434 740905-02 2 10915.3
EMP0O09 JOYCE WC AD009 654321 5G352525233-03(0) 32552352 741102-07-1111 36653.
EMPO010 KHOO SIEYA0010 654321 SG4363363634 2235235 750429-07-5037 53538.4
foTAL 330022.0

* NOTE: REPEAT THE SAME STEPS FOR ALL TRANSACTIONS FORALL EMPLOYEE



9.2.2 Upload EA Data

Payroll Module > Process > EA Load > Choose EA Year > Choose File > Upload > Check the form in EA

Form (Admin) [Figure 9-4]

EA Load Log Report EA Setup

EA Year: 2018  « Download EA Template I

EA Input File (.csv): Choose File | ea_input_201..._testing.csv

* File size must not exceed IMB

9.2.2.1 View EA Form

E-Pay > EA Form Administration > EA Form (Admin) > Choose Employee No > Choose Tax Year >

Retrieve [Figure 9-5]
(C.P.2A-Pin.2018) MALAYSIA EA

No sin 0001 CUKAI PENDAPATAN No. Guksl Pengzsatan Sakens
$G4302383034
No. Majikan & 854321 EENVATA SARAAN DARIPADA PENGOAJIAN Cawangan LHONM

SAG| TAHUN SERAKHIR 31 DISEMSER 2043
BORANG EA INI PERLU DISEDIAKAN UNTUK DISERAHKAN KEPADA PEKERJA BAGI TUJUAN CUKAI PENDAPATAN

Msuriran rekerua
1. Mama Penun Pekerja/Pesara (En./CikiPuan) ABDUL RAHMAN

2. Jawatan TEGHNICIAN an Ga EMPIDT
4. No. K.P. Baru 770105-07-0908 5. No. Pasoart
321584 7. Na PERKESO 770105-07-088

&. Bilangan Anak Yang Layak ©. Jika bekera fidak genap sstahun, nyatakan

2) Tarikh mulz bakeria

Figure 9-4

Figure 9-5

b) Tarikh berhenti kerja

PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN RM

K Yang Dil ikan Cukai)

30,254 57,
0.00
24 slaun-slaun lain (Perinal pembayarsn ) 12,200.00
0.00
0.00

0.00
0.00
0.00
0.00

3. Manfaat berupa barangan:(Nyatakan:
4. Nilai tempat kediaman (Alamat: )
5. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan




9.2.2.2 Approve EA Form

E-Pay > EA Form Administration > EA Form (Admin) > EA Summary > Choose Tax Year and check the
status > Approve [Figure 9-6]

Employee EA Form Summary EA Form Setup

Figure 9-6

|Tax Year: 2019 v EAForm Status: Approved | Release Individual EA | Revert Status

No Employee Employee Name  Gaji Fee Tip Cukai Kereta Elektrik, Separuh Lengkap
No Pendapatan air  Lengkap
RM Dari Hingga RM Perihal RM RM Tarikh  Jenis  Tahun  Medel Nilai  Niai RM RM RM  Perabot
Pembayaran kereta Pemandu
1 A001 ABDUL RAHMAN  78031.00 01-Jan-19  31-Dec-19 1882800 380004 0.00 0 0.00 0.00 0.00 0.00 0.00 0.00
2 MYo0T1 I NAI 17402.90 01-Jan-19  31-Dec-19  1572.00 311000 000 0 000 000 0.00 0.00 000 000
3 29000 TEST MD 78031.00 01-Jan-19 31-Dec-19 18828 00 380004 000 0 000 000 0.00 0.00 000 000
Total: 173464.90 39228.00 10710.08 0.00 0.00 0.00 0.00 0.00 0.00 0.00

9.3 EA Form Setup — Insert EA’s Officer Information

Company Benefit Setup > Control Master (Admin) > EA Form Setup > Insert officer’s details > Save >
Once saved, details of officer will be displayed as below [Figure 9-7]

Officer Info. R
e Figure 9-7

Officer Name #

Officer Designation =

IC/Passport Number =

(Years - v

Officer Name 4 Officer Designation 4 IC/Passport Number + Year 4 Action *

DEMO HR HR MANAGER 2014 Edit Delete



TP1 Form (Admin)

Rebates and reliefs such as technology purchases, medical expenses, insurance and book purchases

to adjust MTD amount.

10.12  Create New TP1 Form

TP1 Form (Admin) > Select Employee and Tax Year > New > Fill Amount > Save [Figure 10-1]

| MAKLUMAT INDIVIDUAL |

Employee No

Tax Year

EMP001 - ABDUL RAHMAN

A

Figure 10-1

Employee Name

IC No.

Bahagian C & D

Bahagian C: MAKLUMAT POTONGAN

€1 Perbelanjaan rawatan perubatan, keperiuan
khas dan penjaga untuk ibu bapa

(keadaan kesinatan disahkan oleh pengamal
perubatan); atau

© ABDUL RAHMAN
- 770105-07-9999

HAD
TAHUNAN
(RM)

Income Tax No. 1 SG4363363634

No. Passport

POTONGAN
POTONGAN HAD
BULAN TAHUNAN TERKUMPUL (RM} BULAN SEMASA (RM)
SEMASA (RM) (RM)
5000




10.2 Edit TP1Form

TP1 Form (Admin) > Select Employee and Tax Year > Edit [Figure 10-2.1] > Replace Amount needed >

Save [Figure 10-2.2]

Employee No EMP001 - ABDUL RAHMAN v

Tax Year T2019-12 v

Employee Name

IC No. S 770105-07-9999

- ABDUL RAHMAN

@No. of TP1 Record Submitted

Bahagian C & D

Bahagian C: MAKLUMAT POTONGAN

HAD POTONGAN
TAHUNAN BULAN
(RM) SEMASA (RM)
€1 Perbelanjaan rawatan perubatan, keperluan
khas dan penjaga untuk ibu bapa
(keadaan kesihatan disahkan oleh pengamal
perubatan); atau
C1a Pelepasan bapa
€1b Pelepasan ibu
€2 Peralatan sokongan asas untuk kegunaan
sendiri, suamifisteri, anak atau ibu bapa yang
kurang upaya
€3 Yuran pendidikan (sendiri)
fiv narinnkat salain Sariana dan Noktor Falsafah -
MAKLUMAT INDIVIDUAL
Employes No EMP001 - ABDUL RAHMAN v
Tax Year o 201912 v

Employee Name - ABDUL RAHMAN

IC No 2 770105-07-9999

@No. of TP1 Record Submitted

Bahagian C & D

Bahagian C: MAKLUMAT POTONGAN
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khas dan penjaga untuk ibu bapa
(keadaan kesihatan disahkan oleh pengamal
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C1b Pelepasan

€2 Peralatan sokongan asas untuk kegunaan
sendiri, suami/isteri, anak atau ibu bapa yang
kurang upaya

3 Vuran nend

an feandiril

Income Tax No

No. Passport
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[ new | e | Delete
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Save Cancel
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10.3 Delete TP1 Form
TP1 Form (Admin) > Select Employee and Tax Year > Delete [Figure 10-3.1] > Confirm Deletion
[Figure 10-3.2]

5 : Figure 10-3.1
MAKLUMAT INDIVIDUAL
2
Employee No | EMPOO1 - ABDUL RAHMAN v
Tax Year 2019-12 v
Employee Name : ABDUL RAHMAN Income Tax No. : 564363363634
IC No. $ 770105-07-9999 No. Passport :
@No. of TP1 Record Submitted
Figure 10-3.2

Confirmation

Do you wish to delete everything for period 2019-127




FAQ

How to search the pay period to do payroll processing?

Firstly, check the status of the pay period in the Pay Period Maintenance

Payroll > Policy > Payroll Period Maintenance > Edit > Click on Inactive — If the message
shows OPEN means the Pay Period is ready to do payroll processing > Save

Page 8 for status of pay period (Open for processing)

What should I do if | mistakenly processed payroll on current month for an employee who
had already resigned last month? As there will be no pay-out for this month.

Firstly, delete salary data of the resigned staff

Payroll > Report > Payroll Report > Delete Payslip on Screen > Choose Pay Period and Pay
Period Type > Select Delete Mode by individual Employee > tick V the employee > Proceed

Page 30 to delete salary data

How to search for transaction code in the processing page that | have created?

Firstly, check whether the base code is created and shown in system.
Payroll > Formula > Payroll View Control > tick V to Show > Save

Page 12 for Base Code Setup.

What should | do if found missing of Allowance Transaction after payroll is processed?

Firstly, set transaction type (to display the details in the balance sheet of the report)

Payroll > Report > Payroll Report Setup > Assign Transaction Type —
Allowance/Deduction/Overtime

Page 62 — Transaction Type Setup

How to process Ad-Hoc Bonus which separated from monthly payroll?

Firstly, user has to create ad-hoc pay period for Bonus pay-out

Payroll > Policy > Pay Period Maintenance > Create > choose Year of Bonus, Month of Bonus,
Pay Policy, tick Ad-Hoc and set the name pay period “Bonus” without spacing > Generate

Page 5 to create ad-hoc pay period.

How to amend payroll cut-off date for selected month only?

Payroll > Policy > Pay Period Maintenance > Edit > Change the Date > Save

Page 6 on defining cut-off date

How can | change information in the text file, for example information of contact person?

Company Benefit Setup > Control Master (Admin) > Payroll Setup > Insert new information >
Save

Page 5 to verify/update info such as contact person, contact number, bank information, and

company’s statutory number and etc.



8.

10.

11.

What should | do if | cannot generate text file for salary or statutory?

Firstly, user has to check the status of payroll report to see if it’s confirmed.

Payroll Module > Report > Payroll Report > select the Pay Period > check status of report >
Click Confirm Processing > click OK for confirmation

Payroll Report needs to show Confirmed status before generating text file.
Page 56 Payroll Report Verification

What should | do if the total amount of bank listing on the payroll report different from the
amount reflected on text file?

First, user must check all the status of all types of transactions, if found one of the
transaction types is missing, user have to set transaction type (to reflect on the balance sheet
of payroll report).

Payroll > Report > Payroll Report Setup > assign Transaction Type
(Allowance/Deduction/Overtime)

Page 62 for Setting up transaction type.

What should | do if found some mistakes on staff's income tax (higher than estimated)?

Clarify whether employee is Malaysian?

Yes. Refer to (A)

No. Refer to (B)

(A) Please check column of IC No. reflected on payroll input file.

If IC number inserted in system is incorrect, amend and reprocess.

If input file does not display column of IC number, please check data in Employee Profile
Module (IC number and Nationality), amend the data and reprocess the payroll.

(B) Expatriate has already staying in Malaysia for at least 182 days.

If yes, user has to determine if the tax rate following local rate? If yes, user have to set the
tax rate in system for the employee

Payroll > Tax > Tax Group Exception > Select Tax Group / Apply to Employee (tick V to assign
to employee) > Assign  (Refer Page 32 to assign Tax Group)

If the stay is less than 182 days, the tax rate will be 28%.

What should | do if employees unable to view their pay slips?

Check status of pay slip & approve the pay slip

E-Pay Module > E Pay Slip Administration > Pay Slip (Admin) > E Payslip Summary > Select
Pay Period and Check the status > Approve

Page 58 to view status and approve pay slip.



12. What should | do if my employees wish to retain EPF contribution at 11%7?

13.

Firstly, to set EPF’s contribution percentage (%)

Payroll Module > Assign Allw / Ded > Select EPF in Statutory Employee / Valid Date-Effective
date / Amount-11% / Apply to Employee (tick V to assign) > Assign

Page 23-24 to assign Deduction

Why Employee ID turns into become 1 digit after being exported to excel file? It should be 3
digit, for example, from oos becomes 5.

It might cause by the format of Microsoft Excel. The potential issues that might occur when
using excel format:
a. Employee number

Highlight Column of Employee ID > Right click > Select Format Cells > Select Number >
Select Custom > Type 3 zeros (3 digits, auto fill zero in front) > OK

=

Format Cells I. ? ﬁ]

Mumber Alignmentl Font I Border I Fill IF‘rntectinn|

Category:

General -~ Sample

Mumber ool

currency

Accounting Type:

Date

Time 000

Percentage General -
Fraction u] =
Scientific 0.00 |E|

Text # ##0

£ 50,00
#£50_];[Red](# ££0)
# #80,00_): (£ ££0,00]
# ££0,00_);[Red][#, ££0.00)
RM#,££0_);[RM#, #50)]
RM£ £20 ):[Red][RME ££0)

:

Type the number format code, using one of the existing codes as a starting point.

b. IC number
Ensure the IC number is in a correct format before you save the file. If the IC number
shows 9.00801E+11 then have to re-format the cell before saving the file. To do so,
Highlight IC number column > right click > choose format cells > Number > Number >
Decimal places choose o (zero) > OK
Verify the IC number, make sure are all correct and save.
OR
Delete the IC number column.




C.

Hire / resign date

Ensure that the format for date in the column is correct before save. The format must

be YYYY-MM-DD (Y-Year, M-Month, D-Day).

Highlight date column > right click > Select format cells > Select Number > Select

Date >Select location — English (Malaysia) > choose YYYY-MM-DD > OK

OR
Delete the date column.

-

A=)

Format Cells
Number Alignment I Font | Border | Fill | Protection
Categony
General -~ Sample
Number 20160801
Currency
' Type:
T 14372012 -
& —_
Percentage llﬂ.fgfzr;ﬁszday, 14 March, 2012
Fraction 14/3/12 =
Scientific 14/03/2012 2
Text
Special =
Custom 20120314
Locale [location):
|English (Malaysia) | ]
Calendar type:
Gregorian IEI

Date formats display date and time serial numbers as date values, Date formats that begin with
an asterisk [*] respond to changes in regional date and time settings that are specified for the
operating system, Formats without an asterisk are not affected by operating system settings.

0] 4 Cancel |




14. How to print the payroll report?

Export report to excel format > File > Print > Change the setting to Landscape Orientation, A4
size, Narrow Margin, and Fit All Column on One Page > Print

I
L]

=,
m
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—

4k

Printer
[ HP Laserlet 400 MFP M425 P... .

% Ready

Printer Properties

Settings

Print Active Sheets

Only print the active sheets
i F S
-

- 1O

Print One Sided

Account

Only print on one side of th...

Pages:
=
Options (== Collated .
=
]
> e
™

1,22 123 123

Landscape Orientation -

Ad
2l emx29.7 cm

Marrow Margins
Left: 0.64 crm Right: 0.64 cm

Fit All Colurnns on One Page
Shrink the printout so that it...

Page Setup




15. How to print the Payroll Report with title can be reflected on each page?

Export report to excel format > Page Layout > Print Titles > Sheet > Select Rows to report at
top > Ok > File > Print > change the setting to Landscape Orientation, A4 size, Narrow
Margin, and Fit All Column on One Page > Print

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Foxit PDF
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