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STATUTORY FILING SETUP

Multiple Filing has been added to EPF, LHDN, SOCSO/EIS, PTPTN, Tabung Haji, Zakat and Amanah
Saham Setup. User can setup multiple filing for the respective statutory types by following the steps
below.

1.1 Manage Statutory Filing

User can add, edit or delete statutory filing under respective statutory setup

1.1.1 Access to Manage Statutory List from Statutory List

1. User canclick on button on Statutory List to access Manage Statutory List Screen

X HRMS Application’ Company Setup | Control Master [Admin)
T T

EPF
| New ETfeclive Cate
EPF List
Effective . F EFF Payment . H .
Start Effective End Group By Group Infa Contact Persan Action
2021-08 = Default Detault EFF No. ¥
=
&5
EPF State =
Witayah L

Perzekuiuan

EPF

Back New Filing

Manage EPF List

Flling Name = Info Description + Effective End Date % Info + Action
EPF No. & W
EPF State ©
EPF No. PRl |
EPF State

Default EPF Ne. slla

EPF State Code

Showing 1123 of 1 eatries < 1 >




1.1.2 Access to Manage Statutory List Screen from Add/Edit Multiple Statutory Filing

1. User can also access Manage Statutory List Screen from Add/Edit Multiple Statutory Filing

page by clicking on Manage jink

EFF

Back Have

New Effective Date

Effective Start= Effective End
2021-07 @
More than 1 filing? =
ves LTI
Filing Name (Default)= Contact Person Name »

Paogition =

EPF Mo

IC No. =

EPF State

Email Address =

Phone No_=

Manage EPF List

New Filing

Filing Namas ¢ |[nfo Description & Effactive End Date # Info + Action 2
= EPF No. L m
EPF State
EPFNo. S m
EPF State
Defaul - - EFF No. : S|\

EPF State Code

Showing 1 to 3 of 3 entries = =




1.1.3 Add New Statutory Filing

Follow the steps below to add new Statutory Filing to Statutory list
1. Click onthe button to open the dialog box

EPF

Back I New Filing

Manage EPF List

Flling Name * Info Description + Effective End Date % Info + Action
EPF No. ' W
EFF State ©
EPF No. PRl |
EPF State

Defaull : : EFF No. slla

EPF State Code

Showing 1 12 3 of 1 entries < | >

2. Once the dialog box appears, fill up the form with required information and click on m
button to save the details. The Statutory Filing List will be updated with new Statutory Filing

New Filling

Filing Name=

EPF No=

States

Description

Effective End Date

* The fields in this form will be shown according to the respective statutory types



1.1.4 Edit Statutory Filing

Follow the steps below to edit existing Statutory Filing on Statutory List
1. Click onthe ' # |icon to open the dialog box

EPE

Manage EPF List

Filing Name # Info Description % Effective End Date # Info # Action Ll
For Director EPF No. - 123789 i
EPF State : Melaka
Feb2021 EPF No. Pl ]
EPF State .
DisFault : - EPF No. - PR |

EPF State

Shewing 110 3 of 3 enines - 1 .

2. Once the dialog box appears, fill up the form with required information and click on m
button to save the details. The Statutory Filing List will be updated with new Statutory Filing

Manage EPF

Filing Names

For Director

EPF No»

123789

States

Melaka hd

Description

Effective End Date
]

* The fields in this form will be shown according to the respective statutory types



1.1.5 Delete Statutory Filing

Follow the steps below to edit existing Statutory Filing on Statutory List

1. Clickon T icon to delete existing Statutory Filing item

EPF

Back

Manage EPF List

Filing Name # Info Description % Effective End Date # Info
For Director EPF No. - 123789
EPF State : Melaka
Feb2021 EPF Ne.
EPF State .
Default EPF No.

EPF State

Hew Filing

Shewing 110 3 of 3 enines

2. Once the dialog box appears, click n button to confirm deletion

Confirmation

Are you sure you want to delete this record

* Statutory Filing that is in use cannot be deleted




1.2 Statutory List
Users can add one or more Statutory Filing(s) to Statutory List

1.2.1 Add New Effective Date of Multiple Statutory Filing

Follow the steps below to add new effective date of Statutory Filing
1. Click onthe button to add new multiple Statutory Filing

X HRMS Application’ Company Setup | Control Master [Admin)
—

EPF
New ETfeclive Cate
EPF List
Effective . F EFF Payment . . H .
Start Effective End Group By Group Infa Contact Persan Action
2021-08 = Default Detault EPF No. P
=
&5
EPF State =
Witayah L

Perzekuiuan

2. Enter required information to add default Statutory Filing to Statutory List
3. Clickon button to add new field for Statutory Filing

EFF
oack B3

New Effective Date

Effective Start= Effective End

2021-07 D

More than 1 filing? =

ves LTI
Filing Name (Dafaulty= Contact Person Name »
Manage EPF Pozition «
EPF No
IC No. =
EPF State

Email Address»

Phone No_=

* The fields in Multiple Filing Form will be shown according to Statutory Setup



4. Select """ on the slider if more than 1 Statutory Filing is required, then a Group By
drop down list will appear as highlighted below

New Effective Date

Effective Staris Effective End
202107 =
Mare than 1 Tling?e Group By
T s B Worker Typs =
Filing Name [(Default) s Contact Persan Names

Fosition »

EPF No

IC No e
EFF Srate

Erail Agoress>

Fhone Ne. »
Filing Name = Contact Perzon Mames

w

danage EPE Fosillon =
EPF No

IC N e
EFF State

Ernail Addresse
Warker Type

Fhone No. s
Mot defalt fling will be group By oplionis) above

Add New Filing

5. Select the desired Group By option then select filter to be applied to the grouping

6. Fill up the remaining information and click on m button to save changes. Statutory List
will be updated with latest Statutory Filing information



1.2.2 Edit Grouping of Multiple Statutory Filing

Follow the steps below to change Group By option of Multiple Statutory Filing
1. Click onthe! # 'icon to edit

EFF
EPF List
Effactive _ Effective » a Filing s + -
Start End Group By MName info Contact Person Action

2021-09 - Default Defaull EPF No. Pergan |n Charge Name
& HR Clerk

= 991231991234
EPF State & example@example com
%, 0123456789

Worker Type Feb2021 EPF No Persan In Charge Names 2
* Permanent & HR Clerk
5 591231591235
EPF State = example_2@example com

L 0123456780

i o i - - e
2. Select different grouping on Group By option as highlighted below

EPF

2021-09 Onward

Effective Starts Effective End
2021-09 &
Maore than 1 filing7= Group By
I es Mo Worker Type ~

3. Adialog box will appear and prompt user for confirmation. Click on button to proceed
with the changes



Confirmation

All selected option off Worker Type Qill be reset with the change on the
nment method.

assig onfirm to proceed?

4. The grouping will be updated in Multiple Statutory Filing form. Select the desired filters then

click on m button to save the changes. Statutory List will be updated with latest
Statutory Filing information

Filing Name = Contact Person Mame»
Feb2D21 - Ferzon In Charge Name 2
Manage E
Manage EPF Position s
EPF No HR Clerk
IC No. =

9912319581235
EPF State

Email Address»

example_Z{@example.com

Department

Fhone No =
0123456780

T hling will Be greup by opilanis) a5:ve



1.2.3 Remove Multiple Statutory Filing option

Admin may remove Multiple Statutory Filing and revert back to single Statutory Filing for Statutory
List. Follow the steps below to remove Multiple Statutory filing option.

1. Clickonthe! “ 'icon to edit
2. Select "5 on the slider. The Group By drop down list will be hidden.

2021-09 Onward

Effective Starts Effective End
2021-09 i

Mare than 1 filing? =

3. Adialog box will appear and prompt user for confirmation. Click on button to proceed
with the changes

Confirmation

Confirm remove multi filing?

4. Click on the m button to save the changes. Multiple Statutory Filing will be removed
from the Statutory List

Manage EPF Mew Eftective Date

EPF List
Effective . Effective + " Filing " " » 4
Start End Group By Name Infe Centact Persen Action
2021-08 = Default Default EPF No. Person In Charge Name Ve
B HR Clerk
37 991231991234
EPF State = example@example.com

L 0123456759
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PAYROLL SUBMISSION REPORT

2.1 Payroll Submission Report (EPF, LHDN, SOCSO/EIS, PTPTN, Tabung Haji,
Zakat & Amanah Saham)

Admin is able to retrieve different types of Payroll Submission Report. If the selected submission
report is EPF, LHDN, SOCSO/EIS, PTPTN, Tabung Haji, Zakat or Amanah Saham Type, Filing Name
option can be selected from the drop down list based on Filing Name defined in respective statutory
filing setup

Payroll submission report for EPF, LHDN, SOCSO/EIS, PTPTN, Tabung Haji, Zakat or Amanah Saham
type will have an option for Filling Name list that had been setup in respective Statutory Filing Setup.
*Must have at least one filing name currently in use

1. Select EPF, LHDN, SOCSO/EIS, PTPTN, Tabung Haji, Zakat or Amanah Saham Submission
Report Type
2. Select Filing Name option from drop down list

Report Type : EPF - EPF Borang A -
Pay Period ! 2021-06 w

Date As At - 2021-06-30 @~
| epF Filing ‘| Default (Defaulty v | |

Department | Select options %

Job Class | Select options %

Job Level .| Select options %

Worker Type | Select options %

Employee Status | Select options %

Employee Mo, 21101 selected %

3. Statutory Filing Information will be automatically inserted into Information section

Hlafommation |

Payment Made 1| Wang Tunai ~
Contribution month oor21

Print Date ©| 2B8/07/2021

Signature Date ol 2B/07/2021

EFF :| 005839941

EFF State e 14-Wilayah Persekutu

Contact Name

IC No.

Position :| HR Generalist
Phone No.

E-mail Address
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TEXT FILE
3.1 Text File (EPF, LHDN, SOCSO/EIS, PTPTN, Tabung Haji, Zakat & Amanah

Saham)

Admin is able to generate EPF, LHDN, SOCSO/EIS, PTPTN, Tabung Haji, Zakat or Amanah Saham Text
File. If the selected text file is EPF, LHDN, SOCSO/EIS, PTPTN, Tabung Haji, Zakat or Amanah Saham

Type, the Filing Name option can be selected from the drop down list based on respective statutory
Filing defined in statutory filing setup.

*Must have at least one filing currently in use

1. Select Filing Name option from the drop down list

Pay Period = 2021-07 v
Text File= CIMB - EPF (BizChannel): 1=t Payment | (Payrall BizChannel EPF [1st Payment) text File format for CIMB) »

Crediting Date (YYYYMMDD)

I EFF Filling = Default (Defaull) ~ '

All Departments

loooooc ol

All Employeas

500 aps

2. Clickon button to generate the text file based on selected Filing Name option
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