User Guide
HOW TO PROCESS EA LOAD

em Y
empl ZQ




HOW TO PROCESS EA LOAD

1. Clickon E=atthe top left side, you can search the EA Load.
2. ORclick on Payroll -> Process -> Payroll EA Load.

g

Payroll EA Load

3. Goto[EA Setup]tab.
Select EA Year*: [EQ: 2016] *Latest EA Form template that had announced by the Government.
5. Check and ensure that all the Tax related Formula Code(s) have been assigned to the EA
Category accordingly.
6. Click “Edit” to include/remove the Formula Code(s) from the assignment.

3 HRMS Application | Payroll / Process / Payroll EA Load |

EA Load Log Report] EA Setup

[Record(s)
** Any negative value in Section B will change to 0.
EA Code EA Description Formula Code Action
B
001 Gaji Kasar PAID LEAVES
REGULAR <
Unpaid_leave
b101 Bonus BONUS <€ Edi
b101_yr1 Ganjaran Tempoh Mula
b101_yr2 Ganjaran Tempoh Tamat
b102i Elaun INGENTIVE
b102_desc Elaun Penyata
b102ii Cukai Pendapatan
b103i ES0S
103 Ganjaran
b103ii Manfaat berupa barangan
b103ii_desc Manfaat berupa barangan Penyata
003 Nilai Tempat Kediaman
b003_desc Nilai Tempat Kediaman Penyata

7. Click “Save"” to save the changes.

EA Load Log Report EA Setup

Record(s) |

EA Year @ 2016 ~

- Any negative value in Section B will change 1o 0
EA Code EA Description Formula Code Action
B
poot Gaji Kasar [DEL] PAID_LEAVES Tl BONUS I Cancel
[DEL] REGULAR NGENTIVE
[DEL] Unpaid_leave PAID_LEAVES
REGULAR
Unpaid_leave
ADDITIONAL_EPF
I
b101 Bonus BONUS Edit
B101_yr1 Ganjaran Tempoh Mula Edit
b101_yr2 Ganjaran Tempoh Tamat Edit



8. Goto1tab (A) [EA Load].
9. Selectthe EA Year* [Eg: 2023]. *Wish to process for which year EA.

Method 1:

10. Click on the @ EA Template .

X HRMS Application/ Payroll / Process / Payroll EA Load

EA Load | Log Report EA Setup

A

‘™l REMINDER
Each employee requires only 1 EA form, as stated by the new requirements by LHDN. As such, duplicated employee profiles with the same IC number are now merged into 1 EA form. Please
take note of this going forward. (This is applicable to Malaysian employees only.)

» Process EA without file upload

B C
——
EA vear: o] - [
_—
EA Input File (.osv): No file selected.

(S EELIETVREEER T - Filc size must not exceed 318

11. Once the EA template has been downloaded, check, verify and/or update (if necessary)
from the template file.

ea_input_2019_MYwave_Release_Testing_Company_1.csv - Excel
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12. Confirmed all data is correctly captured in the excel file, click Browse... (5 choose the
file.

Upload and process EA

13. The file name will show on the right then click



x HRMS Application/ Payroll / Process / Payroll EA Load

EA Load Log Report EA Setup

EA Year:

EA Input File (.csv):

14. Once done uploaded will prompt a message that saying the ‘File is Valid, and was
successfully uploaded'.

3X HRMS Application/ Payroll / Process / Payroll EA Load

EA Load Log Report EA Setup

File is valid, and was successfully uploaded
32 Employee(s) of 1664 Record(s) has been uploaded

EA Year: - v

ate | ® Duplicate Employee Profiles Template

EA Input File (.csv): No file selected.

Upload and process EA  RUEEEEEEELE LR

Method 2:

15. Click on “Process EA without file upload”: allow user to process employees’ EA Form
without download and upload the excel file which is directly based on the setup and data
captured in the system.

3< HRMS Application/ Payroll / Process / Payroll EA Load

EA Load Log Report EA Setup

» Process EA without file upload

EA Input File (.csv): No file selected.

(O] GET R (ool (eI =Nl - File size must not exceed 3118




Employee to Process EA

1. This is to directly generate EA Form based on data capiured through Monthly Payroli Processing. For those require data that not being
captured in the system (list of data) kindly update and upload via CSV File Template.
2. All EA Data being uploaded/processed previously in the same year for the selected employee(s) will be repiaced.
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16. After completed the loading/process, kindly proceed to “EA Form (Admin) — EA FormSummary —
select Tax Year” to View/Export the summary data.
17. Click on “Release All"” or "Release Individual EA” to release the EA Form to the

employee(s).

X HRMS Application fE-Pay / EA Form Administration / EA Form (Admin) |

EA Form Setup

ax Year: 2020 v |EA Form Status: Pending Approval Release Individual EA Release All
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No Pendapatan pendapatan berupa Kediaman Balik Cukal CP 38 Zakat TPL selair
barangan KWSP dibayz
potong
gyl
RM  RM Perihal RM RM RM darl hingga RM a) b) RM Nyatakan RM Alamat RM RM RM RM RM RM RM RM RM RM RM
pembavaran
1 AR o wanL e B [ T R L Jal A% SB Ll L 229 Bk
2 el U Bl Rl Ly Al ot o (T2 1 1 e mde uw e i3 ua
3 enmfed e CRAl Laean & rea L (1= aoe LW LS L ] s Y &, E ]
Sle
4 DnlLiad Jmjey vlogy Aol 25 e wih Bl Eed A8 BTk bl oA Al LE. ]
5 pwETiamin b e e Aol 22t L=k Wiy [ Sy oudd o [-TE] -4
6 1A TN Pl ML I ATV, Bow tAE  GA s 253 : B Bk O
7 LRENE i -"i: laley LOF Lhe GRS G i e 0 Pl LLE IR ]
ok
Sl L LS T | By " ade prw ade LT ]




