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The HR module 
manages employee 
data:
- employment 
parameters;
- payroll;
- roster

Payroll data (salaries) can 
be posted to expenses with 
finance module

 

Human 
resources

Top ↑



Parameters

Human 
resources

List of 
employee per 

entity

Record new 
employee

Define 
cathegories of 

employees

Define payroll 
global 

parameters

Define 
allowances 

and 
deductions 

per category

Define 
organization 

structure

Define payroll 
accounts

Payslip 
forms

HR forms

Funds 
values
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To set-up HR 
parameters, start with 
Categories :

- Categories:
Categories are 
classification of employees. 
You can have 5 different 
categories like for ex. 
"manager", "expatriate", 
"engineer", "part time", 
etc... For each categories 
you can define specific 
allowances and deductions 
parameters here. You need 
to define categories before 
allowances.

Human 
resources

Categories are set by 
companies

You can set up to 5 
categories per entity.

Each category will 
have its own 

allowance and 
deduction ratios

Top ↑



Once categories are 
defined, go to 
allowances and 
deductions to set the 
payroll ratios for 
payment calculation.

Allowance and deductions 
are parameters for payroll 
calculation that will apply to 
an employee base on 
his/her category. They are 
classified in 2 sub sections: 
fixed and custom. Fixed 
means that the calculation 
rate is fixed by convention 
(for ex. the rate of overtime 
work)while custom means 
that any amount can be 
recorded in the payroll for a 
given description.

- 6 fixed
- 13 custom 

 

Human 
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Edit “catogory 1” for 
entity “My Company 

Ltd”

Fixed 
allowance

Value 
applicable per 
worked hour 
in “Normal 
Over time”

Indicated that 
this line will 
be used  in 

total tax base

Note:
OT = Over time
PH = Public 
Holiday

Not editable

Input a formula calculation
(see formulas)

Top ↑



Custom allowances 
are allowances that 
are all set by payroll 
manager. 

Human 
resources

Custom 
allowance

Allowance 
description

Default value 
applicable per 

custom 
allowance

Input a formula calculation
(see formulas)

Top ↑



Same principle applies 
to deduction 
calculations:

- 2 fixed
- 6 custom 

Human 
resources

Top ↑



Main parameters

Main parameters are 
settings that are 
applicable to all 
categories and 
employees for a single 
company. For ex. the 
calculation rate of 
taxes or pension fund 
name.

You can define up to 6 
funds names with their 
calculation method.
A minimum of 3 funds are 
integrated in the payroll 
calculation based on 
system design
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Name of fund as it will appear in payroll

Type of calculation method:
percentage

table (to be provided)

If method is “Percent”, indicate what is the value of % for 
employer and / or employee share

Set the base of calculation
Contract = value of salary set in contract

Other = value set in “other” field (see employee)
Basic =  value set as basic salary(see employee)

Gross = calculated gross value of salary

In this example, if the basic salary is 100
Pension fund will be calculated as:
- 100 * 15% = 15 for employer
- 100 * 6% = 6 for employee

Top ↑



Organization is 
defined by

- Locations
- Services
- Ranks

Here you need to define the 
structure of your payroll 
organization like "Location", 
"Services" or "Ranks". In 
locations, you can define 
as many working location 
as needed like "head office" 
or "factory"; In Services, 
you will define the type of 
services available in your 
organization like 
"marketing", "maintenance 
department" or "finance"; In 
ranks, you can upload a file 
definition of employees 
ranks like "General 
manager", "Senior 
engineer", "Clerk", etc...  

Human 
resources

Top ↑



Organization: locations 

Human 
resources

You can create as 
many location as you 

need
Optional description

Used when 
calculation a 

commission per 
location turnover

Select to 
delete

Click “Save” to record 

Top ↑



Organization: services

Human 
resources

You can create as 
many SERVICES as 

you need

Optional “manager” of 
service.

You can edit manager 
after you record the 

employees.

Select to 
delete

Click “Save” to record 

Top ↑



Organization: ranks

Ranks are updated by 
directly or uploading a  
text file with the rank 
structure for more 
complex organisation.

Follow the example 
below to design your 
own structure

Human 
resources

For simple 
structure, you can 
type the data and 

save it

Second option is 
to upload a 
structure file 

following same 
markup

Top ↑



Sample ranks text file

You can use any text editor 
and save a file like 
“ranks.txt” before uploading

Human 
resources

@GENERAL ADMINISTATION,

G1 CEO,
G2 Country Manager,

@Direction of Customer Relations (DCR),

C1 Director of DCR,
C2 Deputy Director of DCR,
C3 Director of DCR Marketing Dpt, 
C4 Marketing executive
C9 Director of DCR Business Development Dpt,
C10 Deputy Director of Dpt,
C11 Assistant Director of Dpt,
C12 Sales executive,
C13 Sales clerk

@Direction of Operations (DO),

O1 Director of DO,
O2 Deputy Director of DO,
O4 Director of DO TechOps Dpt, 
O12 Assistant Director of Dpt,
O13 Quality Control,

@Direction of Admin and Finance (DAF),

A1 Director of DAF,
A3 Assistant Director,
A7 HR Manager,
A8 HR Executive,
A11 Administration Executive,
A12 Administration Clerk,
A17 Internal Auditor,
A18 Accounts Clerk,

@ ...

Rank category indicated by “@”
Terminated by comma “,”

Ranks inside a category indicated 
Terminated by comma “,”
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Finance accounts

When finance module 
is available, you need 
to map the payroll 
payment accounts with 
the accounting chart 
(see finance manuals) 

Human 
resources

Liability accounts set 
in accounting chart

Click “Save” to record 

Top ↑



Payslip forms 

Payslip forms are 
common to all entities.
You can have multiple 
forms.

Consult service 
provider to design new 
forms.

Human 
resources

Upload new form file 
provided by service 

provider

Forms that will be 
selectable when 
printing payslips Click to 

delete

Top ↑



HR forms 

HR forms are 
custom forms to 
extract data from 
payroll.
i.e. tax submission 
form or pension 
declaration form can 
be inserted here.

Consult service 
provider to design new 
forms.

Human 
resources

Upload new form file 
provided by service 

provider

Forms  and other data 
that will be selectable 

when printing HR 
forms

Click to 
delete

Top ↑



Funds tables

Funds table are used 
to calculate deduction 
values from tables.
They can be edited 
directly and are 
specific to countries 
where applicable.

Consult your service 
provider to implement 
funds tables
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Example of social 
security table

Salary range values

Corresponding 
contributions for 
employer and 

employee

Top ↑



Once parameters are 
defined, you can 
record employees 

Human 
resources

Name and contact 
section

Top ↑

Control access to profile by user. If none selected, 
All user with edit HR permission can edit the profile.

Administrator may also receive HR email 
notifications



The 

Human 
resources

Id and others 
references

Working status 
section

Salary section
Main base salary 

value

threshold salary value 
optionally used in 

funds

Top ↑

Date reference for 
alert

Date reference for 
alert



Once created, 
employee data can be 
access in the List 

Human 
resources

Access data view or 
edit mode

Top ↑

Export in Excel format

Filter



Employee data view 

Human 
resources

Top ↑



File attachment per 
employee 

Human 
resources

Upload new file

Delete

Top ↑



Data edit page 

Human 
resources

Top ↑

Attached company can be 
changed with Administrator role



Data edit page 

Human 
resources

Top ↑

con’t



Pay history view 

Human 
resources

Leaves recorded

Add / edit leaves form Summary of funds / 
tax contribution

Summary of salaries 
paid

Click to view 
each record 

detailsTop ↑



Example of history 
record view

Human 
resources

Top ↑



Parameters Formulas.

Formulas can be 
applied to parameters 
to automatically 
calculate allowance or 
deduction values. 

Human 
resources

Available variables in parameters:

//  salary  (the main salary set in employee data)
//  salary2 (the secondary salary set in employee data)
//  work_base (the units work base)
//  unit_work (the units worked)
//  leave (the number of leave days / units)
//  thisbasic (the calculated basic salary value)
//  overtime_hours (the number of hours in overtime)
//  normal_ot (the value of OT per hour)
//  rest_hours (the number of hours in rest day) 
//  rest_day_ot (the value of OT per hour I rest day)
//  ph_hours (the number of hours in holiday) 
//  ph_ot (the value of OT per hour I holiday)
//  mc_days (the number of days in medical paid leave)
//  mc_day_val (the value of 1 day in medical paid leave)
//  x_hours (the number of extra hours worked)
//  x_hours_val (the value per extra hours)
//  turnover (the value of turnover used for commission)
//  commission (the commission ratio)
//  customaw1 to customaw14 (custom allowances values)

// total (the total of all allowances – gross value)

//  adv (the value of salary advance)
//  less_hour (the number of hours not paid)
//  less_hours_val (the value per hour not paid)
//  customd1 to customd7 (custom deduction values)

//  deduc (the total of all deductions)

Top ↑



Example of calculation 
of bonus with a 
formula 

Human 
resources

A performance bonus 
is calculated based 
on number of days 

actually worked

The employee worked 
28 days out of base of 

30

Performance is 
calculated:

300 x 28 / 30

Top ↑
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Payroll management

Main record 
tab

Salary advance 
management

List of current 
payments

Payslip 
print

HR forms 
extraction

Post data 
records

Top ↑



Record 

Human 
resources

Profile summary of 
selected employee

Fixed allowances 
section

Main calculation bar.
Set working units in 

days or hours to 
calculate values

Filter employee by 
company

Allowance are set in 
parameters with fixed 

value or formula

Click on * to view 
formula 

Calculated net 
indicator

Top ↑



Record (2) 

Human 
resources

Custom allowances 
section

Custom allowance 
can have a custom 
name, fixed value 

or formula.

Allowances list 
defined in the 
parameters

Click to include 
in revenue for 

personal 
income tax

Total of all 
allowances 

(Gross, before 
deductions)

Will indicate amount paid as 
advance on salary

Top ↑



Record (3) 

Human 
resources

Sum of 
deductions

Click to insert or 
remove from 
personal tax

Paid by 
employer

Paid by 
employee

Custom deductions 
section

Custom deduction 
can have a custom 
name, fixed value 

or formula.

deductions list 
defined in the 
parameters

Social contributions

There are currently 
3 contributions 

(funds) that can be 
customized with 
name, value and 

formula for 
employee and 

employer

Personal income tax.
See main parameters to set 

calculation.

Click to calculate 
based on 

parameters set

Calculated net value

Click to reset data

Click to save data

Top ↑



After record, current 
payroll list shows 
payments for the 
period 

Human 
resources

Export in Excel format

Edit links.
Edit pay will redirect 

to current month 
payroll edit.

Top ↑



When paying advance 
on salary, the advance 
value can be recorded 
separately and will be 
automatically added 
when recording payroll

Human 
resources

Add advance value

Save under current 
payroll

Value is included in 
payroll page

Top ↑



Payslip: printing

Human 
resources

Select range to print

Select payroll period

Select payslip format

Top ↑



Payslip: printing

Human 
resources

Pdf payslips

Top ↑



Custom forms.

If available, 
custom forms can be 
printed by company 
and period

Human 
resources

Example of custom 
form

SAMPLE

Top ↑



Posting

When doing posting, 
you confirm all salaries 
payment and, if 
available, record the 
payment into 
accounts.

Once posted, data 
cannot be changed 
and payroll cycle is 
incremented to next 
month. 

Human 
resources

Summary of number of 
records in current 
payroll (see list to 

confirm)

Option to record in 
accounts

Click to confirm

Top ↑



Payroll record in 
accounts after posting

The form will let you 
change or adjust 
information before 
recording expenses

Human 
resources

Payment method
Exchange rate

deselect to remove from 
record

Chart of accounts

You can assign cost to 
client or project

Currency set in 
employee 

profile

Top ↑



Roster

The roster helps 
setting working 
planning and schedule 
per employee.

Record = edit or 
record current data

Copy = duplicate data 
over following month

Push = calculate total 
days worked for the 
period and update in 
payroll. Will compute 
only normal day and 
public holidays. Go to 
settings to set the No. 
of hours per day.

Human 
resources

Calendar day 
1-31

Payroll period
Filter by 
location

Click date for 
edit mode

Selection

Public holiday

Change PH 
dates

Top ↑

Click to display

Last day of the week.
You can change in 

settings

Export to Excel

Save data for current 
view Copy data of current view to next month

Note: it will only copy data if following month is 
empty.

Edit settings

Record data and update current payroll with 
total hours per employee

Set hours per day in settings

Clear data



Roster

Edit mode

Human 
resources

Move sliders 
to adjust work 

time

Total worked 
hours

Click to save

Work status:

Off day
Medical absence
Leave absence

Absent

Edited 
planning

Top ↑

Return to list view

Shifts

Add text note



Roster
Text note 

Human 
resources

Top ↑

Add text note per day per 
employee

Save text



Roster

Excel download.

3 views are available:

Calendar table

List table

Summary by 
employee

Edit tracking time and 
custom notes are 
displayed as cell 
comment

Human 
resources

Top ↑

Edit tracking and 
custom note 

displayChange total 
format in settings



Roster

Public holidays

Human 
resources

Top ↑

Select holidays 
per company

Holiday name

Holiday date
Delete on 

save

Record new 
holiday

Copy existing data 
from another company.

Copy will take 
precedence on new 

data.



Roster

Settings

Human 
resources

Top ↑

Select settings 
per company

save

Number of hours worked per 
day. Used to calculate number of 

days worked per month based 
on total hours

Select format of time display: 
decimal value or “H:m” format

Select the last day of the week.
Default : Sunday



Roster

Delete old roster data

Human 
resources

Top ↑

Click to delete

Select roster periods to delete
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