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Human
resources

The HR module
manages employee
data:

- employment
parameters;

- payroll;

- roster

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

HR Dashboard

Current payroll cycle

o My Company Ltd: 2018-06
® Representative office: 2018-12

HR contracts expiration

Payroll statistics

working resigned total
My Company Lid n o n
Company Two lic 30 1 31
Representative office 1 o 1
Acme Services Pte Ltd 1 o 1

HR Birthday dates

» Employee birthday in 14 dayls): 5a - Allan

# Employee birthday in 13 day(s):




Human
resources

Parameters

Record new

Parameters /

employee /

Define payroll
global
parameters

Define
organization
structure

Payslip
'/ forms

Funds
values \

J List || New employe':-:- || Categories || Main’parameters || Allowances || Organization || Accounts || 'I'V'Ianage payslips || Forms || Funds |

\ List of
employee per
entity

Define
cathegories of
employees

Define
allowances
and
deductions
per category

Define payroll
accounts




Human
resources

To set-up HR
parameters, start with
Categories :

Edit categories

| List || New employee || Categories || Main parameters || Allowances || Qrganization || Accounts || Manage payslips ||

- Categories:
Categories are company * Categories are set by
classification of employees. companies
You can have 5 different
categories like for ex.

"manager", "expatriate",
"engineer", "part time",

My Company Ltd

Input the description name for each category used. For each category you can define specific parameters in Allowances

. Category a
etc... For each categories sory
you can define specific category 1 v s
allowances and deductions Ca‘t’é'g%?i'; SSTJ e‘:%nct’ity
parameters here. You need Category b
to define categories before cateqory b Each category will
allowances. gory -—_ have its own
allowance and
Category ¢ deduction ratios
category c
Category d
category d
Category e
category e
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Once categories are Edit allowances and deductions
defined, go to
allowances and

|E|| Mew employee || Categories || Main parameters || Allowances || QOrganization || Accounts || Manage payslips || Forms || Funds |

Edit “catogory 1” for

dEdUCtion.S to set the eompany * entity “My Company
paer” ratios for My Company Ltd - Ltd”
payment calculation.
category : category 1 Fixed
Allowance and deductions E—— / allowance Value
are parameters for payroll ..................................................... applicable per I d d h
i i . worked hour ndicated that
calculation that will apply to Description Value vorked hour ), this [ire will Include tax
an employee base on JEl be used in \
: Over time
his/her category. They are Normal OT 2.52 S total tax base yes B
classified in 2 sub sections: e AN .
. . = Not editable
fixed and custom. Fixed
means that the calculation
rate is fixed by convention Rest day OT 3.36 formula yes B
(for ex. the rate of overtime =g
work)while custom means
that any amount can be PH OT 5.04 formula yes B
recorded in the payroll for a B
given description.
. le medical leave 13.44 formula yes H
6 fixed s
- 13 custom
axtra hours 1.68 formula yes |Z|
Exira hours
Commission 0.02 formula yes |Z|
Sales
Input a formula calculation
(see formulas)
Note:
OT = Over time
PH = Public
Holiday
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Custom allowances
are allowances that
are all set by payroll
manager.

Description

Performance ym{

custom allowance 1

Leader endemnity
custom allowance 2

Punctuality
custom allowance 3

Bonus
custom allowance no tax 4

Claim
custom allowance no tax 5

Telephoneallowance
custom allowance 6

Travel allowance

custom allowance 7

Other 4
custom allowance 8

Other 5
custom allowance o

Custom
allowance

Allowance
description

Value

Default value
applicable per
custom mula
allowance

formula

formula

formula

formula

formula

formula

formula

formula

formula

Include tax

yes B
yes H
yes B
yes B
yes B
yes B
yes B
yes B
yes B

Input a formula calculation
(see formulas)
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Same principle applies
to deduction
calculations:

- 2 fixed
- 6 custom

Description Value

Advance 0
advance

Less hours 1.68
Less hours
Custom deductions
Description Value

Uniform 0
deduction custom 2

Other 0
deduction costom 3

Medical Ch.up ]
deduction costom no fax 4

Other 1 0
deduction custom 5

Other 2 0
deduction custom 6

Other 3 0

deduction costom 7

Formula

formula

formula

Formula

formula

formula

formula

formula

formula

formula

Include tax

yes B
yes B

Include tax

yes B
yes B
yes B
yes B
yes B
yes B
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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

Edit main parameters

|E|| Mew employee || Categories || Main parameters || Allowances H Organization || Accounts || Manage payslips || Forms || Funds |

company *
I My Company Ltd

fund 1

Social Security -

Fund 1 name

-

Fund 1 calculation (P=percent; T=table)

15

Name of fund as it will appear in payroll

Type of calculation method:
percentage
table (to be provided)

employer Fund 1 contributheg (%)

6

If method is “Percent”, indicate what is the value of % for

employer and / or employee share

employes Fund 1 contribution (%)

Basic W

Fund 1 calculation base (C=contract, A=av

fund 2

Fund 2
Fund 2 name

tabulation v

Fund 2 calculation (P=percent; T=table)

0
employer Fund 2 contribution (%)

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
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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...

Location

| List || Mew employee || Categories || Main parameters || Allowances || Crganization

Locations Services

Ranks

company *
Acme Services Pre Ltd E|

MNext ==

Accounts
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Organization: locations

Location

|E|| New employee || Categories || Main parameters || Allowances || Organization || Accounts || Manage payslips || Forms || Funds |

Locations Services Ranks

company *
Acme Services Pte Ltd H

You can create as
many location as you

Optional description -

need
Head office HO description
Factory Production site
Wharehouse Wharehouse description

Save

\ ‘ Click “Save” to record

Select to
delete

0.00

0.00

Used when
calculation a
commission per

location turnover
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Services
Organization: services | List || Newemployee | Calegories | Main parameters || Allowances | Organization | Accounts | Manage paysiips || Forms || Funds |
company *

1

Acme Services Pte Ltd

Select to
delete

You can create as
many SERVICES as

you need
Sales and marketing none IZI
Accounting none IZI
Production none |¥*
Optional “manager” of
service.
You can edit manager
Save after you record the

: \ ) employees.
‘ Click “Save” to record
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Organization: ranks
Ranks

Ranks are updated by |E|| New employee || Categories || Main parameters || Allowances || Organization || Accounts || Manage payslips || Forms || Funds |

directly or uploading a
text file with the rank

Locations Services Ranks

*

structure for more —_
complex organisation.

I(:ompam.r Two lic v

You do not have any rank definition yet. You can create one directly by typing your structure or alternatively upload a text file.
Follow the example

below to design your
own structure

1) indicate ranks titles by preceeding the name with character "@" and terminated with comma "," 2) indicate rank within a title separated by comma.

@ADMINISTRATICN,
Al General manager, For simple

A2 Executive, - structure, you can
A3 Clerk, type the data and
@SALES, save it

51 Manager,
@LOGISTICS,
L1 Manager,
L2 Assistant,
L3 Clerk,

@

You can also upload any text file (with .txt extension) with your structure.

Second option is
No file selected. to upload a
Upload a new file .~ structure file
following same
markup
Save
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Sample ranks text file

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

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

@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

Ranks inside a category indicated
Terminated by comma “,”

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,

02 Deputy Director of DO,

04 Director of DO TechOps Dpt,
012 Assistant Director of Dpt,
013 Quality Control,

@Direction of Admin and Finance (DAF),

Al Director of DAF,

A3 Assistant Director,

A7 HR Manager,

A8 HR Executive,

A1l Administration Executive,
A12 Administration Clerk,
A17 Internal Auditor,

A18 Accounts Clerk,
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Accounts

Finance accounts | List || Mew employee || Categories || Main parameters || Allawances || Organization || Accounts || Manage payslips

When finance module company *

is available, you need Acme Services Pte Ltd |~
to map the payroll
payment accounts with —
the accounting chart pay account (liability) e e
(see finance manuals) 22400 - Payroll Liabilities

Select finance account for each debit type

fund1 account (Fund 1)
22400 - Payroll Liabilities

fundz account (Fund 2)
22420 - Payroll Tax Payable

funds account (Fund 3)
22400 - Payroll Liabilities

fund4 account (Fund 4)
22400 - Payroll Liabilities

fund; acecount (Fund 5)
22400 - Payroll Liabilities

tax1 account (liability)
22400 - Payroll Liabilities

taxz account (liability)
22400 - Payroll Liabilities

IIIIIIIIIIIIIIIIIIIII?

Save

\ ‘ Click “Save” to record ‘
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Payslip forms

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

Consult service
provider to design new
forms.

Manage payslips

| List || Mew employee || Categories || Main parameters || Allowances || Organization || Accounts || Manage payslips || Forms || Funds |

~ Upload file

No file selected. Uploadg —

use file format name "type_format_name.inc'. Ex. payslip_pdf_abe.inc

ps1_pdf.inc
psl_xls.inc

ps2_pdf.inc

Forms that will be
selectable when
printing payslips

Upload new form file
provided by service
provider

2012-05-17
2010-12-26

2014-08-03

Click to
delete

L
Lo
L.

e
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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.

Manage forms

| List || Mew employee || Categories || Main parameters || Allowances || Organization || Accounts || Manage payslips || Forms || Funds

~ Upload file Upload new form file
provided by service

No file selected. Uplagd—— provider

use file format name "type_format_name.inc'. Ex. form_xls_abc.ine or image file for logo

form_xls_kwsp.inc 2015-03-30 [x=]

kwsp-logo.jpeg Forms and other data 2015-03-29 [x]

that will be selectable /
when printing HR Click to

forms delete
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Funds tables

Funds table are used
to calculate deduction

values from tables. Funds management
They can be edited |E|| MNew employee || Categories || Main parameters || Allowances || Organization || Accounts || Manage payslips | Forms | Funds
directly and are Example of social
specific to countries ~ Filter SO ERE
where applicable. company | | My Company Ltd B ~ Select - H Apply /
Consult your service o sy mimm i eoer ———cowiome |
provider to implement 1 o o P P
funds tables

2 10.01 20 3 3

3 20.01 40 5 5

4 40.01 60 8 7

5 60.01 80 10 9

b 80.01 100 12 11

7 100.01 120 15 14

8 120.01 140 17 16

9 140.01 160 20 18

10 160.01 180 22 20

Corresponding
contributions for
employer and
employee

Salary range values
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resources New employee

| List || New employee || Categories || Main parameters || Allowances || Organization || Accounts || Manage payslips || Forms || Funds |

company *

‘ My Company Ltd H

Once parameters are
defined, you can
record employees

Working status *
Working
image
No file selected.

Employee picture (image type allowed: png, jpg, gif)

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

user (authenticated)

user2 (authenticated)

Name and contact
section

Name *

Address *

Mediterania 1, Jalan Paramo 180, Sentil City

* *
Email *°  abc@me.com Telephone | +6xxoomoomxx




Human

Id and others

reSOU rceS references

v identification references }/

Sex *® Date reference for

e

* *
Birth date * | 08 / 27 / 1982 @ | Identification No. * 023595928
Retirement fund No.: Retirement Social security No.: 7909212398 Income tax No.: 0304997731
Working status
section
v work status e
Category *

category 1 w
Status

confirmed v

Location: | Location B v| Senrice:| v

Rank
|01 Operation Mani v |

*
Start date - | 10 /01 /2008 @ | Resign date:| mm / dd / yyyy

Contract expiration

Date reference for
09/01/2019@ alert

Annual leaves: 14 medical leaves: 30

‘ Salary section

Main base salary
value

¥ salary and payment /

* *
Gross salary * 3000 Other base salary: 3008currency | Dollar Sinnanour v

- - threshold salary value
Bank: Credit Money int. O Bank account: 0071005388913 optionally used in

Type of account: funds
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Once created,

employee data can be Pirameters ‘ Filter
access |n the LISt J List || New employee H Categories || Main parameters || Allowances H Organization H Accounts || Manage payslips || Farms || Funds |
¥ Filter /
company? |My Company Ltd v || Working v‘ . Apply i } Reset i

Export gf— ‘ Export in Excel format ‘

Operations
m Allan working View -
Albert working View -
«ohn Doe working View A
u Amelia working View -
Bill working View -
104 Gina working (archived) View =
124 Ursule working View 7
257 Aline working View =
@ Yori working View A
@ Tristan working View -
285 John Do working View -
Edit

Access data view or
edit mode
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|E|| Attachments ||E|| History |

Company My Company Litd

Status working [ Archived: no}

Mame Alpert .

Contact Nulla eget felis lectus. Fusce semper libero ac tellus eleifend aliguam.

Tel: 0916889742, abci@abed.com

Employee data view

Employee ID 10

Given ID

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna

Lt gligua- Ut enim ad minim veniam, guis nostrud exercitation ullamce laboris nisi ut aliguip ex ea commaodo consequat-
Employee IC 023535328()

Date of birth 1982-08-27

Sex M

Retirement fund Mo

Social security No 7909212338

Income tax No 0304397751 {category: A)
Category category |1

Status confirmed

Location Location B [Description B)
Service o

Rank o

Start 2005-10-01

Resign

Contract expiration

Annual leaves 14

medical lzaves 30

Gross salary 3000

Awerage salary 3000

Payment currency SGD

Bank ref. Credit Money int. Account: 0071005388913

Payelip template
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File attachment per Attachments

employee Data || Attachments || Edit || Histary |

Mo file selected. Upload

~ Upload file \ Upload new file ‘

resume. pdf 2016-05-30 Il

o | T




Human _
resources Edit employee

| Data || Attachments ||

Attached company can be

changed with Administrator role

MyCompanyLtd <&

Working status *
Archive *

Data edit page [1o -]

Image

No file selected.

Employee picture (image type allowed: png, ipg, gif)

[] delete image:

Given ID
007

Note

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim
veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

¥ administrators

[ admin (authenticated)

[J user (authenticated manager)

[ user2 (authenticated extranet)

¥ name and contact

Name *

Albert

Address *

Nulla eget felis lectus. Fusce semper libero ac tellus eleifend aliquam.

* *
Email *  abc@abcd.com Telephone * | 0916962742




Human _
resources Edit employee

| Data || Attachments || Edit || History |

L)
con’t
¥ identification references

Data edit page

Birth date

o
08 /27 /1982 Identification No. © 023595928

Retirement fund No.: Retirement Social security No.: 7909212398 Income tax No.: 0304997731

v work status

Category *
category 1 v

]
Bl
g
&

confirmed v
Location: ‘ Location B v| Senrice:| v
Rank

O1 Operation Mani v
*
Start date * Resign date:| mm / dd / yyyy

Contract expiration

mm / dd / yyyy

Annual leaves: 14 medical leaves: 30

¥ salary and payment

* *
Gross salary * 3000 | Other base salary: 3000 currency * | Dollar Singapour «

Bank: Credit Money int. O Bank account: 0071005388913

Type of account:
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|E|| Attachments | Edt | History |

Employee hlStOI'y ‘ Leaves recorded ‘
— o
Pay history view 012 s :
2013 9 5
2014 6 9
2015 0 0
2016
Edit]eavedata? - Select - EI - Select - B Editg. ‘ Add / edit leaves form ‘ Summary of funds /
- tax contribution

_ Pd.er cunuib..tio“s E

Employee Employer Employee Employer Employee Employer
2012 4356 4797 177 975 0 0 508
2013 4488 5304 177 624 0 0 702
2014 4488 5304 177 624 0 0 681
2015 374 442 14.75 52 0 0 62
2016
(Goe  [hen B Ve | Mlovancs | Commision | Ddocions
2012-01 3100 2703.25 3100 0 0 0 0 view
2012-02 3100 2703.25 3100 0 0 0 0
2012-03 3100 2703.25 3100 0 0 0 0
2012-04 3100 2203 .25 3100 0 0 0 0 view
2012-05 3700 324925 3400 0 300 0 0 view
2012-06 3400 2449 25 3400 0 0 i} 0 view
2012-07 3400 244925 3400 0 0 0 0 view
2012-08 3400 244925 3400 0 0 0 0 view
Summary of salaries Click to view
paid each record
details
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Example of history
record view

Basic 3400 (MYR) Average 3400 (MYR)
Payroll 2012-01

Note: 0

Units work base: 30
1]
o

Total gross:
il

EPF:

Socso:

Fund 3:

Units worked:
No pay day(s):
Leawve(s):
Basic pay:
Value:

Value:

Value:

Value:

Value:

Value:

Value:

Value:

52

30

3100

o o © © o © © © o O 0O O o o o o o & o

8

S o0 © © o © o o o
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Available variables in parameters:

SELEEES (et /I salary (the main salary set in employee data)

/I salary2? (the secondary salary set in employee data)
Formulas can be /I work_base (the units work base)

applied to parameters /I unit_work (the units worked)

to automatically /I leave (the number of leave days / units)

calculate allowance or /I thisbasic (the calculated basic salary value)

. /I overtime_hours (the number of hours in overtime)
deduction values. /I normal_ot (the value of OT per hour)

/I rest_hours (the number of hours in rest day)

/I rest_day_ot (the value of OT per hour | rest day)

/I ph_hours (the number of hours in holiday)

/I ph_ot (the value of OT per hour | holiday)

/I mc_days (the number of days in medical paid leave)
/I mc_day_val (the value of 1 day in medical paid leave)
/I x_hours (the number of extra hours worked)

/I x_hours_val (the value per extra hours)

/I turnover (the value of turnover used for commission)
/I commission (the commission ratio)

/I customawl to customaw14 (custom allowances values)

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

/I adv (the value of salary advance)

/I less_hour (the number of hours not paid)

/I less_hours_val (the value per hour not paid)

/I customd1l to customd7 (custom deduction values)

/I deduc (the total of all deductions)
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~ Custom allowances

. Description Value Formula Include tax
Example of calculation
of bonus with a Performance bonus 0 n_days/d_base*300 yes B
formula custom allowance 1

A performance bonus
is calculated based
on number of days

actually worked

The employee worked
28 days out of base of
30 no pay aays

30 units work base * 28 units worked * 0 leaves

933.33  basic salary *

0 Number of hours overtime 0.00 Normal OT

0 Number of hours rest days 0.00 Rest day OT

0 Number of hours on PH 0.00 PHOT

0 Number of days medical leave 0.00 Medical leave
formula

0 NUJIIber Of extra hD'l.'IIS 0.00 Extra hﬂ'l.'l.'l'S Formula can be set by parameter for value calculation. Go to
"edit parameters” to change the formula.

0 Turnover 0.00 Commission

{ n_days/d_base*300 }

~ custom allowances

280.00 Performance bonus

Performance is
calculated:
300 x 28/ 30
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Payroll management

Salary advance
management

Payroll management

Record

™

Advance

Current payroll Payslips

Main record
tab

\

List of current
payments

Payslip

print
Forms Post data
\ HR forms

extraction

Post data
records




Human
resources

Main calculation bar.
Set working units in
days or hours to
calculate values

Fixed allowances
section

Payroll management

eompan}'? My Company Ltd

/

Record Advance Current payroll Payslips Forms

*
v employees - | Allan

v Employee data: Allan

o ID: 5

» Payroll month: 2018-06

¢ basic salary: 1,000.00 SGD
s category:a

* rank: 0

e location: Location B

 start date: 2014-10-07

* status: working, confirmed

v

Post data

Filter employee by
company

/

Profile summary of
selected employee

e

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris nisi ut aliquip

ex ea commodo consequat.

units work 1 $  units 0 =

1 =

base * worked *

Fixed allowances

Number of hours overtime

Number of hours rest days

Number of hours on PH

Number of days medical leave

Number of extra hours

10 Turnover

leaves

10

.

Calculated net
indicator

o 1,000.00  basic salary
— SGD 934

Normal OT

Rest day OT

PHOT

Medical leave

Extra hours

allowance

______ v

Allowance are set in
parameters with fixed
value or formula

Click on = to view
formula
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Custom allowances
section

Custom allowance
can have a custom
name, fixed value

Record (2) or formula.

Custom allowances

Allowances list
defined in the
parameters

allowance 1

allowance 2

allowance 3

allowance 4

allowance 5

allowance &

allowance 7

allowance &

allowance 9

allowance 10

allowance 11

allowance 12

allowance 13

Total gross salary

0 =

Advance

MNumber of less hours

0o oo oo oo o oo oo o

Click to include
in revenue for
personal

income tax

1034

Total of all
allowances
(Gross, before
deductions)

Will indicate amount paid as
advance on salary
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Custom deductions - -
Custom deductions deductions list Click to insert or
section Deduction defined in the remove from .-
parameters personal tax
Custom deduction dea tion T | *
canhaveacustom | 7 e
name, fixed value _
or formula. 0 deduction 2 D *
0 deduction 3 O *
Q deduction 4 |:| *
0 deduction § | *
0 deduction & O B
0 deduction 7 D *
Total deductions 0
Social contributions Sum .Of
deductions
There are currently Contributions Paid by

3 contributions
(funds) that can be
customized with

employer

Paid by
employee

name, val n .
afoerhua:; ?o? @ 0 Social Security 0 ] Click to calculate
employee and based on
ploy ) parameters set
employer 0 Pension 0 D/
0 Fund 3 0 |
Income tax 100 O
\ Personal income tax.
See main parameters to set
Total net salary 934 calculation.
Click to save data
e U ‘ Calculated net value

\ Click to reset data ‘
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After record, current
payroll list shows
payments for the
period

Current payroll

Record Advance Current payroll Payslips Forms Post data
¥ Filter
*
company - My Company Ltd v|  Apply Reset
‘ Export in Excel format ‘
Month Work status

m Allan 2018-06 working
Albert working
n John Doe working
n Amelia working
m Bill working

104 Gina working

124 Ursule working

257 Aline 2018-08 working
m Yori working
@ Tristan working
@ John Do working

Joined

2014-10-07

2008-10-01

2008-10-20

2011-08-15

2019-05-06

01-03-2006

01-02-2006

2014-04-24

2018-04-02

2018-04-09

2018-03-05

Gross salary

1]

o

Deductions

500

o

Net

0.00 560

0.00 SGD

0.00 VND

0.00 VND

0.00 SGD

0.00 USD

0.00 EUR

0.00 EUR

0.00 USD

0.00 MYR

0.00 USD

Edit pay

Edit pay

Edit pay

Edit pay

Edit pay

Edit pay

Edit pay

Edit pay

Edit pay

Edit pay

Edit pay

Edit links.
Edit pay will redirect
to current month
payroll edit.
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resources Advance

Record Advance Current payroll Payslips Forms Post data

company *

When paying advance [My Company :a <]
on salary, the advance

a
z
B
5
a
£

value can be recorded — .
separately and will be : | _ Add advance value |
automatically added o p/
when recording payroll

Tristan 0 MYR

rute o eur

T Save under current
Confirm advance for 2018-06 | o payroll

0 allowance 10 O *

0 allowance 11 OJ *

0 allowance 12 O *

0 allowance 13 O *

Total gross salary 1034

0 3| Number of less hours 0 Value is included in

payroll page

Advance 500
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Payslip: printing

Payslips
Record Advance

company *

My Company Ltd

Print

Current payroll

Payslips Forms Post data

‘ Select range to print

w ¥
Bill E|

year

2015 B

\ ‘ Select payroll period

templates

.

Default payslip H

‘ Select payslip format
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Payslip: printing

Payslips
Record Advance

company *
My Company Ltd

Month: 2015-04

Current payroll

Payslips Forms

My Company Ltd

Feg number: A433

Payroll menth:
Location:
Bank ref:

2015-04
Location B
Permata bank - 7311345513

Basic salary
Nommal OT
Telephonesliowsnce
Travel allowance

GROSS SALARY (SGD)

Insurance centributicn
Other contribution
Employee Income tax

TOTAL DEDUCTIONS {SGD)

NET PAY {5GD)

Post data

+  Automatic Zoom

PAYSLIP

Employee No:
Employee Name:
IC/Passport No:

-
x

Pdf payslips

v
Bill
2C11ABOSET

EARNING S DETAILS

1,000.00

252 1512
50.00

50.00

1,115.12

DEDUCTIONS DETAILS

SGD 1,022.62

»

m
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Custom forms.

If available, Forms
custom forms can be
printed by company

and period "
company - | My Company Ltd month: 04 E|}'ea:r: 2014 Hfom: form_xIs_kwsp |Z|

Example of custom
form /

Record Advance Current payroll Payslips Forms Post data

Print

KUMPULAN WANG SIMPANAN PEKERJA
PERATURAN-PERATURAM DAN HAEDAHHAEDAH KWSP 1951 KAEDAH 11{1)
Mo Rujukan Bulan Amaun Caruman Mo Rujukan
Majikan Caruman i Bomngh B 0 ran g
= [T
(Jumish caruman untuk bulan di 3tE=s hendadsh dibsyer kepada HIWSPiSgen Hutipsn
HWSF sebalumpads 15hh setep bubn
D ‘g Tumal D ke Kiimen WargliVang Pas Mulasurat 1/ 1
o Emvicts EFTITT
Mama Msjilan Tarkn Dicmas: -
Alamat)
Bil Fetera
s p N\P \ _E Capgen Kutpan
MAMAPERERIA AHLI LFAH CARLMAN
BIL|ND aHU | M| [ MNOKAD ., o
K|PENGENALAN | (Se=iiep e (M) MANKEN  w=n| FEERAR  =n)
Jarien a Sl der Mk e mrsruL Ok )
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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.

Post data

Record Advance Current payroll

company *

My Company Ltd

Current payroll month: 2015-04

Payslips Forms Post data

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

firm)
/ con

There is 4 account(s) to be posted with gross value of 1,115.

Record payments in accounts

\

Confirm posting

Option to record in
accounts

\ ‘ Click to confirm ‘
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Payroll record in
accounts after posting

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

Record payroll

allowance 2016-05 All not applic »
allowance 2016-05 All W
allowance 2016-05 Au not applic v

Payment method ‘

deselect to remove from

Record record

not applic »

W

not applic v

65002 - Sw| |[SGD], My ~| | 1.311

W w 1.311

65002 -t w [VND] -Ce w 22700

Exchange rate

\ ‘ Chart of accounts

You can assign cost to
client or project

0670220160

o

1,000.00

1,000.00

15 00 000 0N

06 /02 /20162

Currency set in
employee
profile

al

5GD

WND
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Roster

The roster helps
setting working Change PH

planning and schedule Roster dates —
per employee. / » e
EditRoster || PublicHolidays || Settings | Delete |

* * * *
company - IMy Company Ltd Cut-off day - 28 t:| Month - |2018-06 w|Location -
Calendar day
Display roster 1-31

‘ Click to display ‘

‘ Selection ‘

Click date for

Location B for month June and cut-off dateﬁ7/ edit mode

@‘\ ‘ Export to Excel ‘
Record = edit or Location B 2a|29|30|31|1|2 4|5|s 7 |8|9l11|12|13|14|1§|15 1s|19|zu|21|22|23.25|25|27|
record current data 10 Abet 0 0 0 0 0 0 0 o 87800 ‘ I E 0 0 0 Lastday of the week. | ©
12 Amelia 0o 0 0 0 0 o0 0o o0 o ublic holiday 0 . g Youcan change in 0
. || settings
Copy = dup||cate data 37 Bill o 0 0 0 0 0 . R 0o o . 0o 0 0 0 0 O o R
over foIIowing month 104 Gina 0 0 0 0 0 0 . o oflo o [ . 00 0 0 0 O . 0o 0 0 0 0 0 . 0 0 o0
265 John Do oooooo.oooo oo.oooooo.oooouo.noo
Push = calculate total 11 JohnDoe © 0 0 0 0O O . 0o 0 0 o0 0 0 . 0 0 0 0 0 O . 0 0 0 0 0 o0 . 0o 0 o0
days worked for the 264  Tristan o 0 0 0 0 0 . o o 0|0 o 0 . o0 0 0 0 © . o0 0 0 0 0 . 0 0 0
period and update in 124 Ursule 00 0 0 0 o0 . 0o 0/0 0o 0 0 . 0o 0o 0 0 0 0 . o 0 0 0 0 o . o 0 o
payf0||- Will compute 258  Yori 0 0 0 0 0 0 . o o 0o 0 o . o 0o o o oMo o 0o 0o o oo o o
onIy normal day and Record data and update current payroll with
; H total h |
pUb!|C hO“dayS. Go to Record roster Copy to 2018-07 Record and push to 2018-06 payroll o Se?l?ou;ugset!)g;}?mpsz){tier?gs
settings to set the No.
of hours per day Save data for current
view Copy data of current view to next month

Note: it will only copy data if following month is
empty.
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Location and cut-off date 27

Return to list view Move sliders

Dt‘ﬂ worked to adjust work
ours i
Location B 7 time
10 Albert 8.0 % | so00 | 800 | s00 | 4 14.00 | 16.00 | 16.00
Roster
12 Amelia 0 8.00 | 16.00 L
. ; & 800 | 16.00
Edit mode 37 Bl 0 ) -
T | @ ) *"| o.00 m 8.00 800 | 16.00 |:|
11 John Doe 0 % | o0 m £.00 800 | 16.00 |:|
124 Ursule 0 * | 0.0 000 [ 0o 800 | 16.00 V]
" 0.00 | - [canl
258 Yori 0 * ooo . 16.00 aece Y
Work status:
Record roster Copy to 2018-07 Record and push to 2018-06 payroll _Off day
\ Medical absence
. Leave absence
‘ Click to save Absent
Edited
planning

Location B for month June and cut-off date 26 /

Location B 23‘29‘31}‘31‘1‘2 4‘5|s‘ 7 ‘s‘g 11‘12‘13‘14‘15‘15 13‘19‘20|21‘22‘23 25‘25‘

10 Albert 6 0 0 0 0 0 0 0 0 %00 0 o0 0o 0 0 0 0 o0 0o 0 0 0 0 0 0 0

12 Amelia .uuouoo.uoos.oooo.oooouo.ooouoo.oo

37 Bill .uuoooo.oooo oo.oooouu.oooooo.oo

104  Gina .unouoo.uooa.ooon.ooooun.ooouuo.oo

265 John Do .unoooo.nooo oo.ooooun.ooonuo.oo
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Roster

fextnote Add text note per day per
Roster note employee

Roster note for Albert on 1 <&

Custom comment]

maximum 255 characters
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Roster 2015 - May - Location B - My Company Ltd
reS O u rceS Sun Mon Tue Wed Thu Fri Sat
1 5 2
Roster 3 a s 5 7 s 3
AS;:::rnm?DﬂtnlSDﬂ
Excel download. iemisooimes
Ursule
51=from 0.00 to 7.00
3 views are available: 10 u 12 1 1 15 16
Calendar table = = = o = = o
24 25 26 27 28 29 30
T T T T 1
|elc[p|EelF[G[H]1[y[kK|[L|M[N[O|P|Q[R[|[S|T|U[V]w]|]X][V]
List table Roster2015 May - Location B - My Confpany Ltd
22 29 3 1 2 3 4 5 6 7 & 9 10 11 12 13 14 15 16 17 18 19 20 21
S Allan 03:00
37Bill ||
104 Gina 07:45
124 Ursule 07:00
e ¢ | c [ o | o~ [ A [ m
1 Roster 2015 - August - [cut-off :24/7] My Company Ltd
UlulGERY g : - - = “  TaTelelelrlelml i i]x]
employee t - Location B - [cut-off :31/8] My Company Ltd
3 Location B Location B 1 2 3 a 5 [ 7 8 '] 10
s - Allan S1=from 0.00 to 8.00 S1=from 8.00 to 13.30 5\ 5;‘"\-\
|— ’ Last edit:2019-
‘\ e 108-24 [16:09] by
4 Location B Location B A Last edit:2019- (T=Er
37 gl S1=from 8.00t0 16.00  S1=from 16.00 to 19.45 \\__ 08-24 [16:09] by
Edit tracking time and - g s
g comment
custom notes are 5 Location B Location B
S1=from 16.00 t0 24.00  S1=from 8.00 to 12.45
displayed as cell £ 104 - Gina
Co m m e nt 6 ;‘1’:::: :DD 10 6.00 Location B
S2=from 8.00 to 10.00 S1=from 16.00 to 20.30
124 - Ursule 125 Edit tracking and
LTOTAL in hours 32 18.5 0 50.5 custom note
g Change total display
format in settings
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Roster

Public holidays Edit public holidays

EditRoster || Public Holidays Settings Delete
Select holidays

company * per company

Delete on
| My Company Ltd Holiday date save

Do O
Holiday name
Labor day 2018-5-1
I — i_-

MNew public holiday
Record new

holiday
copy from
None - v
Copy existing data
Save from another company.

Copy will take
precedence on new
data.
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Roster

Settings

Settings

Edit Roster Public Holidays Settings Delete

Select settings
Company * per company

My Company Ltd >

Worked hours per day *

8.5 Iﬁ\ Number of hours worked per
day. Used to calculate number of
days worked per month based
on total hours

Hours format in roster export *

hh:mm w Select format of time display:

decimal value or “H:m” format

Last day of the week *

Saturday @ w
- Select the last day of the week.

Default : Sunday

Save

\ ‘ save ‘
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ROSter Delete roster data

Delete old roster data
Edit Roster Fublic Holidays Settings Delete

Select date(s) to delete (month-year):
5-2018
Select roster periods to delete
\ ‘ o
L] g-2018
1 7-2018
L] g-2m8

Delete
\ ‘ Click to delete
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