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System Features

Human Resources Information System (HRIS) is designed and developed to operate as web
based environment.

Consistency and Simplicity:

It is easy and simple to operate as menus and windows, together with on-line help
messages govern the entire system. In addition each module is designed with the same
operational procedure. New users need only to learn and be familiar with one module, and
soon be familiar with all of them. Hence even users with no computer experience will find it
easy to operate.

Flexible:
The system provides flexible master file maintenance for adding, modifying and deleting
master file information respectively.

Popup windows/tables:
With the prompt windows, searches through files are made simple and it allows users to
obtain prompt and accurate access data.

Reports provided:
Listing and statistical reports are provided too making checking and reporting purposes
much more efficient and effective.
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1.0 Introduction

The Getting Started feature enables to carry out the processing of payroll more easily in step
by step process

Features available: -

(a) Master File Setup

(b) Company Details Setup
(c) Employee Profile Setup
(d) Employee Profile Setup

(e) Run Payroll

2.0 Master File Setup
The Master File Setup consists of: -
(a) Cost Centre
(b) Segment for Organization Unit
(c) Organization Unit
(d) Salary Scale
(e) Job Family
() IR8A Position
(g) Transaction Type

(h) Bank Information

Master File Setup ]
n Cost Centre norganization Unit n Salary Scale n Job Family H IRBA Position

Transaction Type nBank Information

2.1 Cost Centre

This master file captures the different cost center of the employee.

e ————————
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D

n Cost Centre n Segment for BOrganization Unit n Salary Scale H Job Family H IRBA Position

Organization Unit

Transaction Type n Bank Information

Add 'y Update 3¢ Delete QSeard‘l @@Query . Frint 4a MovePrev gp Move Next Save [y Cance q Exit

Engquiry
|L“_| 1 \_“Ll Pay centre code - ¢ uick Search [ Query Builder Export To Excel  *
I T T T :

description tlnn |=|
ADMIN adin fg 33 fgw eplatform 28j02/2007 19:43:12  dbo n
[ Chief Executive Officer's 03/10/2015 .
| o o R hr_user0l 03/10/2013 1339140 dbo
FIN Finarce Department  22/10/2007 eplatform  26/10/2007 12:05:35  dha -

Fl 3

Cost Center

costconre code [

Cescription

-

cciveoeta o [ s 0w T
B s L L e s

Note: Effective Date From and Effective Date To fields are auto-generated by system
and is used for information purposes.

The Cost Centre code and the code Description can be expressed as a
combination of alphabets and numbers i.e. alpha numeric.

Payroll reports are available by Cost Center Code.

Click the Add button to add a new record.

f’l Add |y Update 3¢ Delete @) Search @¥Query (. Print 4s MovePrev g Move Next Save [Wy Cance ﬂ Exit Enquiry
. |i“_| 1 |_“i| Pay centre code "2 Quick Search [ Query Builder Expart To Excel
description tmn |=|
ADMIN Admin fg e cplatform  28/02/2007 194312 dbe m
[ Chief Executive Officer's 03/10/2013 .
| o S e hr_user0l 03/10{2013 13:39:40  dbo
FIn Finance Department | 2ot0/2007 eplatform 26/10/2007 12:05:35  dbo -

3

Cost Center

R S—

Description

-

i L —
e L s s - I L s
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2.2 Segment for Organization Unit

This file allows entry of different segment code. The different segment code will help to form
the organization unit code in the Organisation Unit Master file. Note that the organization
unit code can accept max 40 characters only.

segment Code

Segment Hame | | b

Segment Code | |

Description "
Abbr Description A
Modified Bywitm _‘:|

Click the Add button to add a new record.

Segment Hame | | 9

Segment Code | |

Dascription -
Abbr Dieseription -
Modified ByiCn | | | P

User needs to fill the Segment Name, Segment Code and Description Fields.
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Segment Code

Segrnent Marme |SEG_1 |Q}

Segment Code |CEO |

Drescription CED in SEG_1

abbr Description

Modified By/On leplatform  [16/10f2013 | 7]

Click the Save button to save the record.

+ Y X & = « » IH Savel #, Cancel -ﬂ
v A
|

Segment Code

Segrent Mame |5|—:(3_1 |§)

Ay

Seqrnent Code |CEO |

Description |

Abbr Description

Madified By/On  [aplatForm |15;1n,fzn13

For more details on this module refer to User Manual for Employee Profile Management System.

2.3 Organisation Unit

This module captures different organization units within the Organization. Reports are
available for printing by Organisation Unit.
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Organisation Unit Master

Urgamsation Tmt |

Cost Centre ||t)

Segment 0 ||t) Segment & ||t)
Segment 1 ||t) Segment & ||t)

|
|
| |
| |
Segment 2 | ||g Segrment 7 | ||2
| |
| |
|
|

Segment 3 ||2 Segment B ||2
Segment 4 ||2 Segment 9 ||2
Descnption |
Modified BwiOn | |_:|
Click the Add button to add a new record.
o= Add R Updats ¥ Delet= Qs-aa.ﬂ:h R Query = Print 4 Move Prav I Move Next Save My Cancel q Exit

Organisation Unit Masier

Organisation TTnit

Cost Centre ||a
Segment 0 ||\‘J Sezment 5 ||\‘J
Segment 1 ||t') Zezment & ||Q)

|
|
| |
| |
Segment 2 | ||E Segment 7 | ||E
| |
| |
|
|

Segment 3 [ Segments =
Segment 4 [®] Segments !
Description |
Modified ByiOn | b

Organisation Unit Master

Drganisation Unit |CEO-F'.DMIN-FIN |

Cost Centre |FIN ||E

Segment 0 |c|-:o ||2 Segment 5 | ||2
Seqgrnent 1 |P.DMIN ||E Seqgrnent 6 | ||E
Seqrnent 2 |FIN ||§ Seqgrment 7 | ||§
Segment 3 | ||£ Segment & | ||£
Segment 4 | ||g Segment 9 | ||g
Drescription | |
Modified By/On |d|:.:. ||:|3;1|:|f2|:|1:3 |_2“|
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Click the Save button to save the record.

+ - b 4 B = = » IH Savel ¥, Cancel #]
!

Organisation Unit Master

Organisation Unit |CEO-.°.DMIN-FIN |

§ Cost Centre |FIN |2

: Segrment 0 |CEO |9 Segment 5 | |9

E Segment 1 |.0.DMIN |g Segment & | |2

) Segrnent 2 |FIN |2 Seqgrnent 7 | |2
Segrnent 3 | |§ Seqgrnent & | |2
Segrnent 4 | |§ Seqgrent 9 | |Q
Description | |
Modified By /0n |c|b0 |03;1012013 ]

For more details on this module refer to User Manual for Employee Profile Management
System.

2.4 Salary Scale

This master file stores Salary Coderepresenting the type of salary code employees are
covered by.

Salary Scale

Salary Code | £

Salary Scale

|

| |
Salary Made | |2| |
Effective Date From | [  Effective Date To | i
N C Type | |2
Created By | |j Modified By | |j

Click the Add button to add a new record.
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Add | ‘v Update € Delete QSearch FoQuery & Move Prev ‘g Move Next £ Y ﬂ

Lcd

Salary Scale Master File

Salary Code || |§)

Salary Scale

i |
I Salary Mode | |2| |
: Effective Date From | [fj|Effective Date To | e
MW Type | |2
Created By | ElModified By | __“;I

System will show as follows.

Salary Scale Master File

Salary Code || |2
Salary Scale | |
somyess | o |
Effective Date From | [ Effective Date To | i
WWC Type | |2
Created By | | i Modified By | | i

DDI:”:I 5/N v 2 cuuick Search [T Query Builder Export To Excel

Enter Information such as Salary Code, Salary Scale, Salary Mode, Effective Date From,
Effective Date To and NWC Type fields.

Salary Scale Master File

Salary Code |GEN |Q
Salary Scale GENERAL |
Salary Mode R )] |
Effective Date From  [01/01/2005 [ Effective Date To 31122099 i
MWC Type I )
Created By |db0 |15."U?."20'35 | Madified By |ep|atfurm |02,|'11,|'2EIDS b

Before the Add New button is clicked, the system checks if the required fieldis empty. If this
field is empty, system will prompt message (shown below). Click on the OK button to close
the message box and fill in the indicated field. Then save the record again.
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Message from webpage E|

L] E Salary Code cannat be left blank
-

To add the Salary Scale details, click on the Add New button.

Salary Scale Master File

Salary Code EN |Q
Salary Scale \GEMERAL |
Salary Mode |R |g | |
Effactive Date From  p1jn1/2008 B31/12/2093 ]
NWC Type [ [
Created By dbo 15{07 (2005 eplatform  [2810/2013 i

.
DD|1 V” ” | |5/N V” |V-; Quick Search I% add Newl [ Cuery Builder

System will show as follows.

Salary Scale Master File

Salary Code |GEN |
/M 30 2
Basic Salary m | Manthly Salary | |
MPC At |D_D[| | MPYP At | |
Salary Point | |g Gross Salary | |
crewetey [ . B

Refresh NWC

QU|ck Search [V Guery Builder %] Expart Ti

NWE Year MNWC Rate NWC Amount NWC Yalue

Enter Information such as Basic Salary, NPC Amt and Salary Point fields.
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Salary Scale Master File

Salary Code |GEN |
S/ 0 ]
Basic Salary |SD|:|DE|.|:||] | Maonthly Salary |35c||jc|,|jc| |
MPC &t |5D|:||j_0|:| | MPYE At | |
Salary Point |M.ﬁ.><| |t') Gross Salary |85E|DE|.DE| |
Created By | | _:I Modified By | | _:|
Click the Save button to save the detail record.
+ v X % = ) » g 5ave| &, Cancel ﬂ

Salary Scale Master File

Salary Code |GEN |
SN |3c| | P
Basic Salary |8E|E|E|E|_|j|j | Manthly Salary |35|j|jo,uu |
HPC At |5[|[|[|_[||j | MPYP At | |
Salary Point |MP.>¢| |g GGross Salary |85IJDU.EIEI |
Created By | | _:I Modified By | | _:l

Click on the Cancel button and the Exit button to go back to its previous screen. If the
information entered is correct, the record will be saved into the system.

Salary Scale Master File

Salary Code (=EN |g
Salary Scale |GENERP.L |
Salary Mode |R |2 | |
Effective Date From |01."01."2005 ":;j Effective Date To |31."12."2099 ":;j
HWWC Type |1 |g
Created By |dh0 |15."U?."ZUU5 j Modified By |ep|atform |28,|'10.I'2I313 j

Y,’ Quick Search [% addnew [TV Query Builder ]

Gross salary Salary point
55000,00

S0000,00 S000,0035000,00
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2.5 Job Family

This Job Family master file screen is for the user to setup/maintain the Job Familyand

description.

Job Family Master

Job Farmily Code | |Q} Probation period I:IMDnth{s}
Job Family Desc. | |
Rermark
Effective Date Fram | |_L“| Effective Date To | pees
Created by | | |_:| Madified by | | |_:|
Click the Add button to add a new record.
I Addl v Update 3¢ @) search @gQuery - » Iy ﬂ

A

Job Family Master

Probation period

I:IMDnth(s]l

Job Family Code || |€'
' E Job Family Desc. |
) ) )
= Remar
f
&
H
Effective Date From | |
Created by | | j

Effective Date To | |_:|

Modified by |

User needs to fill the Job Family Code, Probation Period, Job Family Description and

Remark and Effective Dates Fields.

Job Family Master

Job Family Code

m o

Probation period

Month(s)

Job Farnily Desc, |Finance

Rermark

Effective Date From |01/01/2006 _:“I Effective Date Ta

01012099 L
01;1112011 |

crestedby (o [ioyanr ] Mediied by
. . . . Appointment code v

Ty qQuick Search

l ointment code  |Appointment description Appointment abbrey. desc. | Division Status Create date Created by

Training Manual | HRIS | Version 1.0
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Click the Save button to save the record.

+ e X % = -« » IH Savel # Cancel ]

i A
Job Family Master

Job Family Code |FIN |Q} Frobation period Month(s)

; lob Farnily Desc., |Finance |
: Remark |
Effective Date From ||:|1 0172006 |jﬂj Effective Date To |m 01 2099 e
Created hy |.:||:u:. |10;|:|1;an? |J Maodified by |db0 ||:|1;11;2|:|11 e

Before the record is saved, the system checks if the required fields are empty. If these fields
are empty, system will prompt messages which are shown below. Click on the OK button to
close the message box and fills the indicated fields. Then save the record again.

If the information entered is correct, the record will be saved into the system.

Add ‘wrUpdate € Delete QSEarch FR0ouery — & MovePrev gy Move Next E Y ‘] Enquiry
A = oa
| H ” 1 ” ” | | Scheme of Service c v || | Quick Search [ Query Builder . Export To Excel
E;g:me IS Szlgsme R Probation Period Eﬂectlve Date From (Effective Date To Ereate date
EIN Finance: 3 1003 200 dbo e
GEM General Job Family 1 01 Dl 2005 00:00:00 01, Dl 2099 00:00:00 @ 07, Dl 2009 19:43:13
! HR Hurnan Resource 3 Z6/07/2010 00:00:00  |01/01/2099 00:00:00  |dbo 26/07/2010 16:45:20
il PROD Production Skaffs 5] 011012006 00;00:00 01012099 00:00:00 dba 10/01/2007 10:12:00 :

To add detail information and for more information on this module refer to User Manual for
Employee Profile Management System.
2.6 IRBA Position

This module defines the position of the transaction value to be reflected in the IRBA form.

IRBA Position Indicator

IRGA Indicatar | |Q)

Description -

Click the Add button to add a new record.
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| Add |yUpdate 3 Delete @) Search @aQuery 4 Move Prev  gp Move Next n ﬂ Enquiry
l:“:l 1 » Indicator 7’ Quick Search ﬂQuery Eivilder Export Ta Excel
o Gross zaizizo00 | 23{02{2000 o El
[ oebe commission  10:57:00 g 10:57:00 g
ZAN2{2000 2310212000
_ =0 Direetoits Fee 7 ioa o insmop oo
ZaAN2{2000 2310212000
| S Fension insmon  9oe ismon e -
4 2
IR8A Position Indicator
IREA Indicator | |u
Diescription -

User needs to fill the IRBA Indicator and Description. Click the Save button to save the
record.

If the information entered is correct, the record will be saved into the system.

|+ v x % = -« » | ] Savel 4 Cancel q Add
J|_| 1 I_“il Indicator ¢ Quick Search [ Query Builder Expott To Excel
v Gross Z3i0zizo00 N 23 Dzjzoon | El
_— commission  10:57:00 22 15700 92
2z3i0z/z000 2z3i0z/z000
| & Diredtor'sfee  y5.57,5p  dbo i0:sr0n | dR0
23i02{2000 23i02{2000
| Pension is7on  dbe is7on  dbe -
4 3
IR8A Position Indicator
IReA Indicstor 500 [
Description Transport Sllowance <

2.7Transaction Type

This module allows user to set the various types of Allowance/Deduction code that will affect
the employee’s payroll computation such as transport allowances or no pay leave deduction.

Training Manual | HRIS | Version 1.0 Page 16
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Transaction Master

Transaction Code |B.¢\SIC |Q Transaction Indicator TS4A g
Description |Basic Salary |
&hbry, Description | |
Group BasIC (3
Created by ldbo [osi10/z004 | Modified By [dbo foejiojzom |3

Transaction Type

Ay Indicator

IREA Posn, Indicator
Subject to Prorated Graoss
Transaction Basis 5
Basis for Unit Rate 2 b
Multiplier Factor

Max Amtdnits per Trans

Subject to CPF
Subject to Tax
affected by MPL
Fayroll Cost Ikem

Allowance Group

P ]
I )

0.0000

Unit of Measurement
Check for Max amt/nits

Max Armtnits (vTD)

Transaction Farmula

Effective Drate From

Item {TMA) Item {RB,/RG)

Effective Date To

o1/01/2099 )

GL Interface

aAnEan |2 Cuick Search [ Query Builder [2] Export To Exo
A.Ilnwance code Allowance description Allowance amount Create date Created by

Payroll Master File—Transaction Type

| Allowance code V

GL Interface Tab

This tab is used for uploading payroll data to financial accounting or other accounting

packages.

2.8 Bank Information

This module captures the list of standard banks’ details such as Bank Code, Branch Code,
Branch GIRO Code and Address that will be used for payroll via inter-bank GIRO.

Add ‘yrUpdate 3 Delete @) Search gfgQuery

4 Move Prev ‘g Move Next iy

Enquir

% =

O nn

| Bank code v ||

|7’ Quick Search

[T CQuery Builder &) Export To Excel

.'-"DID ABN AMRC Bank Ty ?DID EllJ'Ell.l'2DDI 00:00;00 eDlatFDrm
Biargkok Bank Public . L
F047 CmEme U 7047 ] 01/01§2001 00:00:00  |eplatform
P.T. Bark MNegara .

7056 Indonesia (Persero) Thi 7056 ] 01/01§2001 00:00:00  |eplatform

7065 Bank of America, NA 7065 | 01/01/2001 00:00:00  leplatform v
¢ | >
Payroll Master File—Bank
Training Manual | HRIS | Version 1.0 Page 17



‘ Mecllhise"
Human Resource
STARVISION INFORMATION TECHNOLOGY (SDA)

Bank Master

IE.ank Code |?144 |Q)

;Bank Marme |5tandard Chartered Bank |

Bank Giro code |;r144 |

i

\Effective Date From |'31."'31."2UUU """ |Dl,|'Dl,|'2E|99 Tl

Created By |ep|atf-:.rm |Dl,|'Dl,I'ZDDI J Modified By |eplatform |25ms,rznn? T

:“:l-II“Zl | Bank branch code v || |7f Quick Search [TV Query Builder [2] Export To Excel

Bank branch code Bank address Bank contact Create date

number

ool Iain OFFice 010172001 00:00:00 eplatform 010172001 12:00:00
ooz Robinson Road (002} 01012001 00:00:00  eplatfarm 010172001 12:00:00
] Scotks Mall 01012001 00:00:00  |eplatfarm 010172001 12:00:00 —
o4 Tampines Central (004} 01012001 Qo:00:00 eplatform 01012001 12:00:00
00s pper Thomson {005) 01/01/2001 00:00:00  |eplatform 0170142001 12;00:00
nne I lemmw Theremae Lialat-h A o Mnnd arnnmn nin Al =R meen ndnd lennd 12annann :

< |

Bank Branch Master

Bank Branch Code Iﬁ |§}
Branch Giro Code ||:||:|1 |

Banlk Address rain Qffice

Bank Contact Mo | |

74 Modified By eplatform [01/01/2001 |7

Created By leplatform [01/01/2001

3. Company Details Setup
3.1 Company Master

This is to set up the company information that will be used as default values in the payroll
module. It includes information like Bank account details, Govt Rates and Business Info.

Training Manual | HRIS | Version 1.0 Page 18
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Company Haster

Company Code SO,

Company Mame |5tarvisiu:|n IT Pte Lkd |

Create date |dbc- |Da;usx2|3c|5 |_| Modified By dbo |1c|;1|:|12|313 |j
Company Info Bank A,C Govt Rates Business Info
Building # |19 | Flaor/Unit Ma, ||:|4 | - |151."15 |
Street Name kallang fwve
Postal Code |33941c| | Country |5(;p |Q)
Telephone Ma. |52934323 | Fax # | |

Ernail Address | |

Person In Charge

Person Marme |Irene | Designation | |
Telephone # |52934323 | Ernail Address | |
CPF CPF A/C Fund FWL Pay Period
Working Hours Running No

:“:I_I:“:I | CPF Type N || |7’ Cuick Search [T Query Builder &) Export To Excel
|—

Mok Contributing LIS1Z012 0951 eplakform LIS1§2012 0951
L Private Sector Emplovees PRI-EMPE 21812005 1208 dbo A31r2005 03151
z Mon-Pensionable Emplovees PUN-EMPE 21512005 0405 dbo 215342005 09:53
3 Pensionable Emplovess PLP-EMPE Z2145/2005 09:45 dhao 2154)7005 09:54 B
4 Wark Permit 15212012 0952 eplatfarm 15212012 0952
9 Qkhers 214712005 09:47 dbo 214712005 09:47 ~

| >
Payroll Master File—Company Info tab

Bank A/C Tab

Details on Company/Employer’s Bank account. Payment to employees in the form of GIRO
Banking, Cheques and Cash are done through this account.
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Company Haster

Company Code SO,

Company Narme |5tarvisinn IT Pte Ltd |

Create date dbo  |o3jo8/2005 7 Modified By dbo [10j10/z013 i
Company Info Bank A,/C Govt Rates Business Info
Bank a/C # 12345878 |

Bank A/C Mame |Star'u'isic:n IT Pte Ltd |

Bank Code 7307 g Bank Branch 2

Bank Mame |Ma|a\,fan Banking Berhad |

Payroll Master File—Company-Bank A/C tab

Govt Rates Tab

This tab captures contributions by employer such as SDF (Skill Development Fund) and
MSO (Medisave-Cum-Subsidised Outpatient Scheme).

Company vaster

Company Code =0,

Campany Mame |5tarvisic-n IT Pte Ltd |

Create date |dl:u: |DE=IEIEIZDDS |j Modified By dba |1I3,|'1EI,|'2I313 |_J|
Company Info Bank A,C Govt Rates Business Info
SDF contribution % |1.00 CFFind,

SDF salary check 000,00 Mearest round ind. I:I )
SDF min. amount 2.00 M0 %

Payroll Master File—Company-Gov Rates Tab

Business Info Tab

The tab captures the details on Company business information.
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Company Master

Company Code S,

Company Mame |starvision IT Pte Ltd |

Create date |dh0 ||33."03."2005 [ Modified By ||:|bD |IU.I'ID.I'2013 ]
Company Info Bank A,C Govt Rates Business Info
Mature of Business
Company Ownership
Country | |§)
“Foreign |D.DEI |
Base Currency Code |SGD |§)
Foreign currency Code |SGD | )

Payroll Master File—Company-Business Info Tab

3.2 CPF Account
This master file stores CPF A/C representing the type of CPF Account employees are
covered by.

CPF Account Master

CPF &/C # || |

Created By/On | |

Click the Add button to add a new record.

Add| 'y Update 3§ Delete QSearch FR@0uery & MovePrev ‘g Move Mext N -ﬂ Exit
|

CPF Account Master

CPF A/C # || |

Created By/On | | “al

Enter Information such as CPF A/C # field.
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CPF Account Master
CPF A/C # 123783 9| |
Created By/On | | H  Modified By/On | | |
Click the Save button to save the record.
E . £ X & = 4. » [ 5ave | % cancel ﬂ
¥ /
CPF Account Master
CPF A/C & |1 23789 8 |
Created By,/On | | i Modified By/on | | i

Before the record is saved, the system checks if the required fieldis empty. If this field is
empty, system will prompt an error message(shown below). Click on the OK button to close
the message box and fill in the indicated field. Then save the record again.

If the information entered is correct, the record will be saved into the system.

3.3 Pay Period

fdd o Update 3€ Delete QSearch @Query - Print 4 MovePrev g Move Next Save [y Cancel ﬂ Exit Enquiry
aff 1 wf x|l n Payroll Mode - I:lv./’ Quick Search I Query Builder Export To Excel
PayrollMode  |Description g
] Daily
H Hourly rated emplovees
1 Monthly rated emplovess

4 3

Pay Period

Description | |

m

Payroll Mode Type | monthly Rated

Pay Period Details

Click the Add button to add a new record.
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P.ayroll Mode Description
Dy

Hourly rated emplovess
Monthly rated employvess

Ed(Ed =]

4 3

Cescription | |

Payroll Made Type | monthly Rated

Pay Period Details

Enter the Payroll mode, Description, and select Payroll mode type from the drop-down box.
Click on the Add Button in the Pay Period window.

wfeadd Beupdate 3¢ Delete Search @MaQuery g=xPrint 4 Move Prev B Move Next i Save [, Cancel o Exit Add
lilM 1 - |L“L| Pavroll Mode - l:lV_/’ Quick Search ﬂQuery Builder Export Ta Excel

Payroll Mode Description M
4 3

Pay Period

Description | |

Payroll Made Type  mMonthly Rated A

Pay Period Details

] DD v ven N — T 7 eyt ] esor 1o

Pay Year Pay Month |Pay Period Pay Mode Period From |Period To Payment Date |Status Close |Created pate Created By Time Log -

Enter the Pay mode, Pay Year/Mth, Pay Period, Period From, Period To, Period Date etc.
Click on the Save Button.

g=rdd Beupdzte I Delete Search @yQuery &= Print il Move Prev B Maove ;"-'IHSEVEI’ Cancel A = i
|
¥ e |
7
Pay Period
SEN —

Feriod From 01 052013 HH Period To 2401052013 T

Created By

Click on the Cancel button and the Exit button to go back to its previous screen. If the
information entered is correct, the record will be saved into the system.
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Mec

Click the Save button to save the header record.

4. Employee Profile Setup

4.1 Employee Profile

Employee Records maintain employee’s current and historical information; records of
joining, promotion and resignation.

This module captures and maintains employee’s information such as personal particulars,
payroll details, next of kin details, bank details, fund details and career progression. It allows
creation, amendment or viewing of an employee’s record. Each employee is assigned a
unique identification number (ID) that will be used in payroll entry.

Employee Profile

not available.
Mame |

Name Address Personal Identification Foreigner NS Payroll Remark Progression
Salutation
Alias Mame |
Chinese Marme |
Qual/Prof/Edu | SkilliCOther Exp ECA Past Employment | Awards Language Reservist
Membership Farnily Mambers Contack vehicle Licence Ocourrence SCreening E:am
nion Bank. Fund Part Time Disciplinary Action

Click on the Add button to create a new record.

|
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I Addl w Update 3¢ @) search @Query - » My »]
A

Employee Profile

Photo currently Employee 1d |

not available.

Name |

Name Address Personal Identification Foreigner NG Payroll Remark | Progression

Salutation

Alias Marne | |

Chinese Narne | |

Created by | | j Modified By | | _':I

Enter the Employee information under Name, Address, Personal, and identification ,
Foreigner (if the Employee is non-local), NS, Payroll, Remark.

You need to fill up those fields that are highlighted, as they are the mandatory fields before
you can save the whole record. System will prompt for missing information if you leave out
any mandatory field when you are saving the Employee record.Click on the OK button to
close the message box and fills the indicated fields. Then save the record again.

If the information entered is correct, the record will be saved into the system.

For more details on this module refer to User Manual for Employee Profile Management System.

4.2 Bank Account
This module captures the Bank Account details of the employee.

add wrUpdate 3¢ Delete QSearch @Query [ Print om Move Prev  mp Move Mext Save My Cancel q Exit Enquiry
wfl < 1 = s ff Employee ID - V_/’ Quick Search ﬂ Query Builder Export To Excel
Employee ID SN Bank Code Bank Branch Bank Account Bank Type Payment Percent Payment Amount Payment S
10003 107171 051 0961 13005 A 100.00
10004 10/7375 005 B0508608 100,00 =
10005 107117 S0 5675757 100.00
10007 107171 081 011040691 100.00 m
10005 107171 003 7030030 100.00 i
- rm,. el o misecoias B | -
Employee Bank
Employes ID/MName | |Q)

Employee Account Mame | |

o —
Bank Code | |§)
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Click on the Add button to create a new record.
add | v Update 3¢ Delete QSearch @Query © Print 4 MovePrev  mp Move Mext Save Wy Cancel QExit Enquiry

ﬂ Query Builder Export To Excel

Payment Amount

T2 Cuick Search

Bank Branch Bank Account Bank Type Payment Percent

10003 107171 051 0961 13005 = 100,001
10004 107375 005 50808508 100,00/ =
10005 107117 02 S67S7ST 100,00
10007 107171 081 011040691 100.00¢
10005 107171 003 72030050 100,001 i
- ‘lmm el o — oo ; .
Employee Bank
Ernployee ID/Marme | ||Q)

Ermploves Account Mame | |

on E—
Bank Code | ||g
Bank branch I:IR)

Bank account I:I Bank type l:l
Payment percent

Created by l:l:lj Modified By l:l:l j

o idd e Undate 3¢ Delete Search @MaQuery g5 Print 4 Move Prev BpMove Next Jid SaVEI %, Cancel g Exit Add
wll <1 =f | Employee ID - Wy effick Search [ Query Builder Export Ta Excel
Employee ID S/MN Bank Code Bank Branch Bank Account Bank Type Payment Percent Payment Amount Payment Siig
10003 107171 031 0961 13005 A 100.00
10004 10[7375 005 S0S05505 100,00 E
10005 10j7117 802 S675757 100.00
10007 107171 051 011040691 100.00
10005 107171 (i} 79030030 100.00 A
- lnn - inlmams o mumnzaci tnoon | -
Employee Bank
Ernplovee ID/Name |1 0004 (Amanda Philip) ||Q)

Ernployes Account Marne | |

L
Bank Code [roa7 ]
Bank branch |0

Bank account Bank type l:l
Payment percent

Created by l:l:lﬁ Modified By l:l:lﬁ

System will prompt for missing information if you leave out any mandatory field when you are
saving the Employee record. Click on the OK button to close the message box and fills the
indicated fields. Then save the record again.

Click the Save button to save the record.

If the information entered is correct, the record will be saved into the system.
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4.3 Funds
Captures the Fund contributions applicable to employee.

add o Update 3¢ Delete @) Search @gGuery (- Fiiit 4u Move Prev g Move Next Save [y Cancel QExit Enquiry

ﬂ Query Builder

2 uick Search

wfl e 1 -l |l » Employee ID - Export To Excel

Employee ID [Fund Code  |[Additional Amount |Created Date Created By Time Log User Log el
10003 CDAC 0.0005/03i2013 16:04:05  |dbo 05/03/2013 16:04:05 dbo
10004 COAC 0.2527/09/2013 18:01:16 bt user0S 0211002013 21:12:02 eplatform £
10005 ECF 0.0027/09/2013 15:33:42  |hr_user0S 271092013 15:33:42 hr_userds
10007 DA 0.00/05/03/2013 16:04:05  |dbo 05/03{2013 16:04:05  dbo
10007 SHARE 5.00(13/03/2015 193509 |dbo 13/03/2013 19:33:09  |dba v
v P N T YT P E——— Py P TR T
4 3
Employee Fund
Ernployes ID/Marme | ||Q)
ice [ o
Click on the Add button to create a new record.
m o Update 3 Delets QSearch @%Query [ Print 4a MovePrev g Mave Next Save My Cancel q Exit Enquiry

u [! 1 =5 | » Employee ID - T2 Quick Search ﬂ Query Builder Export To Excel
Eniployee ID |Fund Code |Additional Amount |Created Date Created By Time Log User Log ol
10003 CDAC 0.00/05/03/2013 16:04:05  |dbo dbo
10004 COAC 0752700902013 18:01:16  |hr user0S R eplatform £
10005 ECF 0.00Z7/09/2013 15:33:42  |hr_user0S 27/09/2013 15:33:42 hr_user0s
10007 DA 0.00/05/03/2013 16:04:05  |dbo 05/03/2013 16:04:05  |dbo
10007 SHARE 5.00(13/03/2013 19:35:03  |dbo 13/03/2013 19:33:09  |dbo il
P e P ey e TP [y ey PP TR

] 3

Employee Fund
Ernployes ID/Narme | ||Q)

ndcoss [
Addn, Contribution I:I

Select the the Employee ID, Fund Code etc.
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+Add B Update 3 Delete

Search @MgCuery g5 Print 48 Move Prev B Move Nexil ] Savel 4 Cancel »] Exit

Add

L[ 1]

Employee ID

Employee ID Fund Code

Additional Amount

- " Dnick Search

Created Date

Created By

Time Log

ﬂ Guery Builder Export To Excel

Fl

10003 CDaC 0.00/05/03/2013 16:04:05  |dbo 05/03/2013 16:04:05  |dbo
10004 CDAC 0.25/27/09/2013 18:01:16  |hr_userDS 02/10/2013 21:12:02  |eplatform
10005 ECE 0.00[27/09/2013 15:33:42  |hr_userS 27/09/2013 15:33:42 | user(S
10007 COAC 0.00/05/03/2013 16:04:05 dbo 0510312013 16:04:05 dbo
10007 SHARE 5.00(13/03/2013 19:33:09  |dbo 1300312013 19:533:09 dbo
nnnnn o T N W S T e R S

-

Employee Fund

Employee ID/Mame (10008 (Peter Roger)

Fund Code ECF to)
Created by I:“:Ij Modified By

System will prompt for missing information if you leave out any mandatory field when you are
saving the Employee record. Click on the OK button to close the message box and fills the

indicated fields. Then save the record again.

If the information entered is correct, the record will be saved into the system.
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4.4 Employee’s New Appointment
After creating a new Employee profile, make sure you create a new appointment record for
the new Employee profile.

New Appointment Details

Employee || | g |
Action Transaction Date |15I|'1|:|||'2|j13 | b
Current
Organisation Unit | |E Appointment Code | |§
Scheme of Service | |g Division Skakus | |g
Effective Date | | | Joined Date | | T
Confirm Diate | | i Appointment Date | | |
et Inct Date | | |
Payroll:
Payroll Mode | |‘_ Salary Cade | |‘_
Basic Salary |D.IZIIZI |2 Cost Centre Code | |2
NPC Arnount |c|,|:||:| | NPYP Arnount ||:|,|3|:| |
Monthly Salary | | i3ross Salary ||:|,|j|:| |
Reason Code | |E Position Code | |§
Essential Post | |E Essential Cateqgory | |2
Hold Against: Designation:
Scheme of Service | |E Designation | |g
Appaintment | | h0) Title | |

Progress Remark

Training Manual | HRIS | Version 1.0
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I Addl & Update x

QSEEI’Eh FRaQuery = e ‘» N $]

ronthly Salary Gross Salary

Employves || |g |
g Ackion I:I Transaction Date | :ﬂ
"
E Current
Organisation Unik | |g Appointment Code | |2
Scheme of Service | |g Division Status | |2
Effective Date | | i;j Jnined Date | | :Ej
Canfirm Date | | :’:é‘j Appointment Cake | | :’:,ﬂ
Mext Inckl Date | | T4
Payroll:
Payroll Mode | =) Salary Code | )
Biasic Salary | |g Cost Centre Code | |2
NPC Amount | MPYP Amounk |
| |

0.00 |

Define all the fields highlighted in purple accordingly. Those fields with pick-list are defined
under the Company Details Setup. Add or amend the necessary details to suit your
Organization needs.

Training Manual | HRIS | Version 1.0 Page 30



™
Mecllhise
Human Resource

STARVISION INFORMATION TECHNOLOGY (SDA)

New Appointment Details

Employvee |131|32? |gDavid |

Current
Organisation Linik |CEO-ADMIN-HR | n Appointment Code |HR-STAFF | HD)
Scheme of Service |HR | » Division Stakus |111 | »
Effective Date ||31 A0 3 | HE Jnined Date ||:|1 A020a | T
Canfirm Date ||j1 0172014 |":',_,j fppaintment Date ||:|1 106201 3 |":‘,_,j
Mext Inctl Dake ||:|1 HOi20 4 |:"§
Payroll:
Payroll Made |M | n Salary Code |GEN | ¥
Basic Salary ||3,[|[| | £ Cost Centre Code |ADMIN | D
MPC Amaunt ||3,c|c| | NPYE Amounk ||:|,|3|3 |
Monthly Salary ||3,c|c| | Gross Salary ||:|,|3|3 |
Reason Code | | x Position Code |,.r_l.,cc|j1 | x
Essential Post | | £ Essential Categary | | D
Hold Against: Designation:
Scheme of Service | | ¥ Designatian | | D
Appainkrment | | n Title | |

Progress Remark,

After completion, click on the Save button
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New Appointment Details

Employes 131027 |Dlpavid |
Ackion Transackion Dake |15.|'1|3.|'2013 “_:E,j
Current
Organisation Unik |CEO—ADMIN—HR | HD) Appointment Code |HR—STAFF | n
Scheme of Service |HR | b Division Status |111 | £
Effective Date ||31 HORms | :Ej Joined Date ||:|1 HO02013 :}j
Canfirm Date ||j1 012014 | e Appoinkment Date ||:|1 A 02013 | T3
Mext Inctl Date ||:|1 HOi2014 ]
Payroll:
Payroll Maode |M | b Salary Code |GEN | £
Biasic Salary ||3,c|n | ED) Cost Centre Code |ADMIN | £
NPC Amount ||j,[||j | MPYP Amounk ||:|,|j[| |
Mankhly Salary ||3,c||3 | Gross Salary ||:|,|3c| |
Reason Code | | ED) Position Code |,a\cc|:|1 | ED)
Essential Post | | ED) Essential Categary | | £
Hold Against: Designation:
Scheme of Service | | ED) Diesignatian | | £
Appoinkment | | HD) Title | |

Progress Remark,

5 Run Payroll

5.1 Check Pay Period

Users can only close the period after completing the payroll calculation and payment
processing. This module allows user to close the previous months payroll record and system
will be updated to reflect the next pay period. It also accumulates amounts required for the
year-end taxation, which are computed during the payroll run.

Select the pay period that you want to close.
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+ + Update x QSEarch Faousry 4 Move Prev ‘gp Move Mext iy ﬂ

I:Il:l E”EI Pay Yr v || |2 quick Search T Query Buider [
0T 5 T
4 [l i

2013 1 4 M 1
2013 2 4 M i
2013 3 4 M 1
2013 4 4 M i
2013 2 4 M t

Payroll Period Close

Fay Mode :Ig Status Close
Pay “rear/Mth | | | Fay Period I:I
Created By | | |__T| Maodified By | | |__T|

Employee not in Payment batch

I:Il:ll:ll:l | Employee ID W || |2 Quick Search W Query Buider [3
T

Payroll Processing-Period Close

Click on Update icon to update the pay period ‘s status.

+ « Update x QSearch RQuery — 4 Move Prev ‘gp Move Mext Ty ﬂ
I:“:I g |:| | Pay Yr bt “ |'7-;$ Cuick Search [T Query Builder
[ pay Y [payMth Pay Period payroll Mode Close? |
2013 2 4 i} i)

Payroll Period Close
PayMade M ]

Pay rear/Mth |2|313 |g | FPay Period

Status Close Mo

[

E
II

Created By |MWPDemD|26,I'DZ,I'2I31311:46 |_j‘| Modified By

Employee not in Payment batch

I:”:ll:“:l | Employee ID w || |‘7_:;,’ Cuick Search ﬂQuery Builder
Cfopioyeso e

Payroll Processing-Period Close

Change the status to ‘Yes’. Then, the status for the pay period will be closed after you click
on Save icon.
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i Payroll Period Close
Pay Mode Q} Status Close

Pay vear/Mth |2|:|13 |g | Pay Period

Created By |MWPDemD|26,fDZ,f201311:4Eu |_j‘| Modified By |access$sDl15/07/2013 11:03 | i

Employee not in Payment batch

I:Il:ll:ll:l | Employee ID i || |2 Quick Search [T Query Builder
| [Employeerp ~~ pame

5.2 One Time Transaction Entry

This module provides the entry for one time transaction payroll item for employees. The Pay
Yr/Mth field is defaulted to the current pay month. But user is allowed to change it to the pay
month the transaction has taken place for payroll calculation.

m w Update € QSearch @aQuery - ‘» £, ﬂ
b

Payroll - One Time Transaction Entry

Transaction Mo |po\.' I |2|

Ernployes IDAMarme | |a

Pay vr/Mth/Periad I:Ig
[i

Transaction Code

=

Transaction Group | |
By nits B Armount By Allowance Code

o I:I Currency Code I:IQ) allw Code I:IQ)
Ma. of Unit I:I Exchange Rate l:l allw armt I:I
Basic vr/Mth I:I:I Converted Amount l:l
Crate fram | | i Date to | | i
Taxable vear | |
RFemark | |
Created by | | |j Modified by | | |j

Go to Payroll Entry > One Time Transaction Entry, click on the Add icon to create a new
payroll entry record.
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Payroll - One Time Transaction Entry

Transaction Mo |PO\-' |P‘|’ |Q| |

Employes IDVMame |EIAD1NDDD1 [Tammy Leong) |g
Pay vrr/Mth/Period Elg

Transaction Code  |ADJ-CPF-EE (Employee CPF Adustment) )

Transaction Group

=]
E
=
i
s
-

By Units By Amount By allowance Code

Currency Code 9 Allw Code I:I )

Factor Amount S00
D1102013

(Wls ]

Basic Tr/Mth

Date from ':E Date to |U1,.*10,rp_u14 ‘::j
Taxable Year |2u13 |

Rermark |one Time| |
Created by | | j Modified by | | j

Enter in the One Time Transaction Details and the Date Range to effect this entry.

Save the record and run payroll to see the results.

5.3Standard Allowance/ Deduction Entry

This module allows user to set the various types of standard allowances/deductions and pay

period applicable to the employees for payroll calculation in every pay year/month within the
effective date range defined.

r_ Add"vUpdate b4 q5earch aQuery — - » ) ﬂ

¥

Payroll - Standard Allowance / Deduction Entry

Transaction Mo, |PST |P‘r‘ |2|
Ernpe ID/Mame | |9
Pay Period I:lg
Transaction Code | |Q)

Transaction Group | |

By Units By Amount By Allowance Code

oM I:I Currency Code l:l ) Allw/Ded Code I:I £5)
Mo, of Unit I:l Exchange Rate l:l Al Ak I:l
Basic rr/Mth I:I:I Converted Armount l:l

Eff. Diate From | |:§ End Date | |:§
Rermark | |
Created By | |__”,“| Modified By | |__”,“|
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Go to Payroll Entry > Standard Allowance / Deduction Entry, and click on the Add icon
to create a new payroll entry record.

Payroll - Standard Allowance / Deduction Entry

Transaction No. |p5'|' |PY |2| |

Ernpe 10/Marne |EIAD1NEIDD1 (Tammy Leong) |2
Pay Period 0]

Transaction Code  [ADVANCE (Advance Pay) ]

Transaction Group  [ALLWCY

B Units By Arnaunt By Allowance Cade

[Nlali} A Currency Code ) AllwDed Code l:l £}

Mo, of Unit Exchange Rate Al At l:l
Factor Armaunt 500

Basic vr/Mth

Converted Amount

=] =
=

=

]

=1

=

w i

Eff. Date From "_':;ﬁ End Date |u1,rm,.2m4 ":E
Remark || |
Created By | | |j Modified By | | |j

Enter in the Allowance Details and the Date Range to effect this entry.
Save the record and run payroll to see the results.

5.4 Payroll calculation

mundam » QSearch @Query -« ‘» £ ‘]
¥
Payroll Calculation
Batch Mo |pB,c., || |2| |

Process Year/Mth 2013 _ Pay Period I:I

Created By | I i Modified By | I b

Selection Criteria Job Status I:l

FPayrall Run Type

Organisation Unit | |g Job Farnily | |2
Appointrent Code | |g Grade | |2
Ernployes 1D From | |§ Ernployes 1D To | |2
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Go to Payroll Processing > Payroll Calculation, and click on the Add icon to create a new
payroll calculation record.

Payroll Calculation

Batch Mo

Payrall Mode Run Date ':g

Frocess Tear/Mth Fay Period

Process Date Fram T Date To T

Created By | | T Modified By | | i
Selection Criteria Job Status P

Payroll Run Type ALL L

Crganisation Unit | |2 Jab Farnily | |g
Sppointment Code | |2 Grade | |2
Emplovee I From | |2 Employee ID To | |Q

Additional Selection|

| Show Selection |

| Submit

Select the correct Payroll Mode and all grey fields will populate automatically. You may wish

to change the Run Date (default as the current date).

Note: The Process Year/Mth is the last Payment Year/Mth period which is not closed yet.

Check the Process Date From/To to ensure the dates are within the Process Year/Month.
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Payroll Calculation

Batch Mo

FPayroll Mode
Process TeardMth

Frocess Date From

Created By |

Selection Criteria

Run Date 15107201 3 i
Date To =0f09/2013 |

j Modified By

i

Job Status =

FPayroll Run Type
Organisation Unit
Appointrent Code

Employee ID From

Additional Selectionl

1 =
E

Job Family |0
Grade |0
Ermployes ID To |0

| Show Selection |

| Submit |

Select the Payroll Run Type as ALL. There are 4 options: ALL (which computes all

transaction, pay,

and also covers the computation of BONUS, FEST_ADV and

FIXED_ADV), BONUS (which only computes BONUS), FEST_ADV (which only computes
FEST_ADV) and FIXED_ADV (which only computes FIXED_ADV).

k- ,g ePlatform.NET QueryBuilder - Webpage Dialog

Payroll Query Form Order By

@® and O And et

Batch Mo
Qor OCornet
Payrall
Emp ID -~
Process | Mame B
Alias Mame
Process fil Payroll Mode
Action Code
Created | action Date 3
Trans Date
Org Unit
Appointment
Selectionfl o status
Date Joined
Inc Date
Fayrall B Confirm Date
Organisa Pay Centre bt
Appoint
Employe

@ Equal To

O Mot Equal To

() Grester Than

O Greater Than Equs
() Less Than

O L=ss Than Equal To
O ke

O Is NULL

O Is Not MULL

Oin

O Mot In

(DI ]

| ]nsertl | Replzce || Remaowe |

Indditional Selectionl

Check...

| Show Selection |

Submit |

If you only wish to process only for a group of employees, you can make use of Selection
Criteria Section consisting of: Additional Selection button to display the query builder to
filter the employee records and/or with Organization Unit, Job Family, Appointment Code,
Grade, Employee ID From/To.

Training Manual | HRIS | Version 1.0

Page 38



‘ Mecllhise"
Human Resource
STARVISION INFORMATION TECHNOLOGY (SDA)

Payroll Calculation

,g ePlatform.NET PicklList -- Webpage Dialog
Batch M

Drag a column header here to group by that column
FPayrall

BAO1IMOOD1

Tammy Leong

Selectio

=

Additional Selection |

[Ernp ID] = 'BAO1MOOOL

| Show Selection | | | | | | Submit

Use Check... button to view the defined employees.

Payroll Calculation

Batch Mo fea v |9 |

Process Year/Mth 2013 _ Pay Period
Frocess Date From  |01/09/2013 j Date To S0/09/2013 j

Created By ,a ePlatform.NET PickList -- Webpage Dialog

Drag a column header here to group by that column

ome ——Torg e Jagptcode

BADIMODOD1 Tammy Leong CED CED

Selection Criteria

Fayroll Run Type

Organisation Unit

Appointrment Code

Ernployee ID From

Additional Selecti

[Emp ID] = 'BAO1MOOO1"

|3

rshnw Selectinnﬂ | | | | | Submit |

Otherwise, you can just click on the Show Selection button to check whether all your
employees are selected for payroll processing.

Note: You will not be able to filter employee for processing once the payroll calculation
record is created.
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Payroll calculation

Bistch Mo [PBa | =]

eyl Mo Ca— Run Dot isAp@oiE
Process rear/MMth 2013 _ Fay Period

Process Drate From  [01j09/2015 EH Crate To F0/09/2013 ]
Created By | I |: rModified Bow | I |J“
Selection Criteria deob Status (I

Pavyroll Run Twpe ALL e

Crganisation Unit | |Q) Job Family | |Q)
Appointmment Code | |z;- Grade | |t)
Employees ID From |E:.|:\.|:|1NUUD1 |Q;- Emplovees ID To |BA01N0001 |Q.)
Aadditional Selectionl | Check... |
[Ermp ID] — ‘BAa01MO001°

| Show Selection | | | | | r Submit |l

Click on the Submit button to proceed with the payroll processing and the record will be sent
to the payroll job processing. (Note: The screen will proceed to the main Payroll
Processing page).

5.5 Check Payroll Calculation
After payroll processing is completed, you need to preview/print pre-payment report to check
the details of individual employee payment such as basic pay, CFP amount, fund

contributions, allowances, deductions and etc.

There are a numbers of pre-payment reports that you can generate to check the employee
payment. One such report is thePre-Payment Transaction Listing By Organization Unit.

Pre-Payment Transaction Listing By Organisation Unit

Record Selection :

| Print &ll Records il | | Select Criteria |
r?rint the Report {Batch Job) | | Click Here |
Report Output
Select Report Tyvpe PDF Document et

Report Parameters

Payroll Batch Mo (2013000001] H

Print Cost Cenker( M) |N |

Page Break By Org Uniky M) |N |
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Here, you can select to ‘Print All Records’ or ‘Print Selected Records’. You will need to click
on the Selection Criteria button to define the query for certain group of employees if the
latter option is selected.

Select the Payroll Batch No and set the Report Parameters.

Click on the Click Here button to generate the report. The report will be displayed as pdf
format where you can choose to save or print the report.

5.6 Make Payment

s vt % @ Search @RQuery 7t 4 » Y *]

¥

Payroll Payment

Bank Code ‘ |
Bank Account No l:l Bank Acc Mame |
Pay vear/Month 2013 - Pay Period l:l )

Job Status | | | Show Errors ‘ ‘ ‘

Payroll Batch Employee Payment

L[l = 1 hadsm /[ |2 Guick Search I Query Buider [%] Export

Ref. Doc Type Ref. Grade Batch Register No Employee ID from Employee ID to ICreated Date

To begin with, Go to Getting Started> Make Paymentand click on the Add icon to create a
new record.

Payroll Payment
Payment Mo Py = 2

ank Code 7302 (Malayan Barking Berhad) |
Eank Branch 50+
B ank Account Mo (13345678 Bank Acc Mame |StarV|s|Un IT Pre Ltd

Pay Year/Month  |2013 &) Pay Period |4 &)

Job Status ‘ Submit ‘ ‘ Show Errors | | |

Payroll Batch Employee Payment

[ < W2 - > b sm v |2 Quick Search |5g addnew (T Query Builder [%] Export To Exce

| ls/n |Ref.DocType [Ref. Grade|Batch Reqister No  [Employee ID from [Employee ID to |Created Date Created By limelog  |Modified By

Note: The Payment No, BankCode, etc (grey fields) will be automatically populated with the
last payment Pay Year/Month.

Payroll Payment
Pavment o S —

Bank Code [7302 (Malayan Banking Berhad) |

Bank Branch 504

Bank Account Mo Bank Acc Name |5tarv‘;im 1T Pte Ltd
Pay vear/Month _ Fay Fariod I:'g
Walue Date l:l“ﬁj

Job Status [ submit || showErrors || |

Payroll Batch Employee Payment

[T Guery Builder Export To Exce

Ll Al sl 10 gl s v [ uick ssrch

| ls/N Ref.DocType |Ref. Grade Batch Reqister No  |[Employee ID from [Employee ID to |Created Date

Created By

Time Log
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Click on the AddNew icon under the Payroll Batch tab to add a new payroll payment batch.

Payroll Payment Batch
s E—

Favyroll Batch Mo |F'EEF'. ||| |E| |
Created By | “ |J
Maodified By | | |

After adding and saving the payroll payment batch, click on the Cancel icon to return to
previous screen. Next, click on Submit button and the record will be sent to the payment job
processing. (Note: after that, the screen will display the main Payroll Payment page).

5.7 Check Payment Information
After the payroll payment is completed, you need to preview/print payment report to check
the details of individual employee payment such as basic pay, CFP amount, fund

contributions, allowances, deductions, payslipsetc.

There are a numbers of payment reports that you can generate to check the employee
payment. One such report is the Payment Transaction Listing By Organization Unit.

Payment Transaction Listing Summary By Organisation Unit

Record Selection :

| Print &ll Records bt | | Select Criteria |
Frint the Report {Baktch Job) | | Click Here |
Report Outpuk
Select Repark Type PDF Document b

Report Parameters

Payment Run Mo |2|:|13|:||:|DDD?| I |

Pg Break By Org Unikdy /M) |N

|
Suppress Rec wWith 0 value(y N |N |
|

Show Bl Credu Detail (R |N

Here, you can select to ‘Print All Records’ or ‘Print Selected Records’. You will need to click
on the Selection Criteria button to define the query for certain group of employees if the
latter option is selected.

Select the Payment Run No and set the Report Parameters.Click on the Click Here button
to generate the report. The report will be displayed as pdf format where you can choose to
save or print the report.
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5.8 Export GIRO

Go to Run Payroll >Export GIRO and click on the Add New Button.

The Fields Bank Code, Bank Branch, Bank Account No are auto filled in from the settings
done for these fields in the Company Master.

Click on Payroll Batch tab and click on the Add New Button

Choose the Payroll Batch No. and click on the Save button.Click on Cancel Button and then
click on Exit Button to exit and return to main screen.

Click Export to generate GIRO

5.9 CPF Export

This option allows you to export a defined CPF PAL/CPFLine formats and upload them to
CPF Board.

Payment Export

CPF Format |5.3|ect,.. Vl | Export |

Output Format |Cp|: vl

Company CPF A/C  [1234567.8 [=!

Advice Code

Pay Tear/Manth Fay Feriod l:lg
Messages

To begin with, Go to Payroll Processing > CPF Export.

Payment Export
ZPF Format Seleck. .. s Export

Cutput Format
CPFLIME

Company CPF asC  [CPEPAL
CPFLIME-MSO

Advice Code MSC BALAMCE REFUND
— 70
Pay rear/Month 2013 Fay Period 2
Messages

Select the correct bank format and output format. The 2 available formats are CPFLine,
CPFPAL and MSO Balance Refund.
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Key in the Pay Year/Month (Enter the Year in "yyyy in the first textbox and ‘mm’ in the
second textbox). Select on the Pay Period.

Click to define the export file name and directory that you wish to save it to.

Click on the Save button.

Click on the Export button and select the export format correctly.

If you registered with CPF board on the e-submission, select CPFPAL format. Otherwise, if
you subscribe to Crimson Logic services, select CPFLine format. Otherwise, if you subscribe
to government once a year, select MSO Balance Refund format.

Click Export button. A Save file dialogue box will appear. The Messages text box will also

display the export status. At the same time, you can check the summary on the export
screen to tally with you payment reports.
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