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1 OVERVIEW

AutoCount Payroll is designed for small to medium size companies. It has sufficient internal
management and external government reports to assist the user to maintain and manage their
payroll. User with minimal payroll knowledge can easily find guides and hints of Government
Employment Act both in setup and transactions screen. User can also view past payroll period
and graphical presentations of payroll information.

1.1 FEATURES

Features Highlight:-

Extremely easy to use.

Innovative New Inductive User Interface Design.

Display historical payroll records in both tabular and graphical format.

Plenty of analytical and management reports.

No month end and year end closing needed.

Built-in report designer to design pay slip and etc.

Support data exporting to Microsoft Office products for further analysis.

Password access right control.

Unlimited user defined allowances and deductions whether subjected to EPF. SOCSO or Tax.
Electronic file submission for EPF, SOCSO, TAX as well as employee’s salary via diskette.
Built-in contemporary Malaysia Labour Act guide.

Support web-based submission of Income Tax, EPF and SOCSO provided by BCB (Bumiputra-
Commerce Bank Berhad Services).

WYY EE Y
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1.2

SYSTEM REQUIREMENTS

Microsoft Windows 95/98/NT4/ME/2000/XP

Pentium based processor (Recommended P166 and above)
32 MB of RAM or more (Recommended 64 MB RAM)

50 MB of hard-disk space (Recommended 100 MB)
Microsoft Windows Compatible Printer

For network users, recommended 100 Base-T NIC
Microsoft Internet Explorer 4 or above (Recommended IE 5)

YWY EY
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1.3 COMMAND CENTRE

Upon login to AutoCount Payroll, the system will display a Command Centre as
shown below.

[ AutoCount Payroll - Beta Version - CCY SOFTWARE SDN BHD [SAMPLE] = |
File Edit View Inquip Payoll Iooks Windows Help

i< r e @REATDEBXED
Create New Payroll

e Create New Payroll allows you to calculate your employee’s payroll for a specific @ -

G |

Thursday, 25 Oct 2001

perind of date, you can
- calculats the first half manth payroll 4

- calculate the secand half ronth payrall or monthly payroll

Print Pay slip

. In addition, you can calculate your payroll partly by department or & selective group of |
Print EPF Borang A TaSkS Re“]i“der

Print SOCS0O B 84

o e FRIORITY | Action | Done | CATEGORY
Print Income Tax CP39 Remember ta submit your SOCSO form before end of every month [} System

3 Flemember to submit your Income Tax CP39 before 10 of every month. = System

Report Tasks 3 Remember to submit your EPF form Borang & before 15 of every month, ] System
e 1 Pracess payioll on 28th of every month = Manthly

Print Payroll Deduction

Print Coinage Report
Print Monthly EPF
Print Monthly SOCS0
Print Monthly Tax
Maintain Employes
Maintain Allowance
Maintain Deduction " Tasks Meminder [ Employee Stalistics Labour Law Info

<< Previous Task  Next Task > Exit

A. Task Reminder — Similar to Microsoft Outlook whereby user can enter notes of
reminder. The following steps are how to enter the information.

1. Click N button or press Insert key.
2. Enter all the information.

3. Click (= button or press Ctrl + S for save
B. Employee Statistics — Display analysis in pie chart by department and race.

C. Labour Law Info — Malaysia’s guideline for Labour Law.
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1.4 STANDARD FUNCTIONS AND BUTTONS

Below is a list of the AutoCount Payroll standard buttons and their corresponding

keyboard equivalents:

BUTTON & KEY DESCRIPTION BUTTON & KEY DESCRIPTIONS
I-- First Record T Filter
- Previous Record or Ins Insert New Record
- Next Record or F2 Edit Record
L Last Record Py or Ctrl + Del Delete Record
e
or F5 Refresh n or Ctrl + S Save Record
= Print ) Cancel
@. Preview or F7 Switch View
BE Export Py Customised Display
Preference
¢ or Ctrl + F Find = Calculator
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2 GETTING STARTED

2.1 PACKAGE CONTENT

The product box should contain the following items: -
e Payroll CD
e Payroll User Manual
e Payroll License Agreement

If any of the above items is missing or damage, please request from your dealer or
distributor immediately
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2.2 SYSTEM INSTALLATION
AutoCount Payroll installation comprises of Standalone Installation and Network

Installation.

Interbase 6 Open Edition must be installed first BEFORE

6 installing AutoCount Payroll.

2.2.1 STANDALONE INSTALLATION

1. Insert the software CD into CDROM drive.
If your CD-ROM drive auto-run feature is enabled, wait for the Setup dialog to

appear (See Figure 1).
e If the CD does not start on its own, go to My Computer, open your CD-ROM drive

and double click on the Autorun.exe file.
Alternatively, click on the Windows ™ Start button and select Run. In the “Open:” type

x:\ Autorun.exe (where “x” is the letter of your CD-ROM drive) and hit Enter.

AutoCount Payroll Setup Launcher

Powered by :
ﬁ TAFL P EIITE
Technology

N

RS Interbase 6 Open Edition

.S
dF‘:B# AutoCount Payroll 1.0

E Acrobat Reader 5

BCE Web Site | Browse the CD

Developed by BCE Software

BCE Software
Tel: 603-3372 5717

Figure 1

9
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2. Click Interbase 6 Open Edition and follow the on screen instructions.
3. Once finish click AutoCount Payroll and follow the on screen instructions.
4. Double click the icon on the desktop and the below window will appear (Refer to Figure 2).

Setup Type ﬂﬂ

* Standalone Setup:
Setup the spstem for single computer runting.

=] " Metwork Setup

]| Setup the system for multiple computers munning on a network,
r'ou have to specify a network shared directory.

Ok, I Qancell Help |

Figure 2

5. Select Standalone Setup, then click OK and the following window will appear (Refer fo
Figure 3).

If you've purchase this AutoCount Payroll product:

Please enter yaur user name, company name, and the praduct ID as appear on the
back of your CD

If you've evaluated this AutoCount Payroll product:

If you want to purchase this AutoCount Payroll product, please contact
0333725717 ar click the follawing link for haw ta purchase this praduct online

Purchase Page: http:/ /v, boe, com. my/pavioll/purchase. him

If you've purchase this product through telephone or thiough intermet, please enter
your user name, company name, and the product [D as given

If you still want to evaluate this produck:

Click "'Continue Unregistered"” button to continue evaluate this product.
User Mame: IED’
" Company Mame: |ED( SOFTWARES SDN BHD

. Product 1D |1 23456-73-90-1234-1425-1424
Figure 3

10
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6. In the Register AutoCount Payroll dialog, enter all the information (i.e. user and
company name and product ID), then click OK.

7. Inthe Create New Payroll Database dialog (Refer to Figure 4), select
o Evaluation the Product — Select this option to evaluate the product with sample
payroll data.
e Start your actual payroll system — Select this option to create the actual payroll data.

8. Click Create button.

AutoCount Payroll

Create New Payroll Database

This function allows you to create a new payroll database for use in the system,

Create A New Payroll Database To

& Evaluate the product
The spstemn will create & new paproll databsse with sample data inside far wou
to evaluate the product.

(" Start your actual payroll system
The spstemn will create & new paproll database to start working an it

Specify Database Filename

Pleaze specify a databaze flename or use the suggested filename by the spstem.

D atabasze Filename: |F'a_l,lrn\|ﬂm gdb

The database will be created at C:A\PROGRAM FILESSBCENPAYROLLADE P avroli001. gdb.

= - 1

Figure 4

11
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2.2.2 NETWORK INSTALLATION

NOTE:
Assumption of the following Network and Workstation setup as shown in Figure 5.

L

C‘\PROGRA?/IB Folder Workstation 1
FILES\BCE\PAYROLL\DB 192.168.1.3
Workstation Path for Database Folder:
C\:PROGRAM FILES\BCE\PAYROLL\DB\
BACKUP Folder
\\SERVER\BCE\PAYROLL\

Workstation Path for Temporary Backup Folder :-

BACKUP \\SERVER\BCE\PAYROLL\BACKUP\

5

Workstation 2
192.168.1.2

SERVER

Figure 5

12
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1. For Server installation

a) Create an empty folder and you may name it as Payroll in C:\Program
Files\ BCE\ Payroll to store the database files.

b) Under the Payroll folder, create another two subfolder; one you can name is as
DB, which is use to store the entire database files, and another one as Backup,
which is use for backup purpose.

c) Follow the Standalone Installation from the Step 1 to Step 7 except Step 5 select
Network Setup and the below window will appear (Refer to Figure 5).

21x|
I =4 Payrall j & o
File: name: | PayrollaCF =l Save |
Save as type IAplecalan Canfiguration File ;I Cancel

Figure 6

d) Inthe Save in field, specify where you want to keep your payroll database (e.g.
C:\Program File\BCE\Payroll).

13
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e) Click Save and the following window will appear (Refer to Figure 7).

Database Server Information

Database Server Information

There are 3 steps to setup 2 Database Server Infamation.
Interbase Server

Please specity the location af your Interbase Server, it yau @ running this application 25 = standalone, then chosse Local
Interbase Server.

" Loeal Interbase Server.
@ Remote Interbass Server.
g o———
Metwork Protocal ¢ TCPAP ¢ NetBEUI / Named Fipe

Database Files Folder Test Connection < k

Please specify a folder in vour server to store all your database files,

h Databass Files Folder: [C:\Frogram Filss\BCE\PayrolNDE" =3

Temporary Backup Folder
Flease specily a falder in pour server to store the temporary files created during backup and restore operation, the following
two Temporary Backup Folder must point to the same physical folder in your SERYER.

Unless pou Interbase Server is running in a Linus/5 un Solaris envirenment, othenise this two Backup Folders always have
the same setlings.

Temparary Backup Folder that can be accessed by the Interbase server:
[E\Pragram Files\BCE \Paprally Backup | =

e

Temporay Backup Folder that can be accessed by this workstatior:
[5erverBEE PaprollsB ackuph =

Figure7

f) In the Interbase Server field, select Remote Interbase Server (Refer to Figure 7
above).

g) Inthe Server Name field, enter the server IP Address (Refer to Figure 7)

Note:

Select Start | Programs| MS-DOS Prompt to check for IP Address for Windows
95/98.

Select Start | Programs | Accessories |Command Prompt to check for IP address
for Windows 2000.

In the MS-DOS Prompt or Command Prompt, enter IPCONFIG (Refer to Figure 8)

14
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|
[]Select C:AWINNTASystem32\cmd. exe N =]
a\>ipcenf iy —
indows 2088 IP Conf iguration
IP Address is [Ethernet adapter Local Area Connection 2:
Connection—specific DNS Suffix . : office.bce.com.my
192.168.0.43 IP Address. - . . . . . . . .. . 192.168.9.43
Subnet Mask . . . . . . . . . . . i 255.255.255.8
Default Gateway - . . . . . - . . : 192.168.8.1
8>
|
Figure 8

h) In the Database File Folder field:-
For Server Setting :-
Enter the path of the empty folder created in the server. As this path is viewed
from the server and is the location of the payroll database, it must begin with a
drive letter such as C:\PROGRAM FILES\BCE\PAYROLL\DB\ (Refer to Figure
5)
For Workstation Setting:-
Follow the same path as indicate in the server setting. (Refer to Figure 5)

In the Temporary Backup Folder that can be accessed by the Interbase server
field, enter the path of the backup folder in the server, this path also is viewed
from the server. (Refer to Figure 5)
In the Temporary Backup Folder that can be accessed by this workstation
field, enter the path of the backup folder in the server, this path is viewed from
the workstation. (Refer to Figure 5)

15
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i) Select Test Connection to establish connection. System will prompt message
“Connection Success” once the connection is establish.

Information E3

@ Connechion success.

j)  Click OK button.

16
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2. For Workstation installation: -
a) Follow the Standalone Installation from the Step 1 and Step 2 except when you see
the Select Components dialog, deselect (tick off) the Server for Windows option
(Refer to Figure 8).

;G— InterBaze 6 Open Edition - 6.0.1.6 Installation

Select Components
Choose which components to install.
Untick  the ' PoRrK
¥ Client for Windows 1812k
Server  for :
Wnd ¥ Command Line Tools 518k
naows for [ “Windows Hosted Tals 275k
Workstation [~ Developer Tools 886 k
Installation. I~ INTERSOLY InterBase ODBC Driver 792k
[~ Example Programs and Databagzes 3898 k
Disk Space Required: 4805 k
Disk Space Remaining: 8260E52 k

< Back | Mext » I LCancel

b) Follow the Standalone Installation instructions from the Step 3 to Step 6 except Step
4, select Network Setup, then click OK and the below window will appear (Refer
to Figure 9).

17
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Save jn I@ Payroll j L] ﬁ '
DBackup

File name: IPayroII.AEF j Save I
Save as lype: IApphcation Configuration File j Cancel |

Figure 9

c) Inthe Save in field, browse it to the server and look for Payroll. ACF file.
d) Click Save button

18
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NETWORK INSTALLATION SUMMARY TABLE :-

Payroll. ACF

Choose Either One
Settings
SERVER SERVER Workstation 1 Workstation 2
192.168.1.1 | 192.168.1.1 192.168.1.2 192.168.1.3
INTERBASE SERVER
Local
Interbase v N/A N/A N/A
Server
Remote
Interbase N/A v v v
Server
Server Name N/A 192.168.1.1
Network N/A TCP/IP
Protocol
DATABASE FILES FOLDER
FD;,ZIE:SGE Files c:\Program Files\ BCE\ Payroll\ DB\
TEMPORARY BACKUP FOLDER
That can be
?ﬁf;sszjeby c:\Program Files\ BCE\ Payroll\ Backup\
server
That can be
accessed by - \Program
this Files\ BCE\ Payroll\ \\Server\ BCE\ Payroll\ Backup\
workstation Backup'\
ACF FILE
ACF File c:\Program
Location Files\ BCE\ Payroll\ \\ Server\ BCE\ Payroll\ Payroll. ACF
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2.3 LOGIN SCREEN

Once the system has created the database, the login screen will appear.

The default User ID is ADMIN and the Password is ADMIN.

Lugin {C:"Program Files',BCE} Payroll',Payroll.ACF)

R' AutoCount ...

PayRol

LCurrent Account Book: Remark

% Enter pour uger 1D and password.
UserlD: [ADMIN Exit
Paszsword : || Optiotg >

Help

dild

20
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2.4 PAYROLL DATABASE REGISTRATION

By default all new payroll database created in the system is an unregistered payroll
database. The system allows user to enter payroll data up to two (2) months only.

To register an account book:

1. Click File | Register Payroll Database...

2. Then, carefully check to make sure the Company Name and Address are correct, if any
of them is incorrect, you can click File | Company Profile to correct it.

3. Click Print Preview the Request For Registration Code Form button to print out a
report, then officially cop and sign the report and fax back to BCE Software to
request the payroll database registration code (See Note below).

4. Upon receiving the registration reply form, enter the registration code in the
Registration Code field as shown below.

5. Click Register button.

Register Payroll Databasze x|

Company Name : |CCY SOFTWARE SDN BHD | o |
Address: 1814, JALAN MERU.
41050, KLANG. Help |

SELANGOR DARUL EHSAN.

Fiegistration Code: [32 characters)

JFGH-48HG-F9SJT-9RB5-9GG3-MNVO-Y3NT-S3TB  Regiter | Enter your
Print Preview the Flequest For Registration Cade Form | \ payroll dﬂtabase
|urregistered Payroll Database. Tegis tration

code in this box.

Please allow two (2) working days for us to process the Registration Code
and please get your Registration Code from your dealer.

% The First register company payroll database will be the “Master” company
database.

The subsequent register company database MUST have the same
Company Name or Company Address with the “Master” payroll database.

21
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3 SETUP

Login to AutoCount Payroll and the following screen will appear. Select the Start arrow to
proceed with the payroll database setup.

Commen faskcs AutoCount Payroll Setup Wizard

Setup Company Profile

Maintain Department
Maintain Bank
Maintain Allowance

Maintsin Deduction
Get started right now with AutoCount Payroll Setup Wizard, which will help you
Bt e - Set up your Company Profile, your company payroll policy.
Year To Date Entry - Set up your company’s department, bank.

- Set up the allowance, deduction, and employee for use in the payroll.

Don't worry if you don’t have all your company payroll information right now.
You can always enter additional information later while using AutoCount Payroll.

After completing each task, you can press the Next Task button to proceed to next task.
When all tasks are completed, then press the End Wizard button to close this wizard.

End Wizard

AutoCount Payroll Setup can be accessed through File |
Payroll Setup Wizard.

24
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3.1 COMPANY PROFILE SETUP

1. Company Profile Setup allows user to enter the company profile (i.e. Company Name,
Company Registration No, etc.).

Saturday, 10 Nov 2001

Setup Company Profile

This is where you may Setup your company's payroll policy.
1f you have no idea about those EPF, SOCSO & O/Time settings,
you can just follow my default settings which is compliance with the Labour

Common Tasks

2. Click Addresses tab to enter company’s Tax, Socso and EPF branch address

ib,.

information.

utoCount Payrol

C¥ SOFTWARE SDN BHD [SAMPLE]

e Edi View Inqury Payral Leave Tack UWindows Help

e @D B X W

Saturday, 29 Jun 2002

Common Tasks

Setup Company Frofile

Maintain Department

-]

Setup Company Profile
This is where you may setup your company's payroll policy,
If you have no idea about those EPF, SOCS0 & O/Time settings,
you can just follow my default settings which is compliance with the Labour Law.

Mext Task

Maintain Department e =l
Maintain Bank Profle | Actresses | Contibution Seting| Overtime Seting| Far
Maintain Allowance Company Name [CCY SOFTWARE SON BHD. San
pamteniDed tod Short Mame [CCY SOFTWARE SDN BHD.
C”:”::':;Z::'z:z RegisteredNo. [700303C Remai. [SAMPLE ==
Nalure of Business [SOFTWARE HOUSE
Company Logo EFF No. [113156476 Phone 1 (1333725777
S0CS0 No. [E3H12871R Phone 2 |
Tax No. [987654321 038765 Fax (0333725088
Curency Code [RM |
= .
1614, JALAN MERL ] Name [MR_CHAU
1060, KLANG, 1€ No [A74g1728
SELANGOR DARUL EHSAN Depatment [ACCOUNT
Fasiion [ACCOUNT

=lelx|

Maintain Bank Profile Addresses | Paproll SEIUngl Contiibution SEHlngl Oveitime SEIUHQI Leave Se“lngl Edi
Maintain Allowance Tan Branch: Saue
Maintain Deduction

Tax Branch Address [N SOCS0 Branch Addess [ E—
Maintain Employes el
rear To Date Entry ‘ ‘

EPF Branch Addrcs: |

Registered Datshase. (40) apvI
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3. Select the Payroll Setting to indicate the HRDF (Human Resource Department Fund)
if the company is subjected to HRDF.

utoCount Payroll CCY SOFTWARE SDN BHD [SAMPLE] : — (8] x|

le Edt View Ingury Payrol Leave Tools Windows Help
e e oo @ @D B X E
Setup Company Profile

saturday, 29 Jun 2002

This is where you may setup your company's payroll policy,
Common Tasks If you have no idea about those EPF, SOCS0 & O/Time settings,
you can just follow my default settings which is compliance with the Labour Law.

Setup Company Profile

Maintain Department |
Maintain Bank Profis | Addiessss Payroll Setting | Conuibution Seting | Overtme Setting| Leave Ssting Edt
el Alerenes HRDF Contrbution Percentage: | = S ave

Maintain Deduction

Maintain Employes Carsel
ear To Date Entry

Next Task 3>

Registered Databass, (40) ADMIN
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4.

Select Contribution Setting tab to indicate a default contribution setting for the particular

item. For example, to pay the EPF and tax for Bonus, tick on the EPF and Tax.

Saturday, 27 Oct 2001

Common Tasks

Maintain Department
Maintain Bank
Maintain Allowance
Maintain Deduction
Maintain Emplayes
Year To Date Entry

&

Setup Company Profile

This is where you may setup your company's payroll policy

If you have no idea sbout those EFF, SOCS0 & OfTime settings,

you can just follow my default settings which is compliance with the Labour
Law

=l
Piofle| Adisssss Contisuion Seting | Bvertime Seting | Edit
[ Cortibufions Setiing

Items | e | socso | Tas | Ovenime s
Basic Salaty for the menth V] Cancel
Banus
Commission
Direcor Fees
Firt Half
Ovettime ]
Paid Leavs
Unpaid Leave

<« Previous Task  Next Task >> End Wizard

5. Select Overtime Setting tab to indicate to the system to calculate the overtime.

=lelx|

le Edt Vew Inqury Payrol Leave Tods Windows Help

e o @D B X W

Saturday, 29 Jun 2002

Common Tasks

Setup Company Frofile
Maintain Departrent
Maintain Bank

Maintain Allowance
Maintain Deduction
Maintain Employee
Year To Date Entry

Setup Company Profile

This is whers you may sstup your company's payroll policy,

P -
If you have no idea about thoss EPF, S0CS0 & O/Time settings L

you can just follon my default settings which is compliance with the Labour Law. v

Pmme| Addiesses Paym\lSeltmgl Contribution Setting Overtime Setting | Leave Setling Edt

Mormal working days per mani - S
Normnal Hours of wark per day a3 o,

v

me Rate Setting :

= Working Hours =

>t Over Time Hours -

[
OT(&) houly ate = [ 155
|
houly rate | 32] | DT(B) oy rate =

172 Day

Working Day

Public Holiday
Public haliday (D) 33
[

daiyrate [ 053] DT(C) houly ate=| 25
dalyrate| 12]

Next Task

Registered Database. (40) ADMIN
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6. Seclect Leave Setting tab to indicate to the system the following :-

toCount Payroll

Plus - CCY SOFTWARE SDN BHD [SAMPLE]

B 18] x|
Edt View Inqury Bayrol Leave Took Windows Help

i< rrol@RBEDBEXEAOIEAD

saturday, 29 Jun 200z | Setup Company Profile
This is where you may satup your company's payral palicy ., . -
Common Tasks If you have no idea about those EPF, SOCS0 & O/Time sattings, [}

you can just follow my default ssttings which is compliance with the Labour Law.
Setup Company Frofile

Maintain Department
Maintain Bank
Maintain Allowance
Maintain Deduction
Maintain Employee

Year To Date Entry

v’ Calculation of se

Profle | Addresses | Payol Setting| Contibution Setling | Overime Setting Leave Setting

Edi
Calculation of Year of Service from - Save
Always round up the sntitled days to 052 days Cancel

Calculation of enited leave daps using Morth / Inclusive ¥| methad

Inelude the month in service length caleuationif day of service is before oron | 143

Reset Default__.

Next Task >>

End Wizard
Registered Datahase, (40) ADMIN

rvice is based on Join Date or Confirm Date.

If user select Join Date, the system will calculate the leave entitlement starting from
the date the employee join the company.

If user select Confirm Date, the system will calculate the leave entitlement starting

from the date the

employee is confirm as permanent staff in the company.
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v Round up the entitled days.
User is to set the round up figure for the system to do rounding.

For example, Round up the entitled days is set as 0.5.

For leave entitlement of 10.2, the system will round up to 10.5.

For leave entitlement of 10.5, system will not do any round up and the leave
entitlement will still stay as 10.5.

V' Calculation of leave entitled based on Days Method or Month/Inclusive or
Month/Proportion.
For the system to calculate the leave entitlement based on days, select Days Method.

Example:-
Join Date Year 2001 Leave Status Leave Days Method
Entitlement | p represent no. of days
n
365-n
31/08/1999 | 01/01/2001-30/08/2001 ( < 2 years) 10 10 _9.97
365-10
31/08/2001-31/12/2001 ( 3 years ) 12 12 ~11.96
365-12
24/08/1999 | 01/01/2001-23/08/2001 ( < 2 years) 10 10 —9.97
365-10
27/08/2001-31/12/2001 ( < 3 years ) 10 10 -9.97
365-10
03/08/1999 | 01/01/2001 -02/08/2001 ( < 2 years ) 10 10 -997
365-10
03/08/2001 -31/12/2001( > 3 years ) 13 13 ~12.96
365-13
01/01/1999 | 01/01/2001 -31/12/2001 ( 2 years ) 10 10 =9.97
365-10
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For Month/Inclusive, to calculate leave of entitlement based on which cut of date of
the month, for example, if cut off date is set as 15 at Include the month in service
length calculation if day of service is before or on , employee who join before 15 of
the month, the system will include 1 day of leave entitlement and for those who join
after 15 of the month, the system will exclude the 1 day of leave entitlement for that

month.

Example :-
Join Date Monthly Leave Status Month/Inclusive
31/08/19xx 01/01/2001 - 31/08/2001

01/09/2001 - 31/12/2001 8/(12-8) =2
24/08/19xx 01/01/2001 - 31/08/2001

01/09/2001 - 31/12/2001 8/(12-8)=2
03/08/19xx 01/01/2001 - 30/07/2001

01/08/2001 - 31/12/2001 7/(12-7)=7
01/01/19xx 01/01/2001 - 31/12/2001 12

For Month/Proportion, the system will calculate based on proportion.

Example :-

Join Date Monthly Leave Status Month/Proportion

31/08/19xx 01/01/2001 - 31/08/2001 7+30/31=7.9677
01/09/2001 - 31/12/2001 12 - 7.9677 = 4.0323

24/08/19xx 01/01/2001 - 31/08/2001 7 +23/31=7.7419
01/09/2001 - 31/12/2001 12 -7.7419 = 4.2581

03/08/19xx 01/01/2001 - 30/07/2001 7+2/31=7.0645

01/08/2001 - 31/12/2001

12 - 7.0645 = 4.9355

01/01/19xx

01/01/2001 - 31/12/2001

11+31/31=12
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V' Include the month in service length calculation if day of service is before or on

Specify the cut off date for the system to calculate the leave entitlement. This setting
is only applicable if Month/Inclusive method is use.

For example, 15 is set on Include the month in service length calculation if day of
service is before or on, therefore if date of service is before or on 15 of the month, the
system will include the month in service length calculation and if the date of service
is after 15t of the month, the system will exclude the month in the service length
entitlement.

Click Save to save all the setting of the Setup Company Profile.
Select Next Task >> to proceed to next setup.

Setup Company Profile can be accessed through File |
Company Profile.
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3.2 DEPARTMENT

MAINTENANCE

Department Maintenance allows user to maintain the department information.

Dept.Code :

Description

Specify a code for the company’s respective department.
Example : ACC to represent Account Department

Name of the department.

Example: Account Department is represented by Dept.Code :
ACC

Tuesday, 23 oct zoo1 | Maintain Department

Common Tasks

Setup Campany Profile
Maintain Department
Maintain Bank
Maintain Allowance
Maintain Deduction
Maintain Employes
“fear To Date Entry

rerizomnr
Technotogy

Perhaps, I may suggest some for you..... [a"s

i.e. DO1 - Admin dept , D02 - Sales dept , D03 - Production dept etc. l—R—&.l
Dept, Code | Description I New
ALC ACCOUNT DEPARTMENT _—
MART MARKETING Edt
RtD Fi D DEPARTMENT —
SUPP [SUPPORT DEPARTMENT ] Dekie
Save
Cancel
e _____________J|
<< Previous Task  Next Task 2> End Wizard

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.

Maintain Department can be access through Payroll |
Maintenance | Maintain Department..
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3.3 BANK MAINTENANCE

Bank Maintenance allows user to maintain the bank information. Bank Maintenance
setup is correlated to user who has arrangement of "Electronic Credit Payment System"
with the bank

Thursday, 2z nov zoo1 | Maintain Bank
Fill up only if you have arrangement of "Electronic Credit Payment Systern"” with the oo -
Common Tasks bank. Otherwise, you may skip this step ! | A I

Setup Company Profile ' L
Maintain Department I‘r"’é =l

Maintain Bank Code | BANK | Bark Name: | Account No |

e,
oo FEB [PUBLIC BAMK BERHAD | 3069984831
Maintain Allowance Edit
i
Maintain Deduction —
Delete

Maintain Employee

‘ear To Dats Entry Save

Cancel

Address1 2630 & 32 PERSIARAM SULTAN IBRAHIM,
Address2 41300 KLANG SELAMGOR D.E.

Addressd Malapsia

Addressd
BranchMame
ContactPerson
Department
Phane

Fax

OrigiD

1< Previous Task Next Task »> End Wizard

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.

Bank Maintain can be access through Payroll |
Maintenance | Maintain Bank..
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3.4

ALLOWANCE MAINTENANCE

Allowance Maintenance allows maintenance of all the allowances given to staff by the
company.

Code : Specify a code for the company’s respective allowances
Example: MEAL for meal allowance.

Description : Name of the abbreviation or code given to the allowances.
Example: Meal Allowance to describe the Code: MEAL.

Amount : State the default amount for the allowances.

EPF : Tick this option if the allowance code is subjected to EPF.

SOCSO : Tick this option if the allowance code is subjected to SOCSO.

TAX : Tick this option if the allowance code is subjected to TAX.

OoT : Tick this option if the allowance code is subjected to O.T.

Friday, 07 Dec 2001 | Maintain Allowance
ou may set up all your fized sllowance here. Eg. car allowance, transport allomwance ete, 7N/~ =
Common Tasks 1f this allowances are alsa contribute to EFF & SOCS0 as set up in campany profile, just Q0
Tty

*ick' at the calumn provided,
Setup Company Profile

Maintain Department =
Maintain Bank Cods | Dessiiplion | Amount| EPF | sOcsD | TAX | 0T | New
Maintain Allawance CAR  CAR ALLOWANCE 500.00

H/P HANDPHONE ALLDWANCE 150.00 Edit
Maintain Deduction MEAL MEAL ALLOWANCE 200,00
Maintain Emplayes Delete

“ear To Date Entry Save

Carice]

e ]

<< Previous Task Mext Task >3

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.

End Wizard

Allowance Maintain can be access through Payroll |
Maintenance | Maintain Allowance..
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3.5

DEDUCTION MAINTENANCE

Deduction Maintenance enables user to maintain the monthly loan deduction and
penalty deduction.

Code
Description

Amount
EPF
SOCSO

TAX

: Specify a code for the respective deduction code.
Example: UL for unpaid leave.

: Name of the abbreviation or code given to the deduction code.
Example: Unpaid Leave to describe the Code: UL.

: State the default amount for the deduction code.

Tick this option if the deduction code is subjected to EPF.
: Tick this option if the deduction code is subjected to SOCSO.

: Tick this option if the deduction code is subjected to TAX.

=121

[ AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE]
fle Edi Yiew Inqury Payroll Leave Tools Windows Help

v o|GREDBXEC BAE

Maintain Deduction

Similar setting as Allowance Maintenance, you may have your monthly laan deduction &
penalty deduction. [
You may always skip this part as most companies de nat practice monthly fixed m

Saturday, 29 Jun 2002

Common Tasks

Create New Payrall

deduction alza. Y
open Payrall it E
Report Tasks Code | Description | Amount] EPF [ socso | A New
UNPAID LEAYE 1.00

Print Pay Sli
v S Edi

Print Payroll Summary

Print EPF Borana & Delete:
Print SOCS0 Borang 34 P,
Print Income Tax CP39

Cance|

Print Payroll Allowance
Print Payroll Deduction
Print Marthly EFF
Print Monthly SOCS0
Print Monthly Tax

Maintenance

Maintain Employee
Maintain allowance
Maintain Deduction

- |

Next Task 3> Exit

Registered Database. (40} ADMIN

<< Previous Task

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.
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Deduction Maintenance can be access through Payroll |
Maintenance | Maintain Deduction..
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3.6 EMPLOYEE MAINTENANCE

Employee Maintenance allows user to maintain the employees” information such as

personal information and salary.

1. Click New button to create a new employee record. In the Personal Profile page,
enter all the employee’s General , Contact , Employment Date and Payment Info.

information.

AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] = ﬁllﬂ

Fle Edit ¥iew Inqury Payroll Leave Tools Windows Help

i e m o | GRBE0DIXEO:
Saturday, 29 Jun 2002 Maintain Employee

Tour employees' data is setup here, Please make sure all highlighted fields are not left

Common Tasks smptied,
Tips: Right Click the window below, you may custamise which record field to be
displayed. Click and drag the record field to the header, then drop it on the header's

separate Nne.

Setup Company Profile
Maintain Department

Mairitain Bank [FTEA[YONG CHIN LOK Employee No-| [TTHINNNNNN
Department Code: ﬂ

Fersonal Profile |F‘ayro|||nfo.1| F‘ayrolllnfo.Z' Fam\lylnfolmalion' Leave' Phata / Nolesl aDD\TIDNAL' Delete
Bith Date: Address:[15, SOLOK SELASER,
Gender. |f Male =l TAMAN GEMEIRA, &
Rece[CH v 41100 KLANG. Browse

Marital Status SELANGOR
Mew IC No. [650111-10-5111 Counlry \MY ﬂJ Emp. Type: Local v|

00 I N, [A1651235 PhoneMo:|  H/PNo: (12325568
Passport Mo, -
i /11998 - 11 =
Immigration Mo, ,7 Juin Date ’ﬁ Papment By EashJ
Confim Date: | 31/03/1333  »| Bank Code: | 001 [

FesignDate:|  v| Bankcc [2213052972

[v 15 Employed

Maintain allowance
Maintain Deduction
Waintain Employes
‘Year To Date Entry

o
Technology << Previous Task  Next Task »> End Wizard

Registered Database. (400 ADMIN
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2. Select Payroll Info.1 tab and enter the General, Tax, EPF and SOCSO information.

{1 AuteCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE]

=18 x|

Edt Yiew Inqury Bayrol Leave Took Windows Help

> GRMEDDXE

saturday, 29 Jun zooz | Maintain Employee
“rowr employees’ data is setup here, Please make sure all highlighted fields are not left
Common Tasks emptied

Tips: Right Click the window below, you may customise which record field to be

Setup Company Profile | displayed, Click and drag the record field to the header, then drop it an the header's
Maintain Department G s,
Maintain Bank I YONG CHIN LOK Employee No.
Maint: All
simtain Allewance N[5 | DIRECTOR Department Code: | [TTT13 - ﬂ Edit
Maintain Deduction
Maintain Employee Personal Profile Payroll Info.1 IF‘aymH InIDZI Famiy Inluvmslmnl Leavel F‘hulu/Nutssl sDD\T\DNAL' Delste
Year To Date Entry Gave
EA Serial Mo [ Paitnei/Sale P TaxNo: [SG8316344-08 pm—
“wages Type: honthly | Tak Branch e
omse
Basic Sday: 5,00000] / Morth —
Fay Frequency;
EPF 50CS0
EFFIC Type: | New v| ¥ Pay EPF SOCSOIC Type: | New | ¥ Pay 50CS0
EFF No: [12405385 $0C50 No: [Z7758477v
EFF Table: [DEFAULT == SOCS0 Type: Category 17|
EPF Iniia N[ payhRoR
<¢ Previous Task  Next Task 3> End Wizard

Wages Type : Monthly — Wages is calculated by monthly.

Daily — Wages is calculated by daily.
Hourly — Wages is calculated by hourly.

Piece Rage — Wages is calculated by pieces (i.e quantity of item).

Pay Frequency : Every Month — Salary is paid every month.

EPF Table
EPF Initial

Twice a Month — Salary is paid twice a month.

: Default — The current government setting.
: The employee’s initial information is obtain from the EPF
department.

(Note: Only available if user have arranged for "Electronic

Transfer" with the EPF department).
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NK

SOCSO Type

EPF & SOCSO IC :

Type

Pay HRDF

: The particular employee NK number (Refer to 3¢ column
of Borang A).

Category 1 — Employment Injury & Invalidity.
Category 2 — Employment Injury Only.

New — If the employee registered his/her EPF and/or
Socso with new IC number

Old— If the employee registered his/her EPF and/or Socso
with old IC number.

: Select this option if HRDF is to be paid.

3. Select Payroll Inf. 2 tab to indicate the allowance and deduction for the employee

record

3 AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE]

SETES

File Edt Yien [nqury Payrol Leave Tnos Windows Help

Saturday, 29 Jun 2002
common Tasks

Setup Company Frofile

Maintain Departrent

Maintain Bank

Maintain Allowance

Maintain Deduction

Maintain Employes

e mo | SRADEXEY

Maintain Employee

‘four employees' data is setup here. Please make sure all highlighted fields are not left
emptied

Tips: Right Click the window below, you may custamise which recard field to be
displayed. Click and drag the record field to the header, then drop it on the header's
separate line.

U EUTYONG CHIN LOK Employee No. _
N[ 5 DIRECTOR Department Code: | TR - !I

Personal Frofle| Payrol Info1 PayrollInfo.2 |Fam\\y Information | Leave | Photo / Notes | aDDITIGNAL |

Year To Date Entry + - o
Code | Description [ Amount| EPF [SOC..| Téx | O.T. | o
AR CAR ALLDWANCE 50000
Browse
50000 |
[ocu-ion IS
Code | Description | Amount| EFF | S0CSO | TAX |
I 000 |
<< Previous Task  Next Task 2>

End Wizard
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4. Select Family Information tab to enter the employee’s family information such as the spouse
information.

=lalx]

s - CCY SOFTWARE SDN BHD [SAMPLE]
File Edt Yiew [nqury Pavrol Leave Tods Windows Help

<> o |GREIOEXED
saturday, 29 un 2002 | Maintain Employee

“four employees' data is setup here. Please make sure all highlighted fields are not left
Common Tasks e
Tips: Right Click the window below, you may custamise which recard field to be
Setup Company Profile | displayed. Click and drag the record field to the header, then drop it on the header's
separate fine.

Waintain Department
Maintain Bank Y [VONG CHIN LOK Employee No.
Maint: All

I G Job Title: DIGECG] Department Code: [TY13 =]

Maintain Deduction

| ERESIRERRIGYEEMM Personal Profiis| Payrol Irfo.1 | Payrol Into.2 Famib Information ILeavel Photo ¢ Notes | aDDITIONAL | Delete
“ear Te Date Entry = Spouse Working e Save
Spouse Name: Spouse Tax Nor Cancel

sposedldICNe [ Spowss TawBuanck [ | T
Browse
Spause New IC No: [710808-1-053 Tax Categoy K2Ha2 _
MNo. of Tax Deductile Child: 23]
Address: [SAME A5 ABOVE

[
- Phone No: ,—

Technorosy

<< Previous Task Mext Task »>
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5. Select Leave tab to indicate the employee belongs to which Leave Group.

uteCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE]
Edit Vew [nqury Eawol Leave Toos Windows Help

<< |SRBIODBXROIEAS

saturday, 29 Jun 200z | Maintain Employee

“our employees’ data is setup here, Please make sure all highlightzd fields are nat left
emptied.

=18 x|

Common Tasks

Tips: Right Click the window below, you may custorniss which record field to be
Setup Company Frofile

displayed, Click and drag the record field to the headsr, then drop it on the header's
Waintain Department separste ine.
Maintain Bank

[T [YONG CHIN LOK
Maintain Allowance

Employee No. Hew
[ [0 DIRECTOR Department Code: | [TTY] =] Edlf

Maintain Deduction
Personal Profile| PayrollInfo.1 | Payrol Info 2| Famiy Information Leave |Phulu/Nutes| aDDITIONAL | Deletz
Year To Date Entry Leave Group: [ETANDARD. |~ Save
Cancel
Browse

Tecnoragy

Previous Task  Next Task »>
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6. Click Photo/Note tab. This page allows user to load the employee’s photo and additional
information.

The system supports photo image format such as bitmap,
JPG and GIF.

[ AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE]
Fie Edt Yiew Inquiy Payroll leave Tnols Windows Help

Mo | SREEIDEXHY
saturday, 29 Jun 200z | Maintain Employee

Your emplayees' data is setup here. Please make sure all highlighted fields are nat left
ernptied

=lslx|

Common Tasks

Tips: Right Click the window below, you may customise which record field to be e ,
Zetup Company Prefile displayed, Click and drag the record field to the header, then drop it on the headsr's
Maintain Department P oo =l
Maintain Bank ['YONG CHIN LOK Employee No [T Hew:
Maint: All
aintain Allowsncs 2| DIRECTOR Department Code: |["TY33 - !‘ Edit
Maintain Deduction
Maintain Employee Personal Pmme| Payroll Info. 1| Paprall \r\ln2| Family Infnrmalinr\l Leave Photo /Notes |aDDmDNAL| Delete.
BEST PERFORMANCE &CHIEVE FOR DIRECTORY FOST
“ear To Date Entry Photo (170x130) s Gane
Cancel
Browse:
[ Stretch
<< Previous Task  Next Task 2> End Wizard
Registered Database, (40) ADMIN

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.

Deduction Employee can be access through Payroll |
Maintenance | Maintain Employee..
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3.7 YEAR TO DATE ENTRY

Year To Date Entry allows user to enter previous month’s payroll information based on
their source document such as employee’s pay slip.
SR

File Edk Yiew Inquiry Payroll Leave Tooks ‘Windows Help
imermel@RBOBXEAOIEA
Year To Date Entry

This screen allows you to key in your payroll data from January this year.
The data is necessary for yearly reparts & ysar end submission of gevernment document

Saturday, 29 Jun 2002

Common Tasks

like EA Form

Setup Company Profile

Maintain Department
Maintain Bank Year to Entry Entry allows you to enter those payroll transactions
of the month and year specified below. The Year to Date Entry
are always start from the first month of the year.

Maintain Deduction
J; v 2002 4
T P, Yearto Date Enty up to | January = vear =]

Year To Date Entry Dick here to st erter yous Year ToDale parolldala |

Maintain Allowanse

[Registered Database. (40} ADIN

Select Click here to start enter your Year-To-Date payroll data to enter all the
individual month payroll information.

Thursday, 25 oct 2001 | ¥€ar To Date Entry

This screen allows you to key in your payroll data from January this year,
The data is necessary for yearly reports & year end submission of
government document like EA Form.

Common Tasks

Setup Company Profile

Maintain Department
~| Department: ACC-3 || Transaction | e | Feb | Mar |
o FATIMAH =1 Categary: Allwance
Maintain Allowance 5 TAN MEI ME| Allowance o.oo 0.00 o.oo 0.00 o.oo
Maintain Deduction Basic Salary 150000 150000 150000 150000 150000
| =1 Depariment ; MART -5 Paid Leave
DT s CHIN YUEN YLEN Borus
 KHAIRIN Director Fee
€ Law KENG FONG Commission
€ panaM || Overtime
€ YONG CHIN LOK Payment of Aniears

=i Department : R0 - § 750000 15o000| 150000 150000 150000 |
5 E::mf;;?:f - Category : Deduction

Deduction o.oo 0.00 o.oo 0.00 o.oo
Mm“‘—‘mel 17 emplaesial | o||| EMPlws EFF 1300 1300 1300 1300 13800
Income Tax CP33 o.oo 0.00 o.oo 0.00 0.00
- Genesal “ || Employee 50C50 7.25 7.25 7.25 726725 =]
Employes Mo, 005 Unpaid Leave
Mame WONG LE Arears EPF
Date of Birth | 01-08-197 Advance
Sex 4 Income Tax CP38
JobTite  |ACCOUNTZ [ fa2z8[  14zz5[  14228[ 14225 14235~
| C
N
Techmology << Previous Task Next Task >> End Wizard
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Select the respective employee’s record and then enter the entire particular amount for
the particular month.
Once completed, select End Wizard.

Year To Date can be access through Payroll |
Maintenance | Year To Date Entry..

Payroll Wizard can be access through File | Payroll
Setup Wizard
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3.8 CREATING, DELETE & ADD PAYROLL DATABASE

3.8.1

3.8.2

3.8.3

Create New Payroll Database

The system allows user to create a multiple payroll database (Term &
Condition Apply (See 3.10 Payroll Database Registration for further
information)).

1. Click File | Create New Payroll Database...

Delete Payroll Database

The system also allows user to delete the payroll database.
1. Login to the database that is to be deleted from the payroll system.
2. C(lick File | Delete This Payroll Database...

Add Payroll Database

The system also allows user to add an existing payroll database.
1. Click File | Add an existing Payroll Database...
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3.9 OTHER MAINTENANCE

3.9.1 Country Maintenance

Country Maintenance allows user to maintain the country information.
Select Payroll | Maintenance | Maintain Country

[ Country Maintenance

Code | Courtry Name:
ANDORRA
AE UNITED ARAE EMIRATES
AF AFGHANISTAN
4G ANTIGUA AND BAREUDA
AL ALBANI,
AN NETHERLANDS ANTILLES
40 ANGOLA
AR ARGENTINA
45 AMERICAN SAMDA,
AT AUSTRIA
Al AUSTRALIA
Aaw ARUBA
sz AZERBAMEN
BE BARBADOS
8D BANGLADESH
BE BELGIUM
|23z

&

=1oix]

Edit
Delete
Save

Cancel

el

Close:

Help |

3.9.2 Race Maintenance

Race Maintenance allows user to maintain employee race.
Select Payroll | Maintenance | Maintain Race...

RACE | DESCRIFTION
CH

CHIMESE

0 OTHER

IN INDIAN

ML [MaLeT |

=10l x|

e |

Edit

i

[relete |

Save

Cancel

Cloge

Pl

Help
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3.9.3 User Maintenance

User Maintenance allows user to set user ID and PASSWORD.
Click Payroll | Maintenance | Maintain User...

Click New button.
In the User Name field, enter the user name (i.e. the user ID).

In the User Group field, select the type of access right for the particular

1.

2.
3.
4

user (See Note below for detail).

In the New Password and Confirm Password field, enter the password for

the particular user.
Click Change Password button.

Gl User Maintenance ol x|
Uzer Name | User Group N
ADMIN Adrniriztrator

CHal Adminiztrator Edit |
WIMCCI Faproll Executive

ADELINE [Data Entry Clerk |  Delete |

Save

Cance|

4

Mew Pazsword: Change Fassword |

Confirm Password:

Cloge

e il

Help

USER GROUP:-

Administrator

—Full Access (i.e. full control)

Payroll Executive — Unable to perform the following task only

a) Access to User Maintenance.
b) Change Payroll Setting.
¢) Add, delete and create payroll database.

d) Purge and lock database.

Data Entry Clerk — Only able to enter the payroll data but unable

to view salary amount of the employee record.
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3.9.4 Income Tax Table Maintenance

Income Tax Table Maintenance allows user to maintain income tax table.
Select Payroll | Maintenance | Income Tax Table...

o [= |
Cat Cateqgory 2 Categary 3 New |
I R S N A R A [ A S AR
2¥ 2 000000000 O0 D2 00O0GO0O0O0OD0O0O0 @ Edwll
2¥24 23 000 00000000232 00000000 0
24[248 27 000 0000000022 00000000 0 DE'EtEl
24525[3nnnnnnnnnnnnanzsz1nnnnnnnnil
2525 34 0 0 0 0000000 034292420000000 0
25620 ¥ 0 0 0 0 0000000373282 000000 0 -
26265 41 0 0 0D 0000000 04 33272 00000 0 —I
ZEE27L 45 0 0 0 0 0O 0 0 0 0 0 0454035302521 0 0 0 0 0
270278 48 0 0 0 0 0 0 0 0 0 0 048433334 292420 000 0
275280 52 0 0 0 0 0 0 0 0 O 0 065247423 332823 0 0 0 0
280288 5% 0 0 0 0 0 0 0 000 0555 464 36H272 00 0
286290 53 0 0 0 0 0O 0 0 0O O O 0595443454035 302521 0 0
2902 632 0 0 0 0 0 0 0 O 0 06353534843 39 34292420 0
29300 BE 2520 0 0 0 0 0 0 O O 0ES B 67 B2 47 42 37 33 28 23 20
0308 702824 0 0 0 0 0 0 0 0 07065606561 46 41 36 31 27 22 C'“Bl
i otk |
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3.9.5 EPF Table Maintenance

EPF Table Maintenance allows user to maintain EPF table.
Select Payroll | Maintenance | EPF Table...

The EPF Table allows employee and employer contribution to be generated
based on either percentage based on Start Amount or a flat rate amount.

Employee and Employer contribution calculate based on percentage base on Start

Amount:-

; =loix]
EPF Code: | STANDARD Deseription: ‘Slandard Contribution Mew
Employee Contribution: k] jl 3z | Peicentage j Edit

Rebuild
Employer Contribution: 12j| az | Percentage ﬂ Delete |
Start Amaurt| End Amount| Employee EPF| E mplayer EPFI;I oo
18.800.01 18.300.00 1.700.00 2,268.00
18,900.01 19,000.00 1.710.00 2.280.00 Cancel
13.000.01 19.100.00 1.713.00 2.232.00
19.100.01 19.200.00 1.728.00 2.304.00
18.200.01 18,300.00 1.737.00 2316.00
18.300.01 19.400.00 1.746.00 232800
15.400.01 19,600.00 1.786.00 2.340.00
19,500.01 19,600.00 1,764.00 2,352.00
19,600.01 19,700.00 1,773.00 2,364.00
19,700.01 19,800.00 178200 2,376.00
19.800.01 19,300.00 1.791.00 2,388.00
15.900.01 20.000.00 1.800.00 2.400.00 Close
[ an S

Employee and Employer contribution calculate based on a flat rate amount:-

FELEPF Table — o] x|
EFF Code: [STANDARD D escription |Slandan:| Contribution =
Employes Contibutors 32 s [amount 7 T o M

ehui
Employer Contribution: ’—72i‘ ag ,m Delete |
Start Amount| End Amaunt| Ermployes EFF| Employer EPFH Save |
18,800.01 18,900.00 4.00 1z2.00
18,900.01 19,000.00 4.00 1z.00 Cancel |
19,000.01 19,100.00 4.00 1z.00
19,100.01 19,200.00 4.00 1z.00
19,200.01 19,200.00 4.00 1z.00
19.300.01 19.400.00 3.00 1200
19.400.01 19.500.00 500 1200
19.500.01 19.600.00 500 1200
19.600.01 19.700.00 500 1200
19.700.01 19.800.00 500 1200
19.800.01 19.900.00 4.00 1200
19.900.01 20,000.00 200 1200 Close |
| <01 = ne |
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3.9.6 SOCSO Table Maintenance

SOCSO Table Maintenance allows user to maintain SOCSO table.
Select Payroll | Maintenance | SOCSO Table...

1 S0CSO Table =lol x|
Category 1 Categary 3 = New
Start Amount | End Amourt Emplove= | Employer Employes | Employer |
il [iR] 04 i 03 Edt
a0 50 nz 07 i i
500 70 Jik] 11 i ik Delete
7 100 04 15 i 11 p—
1000 140 i 21 i 15 —I
14nm 200 nes 255 i 21 Cancel
2000 200 125 435 i 21
00 400 175 [AL] i 44
4nnm 50 225 785 i 55
5000 &0 275 955 i 6.3
sanm ] 325 11.35 i 1
7000 anp 375 1315 i 94
snnm 300 435 1485 i 0
0001 11000 475 16.55 i 1.3
100001 1100 525 1835 0 131 Uz
7] [o]  Heb |
Important Note:

Any changes done to the default setting in the Income Tax, EPF
and SOCSO table, it will affect how the system compute the
Income Tax, EPF and SOCSO contribution.

Therefore changes done to the Income Tax, EPF and SOCSO
tables are at the user own risks.
BCE Software Sdn Bhd WILL NOT be responsible for any errors
cause by the amendments of the Income Tax, EPF and SOCSO
tables by the user.
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3.9.7 PCB Receipts

PCB Receipts allows user to maintain the information such as the official
receipt number and amount paid that is required for the Income Tax PCB (II)
and Income Tax 139 form.

Click Payroll | Maintenance | PCB Receipts...

In the Year field, enter the year you wish to enter and click Change button.
Enter all the information (i.e. the date, receipt no. and the amount paid).
Click Apply button.

Click Revert button to restore back to the last apply information (i.e. last
save information).

AR .

I CB Receipt ===
“rear: 2001 il Change I

b arth | Receipt Date | Receipt No .t'-‘-.mountl
January 07 /07,/2001 OFR-18454755 250,00
February 08/02/2001 OR-25418964 250,00
kMarch 08/03,/2001 OR-32564558 250,00
April 07/04,/2001 OR-46554554 200,00
tap 09/058,/2001 OR-5054E464 300,00
June 07 /06,2001 OR-68482781 300.00
July 0&8/07/2001 OR-72324592 450.00
August 0g/08,/2001 OR-82465454 450,00
September 09/09,/2001 OR-92534556 450.00
October 10/10/2001 OR-044557621 500.00 -
Mowvermnber
December

| 3.500.00 |

Apply Rewert | Close I
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3.10 USER DEFINED FIELD

Select Tools | Option | User Defined Field to activate the user defined field. Tick on
the option: Enable User Defined Field.
|
General User Defined Field
>
zer Defined Field Caption: |L|ser Defined Fisld

Ok I Cancel I

Then proceed to Payroll | Maintenance | Maintain Employee... or at Payroll Setup
Wizard | Maintain Employee and select the User Defined Field tab as shown below.
Use mouse to right click at the User Defined Field page and select User Defined Fields...

[ AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] = =l2lx|

le Edit View Inquiry Payroll Leave Inols Windows Help

“armoGRBOEXE B4 B

saturday, 29 Jun z00z [ Maintain Employee
“four employees’ data is setup here, Please make sure all highlighted fields are not left
Common Tasks emptied,

Tips: Right Click the window below, you may custarnise which record field to be
Fetup Company Profile displayed. Click and drag the record field to the header, then drop it on the Aeadsr's
Maintain Department separate lins. |
Masintain Bank LA [YONG CHIN LOK Employee No- | [T New
Maint: All
aintain Aflawance {5 (" | DIRECTOR Department Code: TN - i
Maintain Deduction
Maintain Emplayee Personal Pmme| Payroll Info 1| Payroll |n|u2| Famiy Inlulmatmnl Laavel Photo / Mates User Defined Field | Deelete:
Year To Date Entry Som
Cancsl
Browse
Save Layout..
Load Layout
Layout Manager...
otz
Technalegy <¢ Previous Task  Mext Task 3> End Wizard
Registered Database, (40) ADMIN
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System will prompt a User Defined Field screen for user to create the additional

. + . = .
field. Select to add field and to delete the field.
User Defined Field x|
+ -
Field Mame | Data Type | Size | Decimal |
Highest Education String 30
Elood Tupe String 10¢

Cancel |

Select OK button to save. For the changes to be effective, the system will prompt
a message as shown below to close the Employee Maintain screen.

x

@ The changes will take effect after re-open the window again

Select OK Button.
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Re-select the Maintain Employee screen once more and click on the User Defined Field
tab.

Then proceed to do a right click at the User Defined Field page and select Customise..
Drag the previously created user defined field and drop it at the User Defined Field page
as shown below :-

'mployee Maintenance ;lglél
Name Employee No. (RN iz
Job - Department Code: !I Edit:
Delete
Save
Cancel
User Defined Figlds. .. Brawse

Personal F‘lofilal Payrol Info.‘II Payroll Info.2| Fanrily Informalion| Leave' Photo / Notes  User Defined Field |

Save Layouk,..
Load Layout
Layout Manager. ..

Clase

Help

System will prompt a Customize screen which contains all previously created fields.

=
i Groupsl
HIGHESTEDUCATION [oiiiirsr s
BLOOD_TYPE [~ 77|
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Select field in the customize screen, drag and drop it to the User Defined Field page.

‘mployee Maintenance I ]

- Empires No. (TR i

Job Title: Department Code: ﬂ Edit |
[relete |

BLOODTYPE|  HIGHESTEDUGATION|[ Saw |
Cancel |
Browse |

Personal Peri\e' Payrall Info.‘ll F'aymlllnfo.2| Farnily Informationl Leave' Phota / Motes  User Defined Field |

Cloze

J

Help

Right click on the User Defined Field page to save the layout of the screen as shown
below.

mployee Maintenance

Edit

CELESYON Employee N
Job Title: 13 Department Code: [TTG:1 - !I
Perzonal F‘rohlel Payrall Infa.l | Payrall Inf0.2| Family Informatlonl Leavel Phata / Mates User Defined Field I

BLOOD_TYFE HIGHESTEDUCATION Save

Cancel

[elete

U ANE

User Defined Fields. .. Browse

Cuskomise. ..

Load Layout
Layout Manager...

Close

f

Help
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Specify a name for the layout and choose Save to save the layout.

Employee M. =101l
VLTI YONG CHIN LOK Employee No. _ Mew

Job Title: Department Code: !I Edit
Delete

BLOOD_TYPE HIGHESTEDUCATION | Gave
10 coroal |

Default | Lapout Mame | Browsze

Personal Plofilal Payroll Info.1 I Payroll Info.2| Fanrily Informationl Leavel Phata ¢ Motes User Defined Field |

Layout Name: [EMPLOYEE SCREEM 1| Save I
Cloze
Cancel
[&= |

To load the layout of the user defined field at the User Defined Field page, do a right
click and select Load Layout. Select which layout to load.

Employee Maintenance =10l x|
JELEAYONG CHIN LOK Employee No. _ Mew
Job Title: Department Code: !I Edit
Personal Proli\el Payroll Info.1 | Payrall Inlo.2| Family Imformat\oml Leavel Phato / Motes  User Defined Field | Delete
BLOOD_TYPE|  HIGHESTEDUCATION| Save
Cancel
Erowse

User Defined Fields. ..
Customise. ..

Save Layout...

[d v EMPLOYEE SCREEN 1 |
Layout Manager. .. I

J

Close

Help
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Layout Manager allows user to specify which user id is allow to access which type of
layout screen. Right Click on the User Defined Field page and select Layout Manager.

Employee Maintenance =10 ﬂ

VELTAIYONG CHIN LOK Employee No. _ Mew
AN B8 DIRECTOR Department Code: [T1:}§ - !I Edit
Personal F’lofile' Payrall Infu.1| Payroll Infa 2| Fam\l}llmfolmat\onl Leavel Phata / Motes User Defined Field | [elete

ELOOD_TYPE HIGHESTEDLICATION Save
Cancel

Browse

User Defined Fislds. ..
Customise. ..

Save Layout, .,
Load Layaout
Manager...

Cloze

Help |

To move a layout to another user id, use the mouse to drag it to the selected user id.
To copy a layout to other user id, use Ctrl + Left mouse drag to copy the layout to the
selected user id.

Layout Manager il

€ ADMIN
V/[EMPLOYEE SCREEM 1 | Sawe
.8 VINCTI

[ do

Delete

i

To move alayout to other uger, uge mouse to drag it to the uzer.
To copy & lawout to ather user, uze Chl + Left mouze drag to copy the lapout Claze |
to the user.
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4 PAYROLL PROCESS

4.1 Create New Payroll Transaction
4.1.1 Allowance
4.1.2 Owvertime
4.1.3 Commission
4.1.4 Bonus
4.1.5 Payment of Arrears
4.1.6 Deduction
4.1.7 Advance
4.1.8 Benefit In Kind
4.1.9 Basic Salary

4.1.10 EPF/ SOCSO/ TAX Calculator

4.2 Bonus Process
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4 PAYROLL PROCESS

Below are the step by step guideline on how to do payroll processing.

4.1 CREATE NEW PAYROLL TRANSACTION

In the command center click Create New Payroll and the following dialog will appear.

x|
1. Payroll Type
4 onihiy 7 Second Haie
© Eirst hall
2. Payroll Period
Month |Nuvamber = rear ‘ZDDW =
Processed Month:
01 02 03 04 05 06 07 08 03 10 1112
alalalalals FlA [ |
Legend: [ Year to Date [ Unprocessed
M Fuly Processed I 0Out of Processed Sequence
[ Fiist Half Frocessed B Locked
3. Department & Employee
™ Department From | e | |
[~ Emploves From | e | |

1. Payroll Type

a)  Monthly / Second Half — To generate a monthly payment and/or second half
of the month payroll.
b)  First Half - To generate first half payment of the payroll.
2. Payroll Period — Indicate which period / month and year of payroll to process.
3. Department & Employee — The Department and/or employee that you want to

generate.
4. Click Create button to generate the payroll entries.

To generate the payroll for all the departments and employees at the
same time, user do not have to tick on the option to set
\ Department & Employee and proceed to select Create button.
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The following screen will appear as shown below:-

| | [Mame [=][ Monthty | 1stHalt | 20dHalf | Save | Cancel | Beset
Depatment: ACE -2
0 | Deduction ] YONG CHIN LOK
Basic Salay 500000 Dedustion 0.00 | Benefits in kind 0,00+
wquiance: 50000 Adyance: | Company EPF: 60.00
] O ST Tvertime Details: 000~ EPF: 49500 Company SOCSO: | 3475
L] G o] P LENG LENG Commissior: | socso: 975
Department: MART - 3
[0 EVONG CHIN 0K Bonus 000 PCB Tax 265.00
[ & B LW KENG FONG Director Fee P38 Tax Payment by IO Torie
Hichlioht [ C B8] CHIN YN YUEN —
ghiigl T Paid Leave: Unpaid Leave: .
’ LEE HONG I Fayment of & Committed
employee S OCHE ayment of A
(] & [ CHIA MENG TAT = : 473025
qt [ C [ CHéN YEE LONG: 550000 Tatal deduction: 2 ;
\
recora to [ (3 B8] TEH KOK KEONG Allowance | Basic Salary Ovettime Commission Bonus Papmertof e 4 P =
= ’ﬁan| Data
llTOCESS [Totat 14 employes(s] +
I« I ™| ceaen pesemsien Amourt] EPF 50| T4%| 0.1 VNONG LEE LEE's Nt Pay
payroll - General ~ [P [CAR_|CAR ALLOWANCE 500.00 ' i
Employes No. | 001 [ M R R
Name YONG CHl o :
Date of Bith | 11011565 21000 -
Sen [4 C
Jab Tille DIRECTOR etihpe
NewlC No | BS0TT1105. :
01 CANCHN 163 1035! 10000101 BSIOT 031
Passport o [ soo Monthear

For the Allowance
page to appear below

the page, select
button at the
Allowance field.
Repeat the same
steps for Basic
Salary, Overtime,
Commission, Bonus,
Payment Arrears
and Benefit In Kind
to appear as well
below the payroll
processing screen

Select the respective employee record and edit the payroll data accordingly.
Select the employee record. Example: Yong Chin Lok.

Once all the entry is complete for Allowance, Basic Salary, Overtime, Bonus, Payment
of Arrears and Benefit in Kind for an employee record, tick on option: Committed
as an indication that these particular employee record has been process. Then

proceed to select Save to save entry.
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4.1.1 Allowance

Allowance ‘

-

Amcurt| EPF | SOCS0 | TA%[ 0.7
50000

Code | Description |
» CAR ALLOWANCE

500.00

At the Allowance field, select El button.

Select Allowance tab to enter the employee’s allowances and tick to indicate accordingly
should the allowance need to contribute to EPF, SOCSO, Tax & O.T

Click the
allowance entry.

button to add the additional allowance item and button to delete the
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4.1.2

Overtime
Dverllme‘
A DainF!ale.| s,nnnmnjj” 25j|=| 19231 =
HowbRate: | 1923077 =] f|  82=| 2404%] Updete |

Owertime |tem | Units | Rate| Daily Pay| Gub-Tntall

| |RestDay<1/2Day 200 050 192.31 19231

B | |RestDay <1 Day 000 1.00 192.31 0.00
|| Public Holiday 000 200 19231}

Overtime ltem | Hours| Minut...|  Fiate| Hourly Pay|
C Mormal Working Day 0 0 150 24.04

| Fiest Day 0 0200 24.04
» [Fublic Holiday ] 0 0 300 2404

At the Overtime field, select ] button.

The Overtime page will appear below the payroll processing screen for
overtime information entries.

A. Qwuertime Calculation — There are two (2) base OT calculation (i.e. Basic
Salary and Basic Salary + Allowance)
— Click the Daily Rate El button to include the
Allowance in the calculation of overtime.
— Click Update button to change the O.T pay base.

B. Rest Day < ¥ Day — For employee who is work on the rest day (different
state has different rest day e.g. For Selangor is on
Sunday) for less then 4 hours.

Rest Day <1 Day — For employee who work on the rest day for more than
Y2 day (4 hours) but less then or exactly 1 day
(8 hours).

Public Holiday — For employee who work on the public holiday.
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C. Normal Working Day — For employee who work more than office hours (8
hours).
Rest Day — For employee who works on the rest day for more than office
hours (8 hours).

Public Holiday — For employee who works on the public holiday for more
than office hours (8 hours).
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4.1.3 Commission

Commigsion |

[+][=][¢]s]

| Mo | Description | Amount|  Hote |
O 1 Commission 1.500.00) |
1 | 1500.00

At the Commission field, select El button.

Commission tab allows user to add, remove and rearrange all the commission

information (description & amount) which the employee is entitled.

Click on

remove the commission entries and

+

button to add the additional commission record,

LEIE.

entered commission records.

button to

button to rearrange all the
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4.1.4 Bonus

Bonus |

Start D ate: | 01-011-2001 |
End D ate: | 30-11-2001 |
Bonus: 5DD-DDj

At the Bonus field, select El button.
Bonus tab allows user to enter the bonus amount given to the employee by the company.

Start Date & End Date — Indicate the date for printout in the Income Tax EA
form for Bonus given.

The Start Date and End Date specified will affect the
calculation of PCB.

Bonus: - Amount of bonus given to employee.
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4.1.5 Payment of Arrears

Papment of Ansars |

[+][=1[e]s]

No | Year for which paid | Type of Income: | Amount| Computation Type | Cortribulion therefrom to EFF_|

1 200 BONUS 4,800.00 Bonus 480.00

At the Payment of Arrears field, select EI button.

Payment of Arrears allow user to add, remove and rearrange all the unpaid

payment information (description & amount) from the previous year owing to
the employee.

Click on

the payment arrears entries. Select

+

LEIE

payment of arrears.

button to add the additional payment of arrears, button to remove

button to rearrange all the entered
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4.1.6 Deduction

Deducti0n|
+
Code D escriphion | Amount| EPF | 500 | TAX |
k5P SPORT FUND 200

At the Deduction field, select El button.

Deduction tab allows user to add, remove and rearrange all the deduction such
as SP (Sport Fund) from employee’s salary.

Click on
entries.

+

button to add the deduction entry,

button to remove the deduction
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4.1.7 Advance

+=]e]s]

Advance

Mo | Description

| Amount

1 Advance Alowance

|

At the Advance field, select El button.
Advance tab allows user to add, remove and rearrange all the commission
information (description & amount) which the employee is entitled.

+

20000

Click on button to add the additional advance pay, button to remove

L

the advance pay entries and

4

advance pay records.

button to rearrange all the entered
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4.1.8 Benefit In Kind

Commiszsion Bonus Leave Calculator  Payment of Amears Deduction Advance  Benefits in Kind LI
(&) Walue of mokar car and FUel.. ... 0.00
8 =) e (o=l anoon0 s ana A na0 o0 SoAa A PO AR AR O A03 R0 000G KON AR BAAA A 00 AEABAOAOAGE a.00
(b} Light, water, telephone and okher utilities. ..o gt

() Walue of household benefits:

(i) Semi-Furnished with Furniture air conditionersfcurtains/carpets, oroa...,, 0.00
(i Fully Furnished with kitchen equipment, crockery/utensilsfappliances, or... 0.00
(i} Individual Ihems: Furniture and FIEEINGS. .o 0.00
Kibchen EQUIPMENE. . .vv e e 0.00
Entertainment and Recreation.........ooinnnn g
Tobile Telephone.. ..o 0.00
{d) Household servants and gardeners... oo 0.00
0,00

(e} Others {e.q, Food and clothings)...

At the Benefit In Kind field, select EI button.

Benefit In Kind tab allows user to enter benefits given by the company to the employee.
This information is required in the Income Tax EA form only.
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4.1.9 Basic Salary

Basic Salary |

[+][=1Ce][s]

Ho |

Date |Descript\om
101-10-2001  1-10-2001 TO 31-10-2001

| Mo, of Daps | Daily .. | Sub...

2500) 50.00]1.250.0

25.00

o]

At the Basic Salary field, select EI button.

Important Note: The above layout screen is only applicable to employee who

is Daily rate.

Basic Salary tab allows user to add, remove and rearrange all the daily pay
information to be paid to the employee.

Click on * button to add the daily pay entries, = I button to remove the
daily pay entries and e button to rearrange all the entered daily pay
records.
No Indicate the number of entries
Date Indicate the date the daily pay is to be paid
for.
Description Indicate payment information.
No of Days Indicate the number of days work
Daily Rate Indicate the rate paid for per day
Sub Total Total of No. of Days * Daily Rate.

71




Payroll Process

AutoCount Payroll User Manual

4.1.10 EPF/ SOCSO/ TAX

Calculator

User can select EPF/SOCSO/TAX Calculator from View menu to get the
system to assist in calculating the EPF /SOCSO / TAX amount.

T EPF / 50OCS0 / Tax Calculator

B azic Salamy
Allowance
Deduction
Carmnrnissiorn
Director Fee
Ower Time
Faid Leave
Unpaid Leave
Bonus

Bonus Period

EPFcode

0.00 Emploves EFPF 125.00

0.00

X

1.500.00  ‘Year 2002 - |
Iﬁ Gender |G Fem ﬂ
| 000 witelsWarking | J{No ¥
Iﬁ M arital Statuz @Singﬂ
| 0.00 Children 0%
| 000 SOCSO Type | Categor 7|
—
)

Ermplover EPF
Ermploves SOCS0O

o
fom}
=

0.00 Emplover SOCSO 25.35

g

—

Js

* | lncome Tax

Reszet I

L Caloulate :

Enter the Basic Salary and other information (if applicable) such as Allowance,
Deduction, Commission, Directory Fee, Over Time, Paid Leave, Unpaid Leave,

Bonus, Bonus Period as shown in the above screen. Then proceed to select the
Calculate button and the system will calculate the Employee EPF, Employer EPF,
Employee SOCSO, Employer SOCSO and Income Tax.

From the result generated

from the EPF/SOCSO/TAX Calculator, enter into the

employee’s payroll record.

Select Reset button to clear the screen.
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4.2 PROCESS BONUS

Select Payroll | Bonus Processor to process bonus.

x
f+ Mew Bonus Date 03/05/2002 j

" Exizting Bonus Year |ZDD2 jl Date: | j

| 2w | 7
5w | g

Create I Cancel |

Indicate the Bonus Date and Department & Employee accordingly. Proceed to select
the Create button to proceed on with the bonus entry.
System will prompt the bonus processing screen. Select the respective employee’s

record.
Reminder: User can use the EPF/SOCSO/TAX Calculator to calculate

EPF/SOCSO/Tax amount.

utoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] - [Bonus Processor - Bonus Date: 09 May 20021 B [ |
-8 x

|7 Emplayee From |

e Edit View Inoury Payrol Leave Tools windows telp

<rrc|SREDBRXECIEAYB

| | Name [| save | Cancel | Beset
=I Department : ACC - 2
O [ESI[WONG LEE EE | IEEEER

<O [ TAN MET MED Stat D ate: [orrotr2002 =] epr: 9000 Company EPF: 12000
;lt;a;@;ﬂ':sﬁsgf’z:: 3 End Date: /572002 =] s0C50 [ 475 compansocsn 1665

1.000.00 000 —
8% R e Bz PCB Tax I Payment by [&4 Bank Aa g1
=I Diepartment : MART -4
{3 0] Law HOE YEN
O B YONG CHIN LOK.
O [ LA KENG FONG Gross Pay: 1.000.00 Total deduction: 94.75 |Net Pay: 905.25
O [ CHIN YUEN YUEN
= Diepartment : RD - 4
O [0 LEE HONG WEI Chat| Dala
O 3] CHIA MENG TAT i x|
O [ CHAN YEE LONG Bere el 000 Year [ 2002 ] WONG LEE LEE's Emplover EPF
TEH KOK KEONG 280
El agar\m?m SUPP-2 Alowance 0.00 Gender [ Fem =/
260
O B9 LAw TIEN 500N Deduction 000 Wite ls Working [2{No |
O B LEE SIU s 210
Commission 000 Maital Status = Sing 7| B
Director Fee 0.00  Chidren [=] 200
Over Time 000 SOCSOType | Categor ¥/ 180
| Totak 15 employesls] I I
gl T 5 Paid Leave 000 Employee EFF 50,00 1o
=] UnpaidLeave, 000 Employer EPF 120,00 g HHlH
oY ER DEe Bonus 100000 Emplogee S0CS0[ 475 120
pouse New IC 1o
pouse 01d 1L Bons Period 000 Employer50C50[ 1665 NER
S polsediES EPFcode |1 =] Income Tax 000 e
Spouse Addres: = @ NER
S pouss Addres FReset - NN EA
Spouse Addres:
Spouse Ta Nol E = =
Spouse Tas Bre o
wite Warking | [] 0501 0701 0301 1101 DAMZ 03MZ 052
"
Bank
Biank At M =

[ Regeicred batobass, (107 ROV
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Go to Payslip | Print Bonus Slip ... to print the employee’s bonus payslip.

73 Bonus Slip (5[]
1. Bonus Date Fa——

Bonus'ear: (2002 2| Date [09/05/2002 v =

Eror
B ;| N []
[ Emplayes From: | =l | 7

Bonus Slip Message: | potes:

il

Cloze

Pl

Help

Indicate the Bonus Date, Department & Employee and Misc. Information and select the
Preview / Print button.
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1—r#>
51"1{'9:)

o
| B
(3=3

CWWE@ )

5 PAYROLL REPORTS
5.1 Print Pay slip
5.2 Print Payroll Summary
5.3 Print EPF Borang A
5.4 Print SOCSO Borang 8A
5.5 Print Income Tax CP39
5.6 Other Payroll Reports
5.7 Print Income Tax EA Form
5.8 Print Income Tax - CP8D

5.9 Print Income Tax -CP159
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5 PAYROLL REPORTS

5.1 PRINT PAY SLIP

Select Payroll | Print Pay slip. Indicate the Pay Frequency, Payroll Period, Department
& Employee and Misc. Information such as “Salary will be credited on the 28" of each
month” (applicable) and proceed to preview / print or export.

|
e
[v Monthly [ Eirst Half
Print
[ Second Half
2. Payroll Period Export
Month |Noverber 7| vear [2001 =

Processed Month:
03 04 05 06 0OF 08 03 10 11 12

s

=2

=

=1
[

Legend I:l “ear to Date |:| Unprocessed
- Fully Processed - Out of Pracessed Sequence
- First Half Pracessed Q Locked
3. Department & Employee
[ Department Fran ‘ j ta ‘ j

[ Employee Fron

B E

4. Misc. Information

Payslip Message: | potes:

Close
Help
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5.2 PRINT PAYROLL SUMMARY

Select Payroll | Print Payroll Summary. Indicate the Payroll Type, Payment By,
Payroll Period and Department &Employee and proceed to preview / print or export.

i Payroll Summary P [

1. Payroll Type Freview |

|7hhf|“ y |w' First Half Prirt

[gt
[ Bonus [v Second Half —I_
|

[v Cash [ Bark Auto Credit
[v Cheque
3. Payroll Period
Month [May = ear [2002 %]

Processed Month:
01 02 03 04 05 06 07 08 09 10 11 12

Legend: [ ] Year ta Date [ Unprocessed
- Fully Froceszed - Out of Processed Sequence
[l First Half Processad S Locked
4. Department & Employee
[ Department From: | j (] | j Claze |
[ Emplapes Fram: | j ko | j Help |
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5.3 PRINT EPF BORANG A

Select Payroll | Government Reports| EPF Borang A. Indicate the Payroll Period,
Department & Employee and Misc. Information and proceed to preview / print or

export.

Pay Method refers to Payment method.
Reference No. refers to Cheque Number

{:LEPF - Borang A

1. Payroll Peniod

Processed Month:

Manth |May j Year |2UU2 jl

01 02 03 04 05 06 07 03 09

Legend: |:| Year to Date |:| Unprocessed
- Fully Proceszed - Out of Processzed Sequence
- Firzt Half Processed é Locked

2. Misc. Information
Fay Method: j

Reference Mo:

=l

Frrirt

_ e |
e |

Export

Close

Pl

Help
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5.4 PRINT SOCSO BORANG 8A

Select Payroll | Government Reports| SOCSO Borang 8A. Indicate the Payroll
Period and Misc. Information and proceed to preview / print or export

Pay Method refers to Payment method.
Reference No. refers to Cheque Number

,50CS0 - Borang BA S

Month |May ﬂ ‘ear |2002 il i |

Processed Month:

0 02 03 04 05 DB|D?|DB|DS|1U|11|12| Export |

Legend: I:l “rear to Date I:| Urprocesszed
M Fuly Processed B Out of Frocessed Sequence
I First Half Frocessed é Locked
2. Misc. Information
FPay Method: j Close |
Reference Ma: Help |
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5.5 PRINT INCOME TAX CP39

Select Payroll | Government Reports| Income Tax — CP 39. Indicate the Payroll
Period, Department & Employee and Misc. Information and proceed to preview / print

or export.

Pay Method refers to Payment method.

Reference No. refers to Cheque Number.

Date refers to cheque date.

Branch refers to Income Tax office branch (LHDN branch).

i Income Tax - CP 39

1. Payroll Period

b arith |Ma_l,l j Year |2DD2 jl
Procezzed Month:

0 02 03 04 05 06 0OF 03 03 10 11 12

Legend: |:| Year to Date |:| Unproceszed
- Fully Processzed

I First Half Processed &) Locked

- Out of Procezzed Sequence

2. Misc. Information
Fay Methad: j

Reference Mo | Date: |DS£DE!2DD2

[
Branch: I vII

|
=]

=101

Freyiew
Frint

Expart

il

Cloze

Pl

Help
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5.6 OTHER PAYROLL REPORTS

COMMAND ALTERNATIVE WAY TO
NO REPORT NAME CENTER ACCESS COMMENT
1 Payroll Allowance Print Payroll | Click Payroll | Print Payroll A hs.t of allowance for a
Allowance Allowance... particular month.
’ Payroll Deduction Print . Payroll | Click Pa}yroll | Print Payroll A lis.t of deduction for a
Deduction Deduction... particular month.
lick Payroll | Print Coi h h h
3 Coinage Report Not Available Click Payro rint Coinage Show . .t ¢ cas
Report... denomination of salary.
- Print  Monthly | Click Payroll | Print Monthly A ,hSt, of EPE
4 Monthly EPF Listing . contribution  for a
EPF EPF Listing... .
particular month.
. Print  Monthly | Click Payroll | Print Monthly A hSt . of - SOCSO
5 Monthly Socso Listing . . contribution  for a
Socso SOCSO Listing... .
particular month.
- - | Pri : .
6 Monthly Tax Listing Print  Monthly | Click F’a‘yroll Print Monthly A list of Tax Deduction
Tax Tax Listing... for a particular month.
A list of employee net
pays which is
. . submitting to bank to
Click Payroll | Print Bank
7 Bank Credit Report Not Available N . ayro rint ban inform the bank to
Credit Report... . .
direct credit to the
particular employee
bank account.
8 Government Reports
2) SOCSO — Borang 2 Not Available Click Payroll | Government | Registration of new
Reports employee(s) form.
Termination of

b) SOCSO - Borang 3

¢) Income Tax — CP22

d) Income Tax — CP22A

employee(s) form.

Submit to inform about

the new employees
joined the company
during that month.
(Monthly)

Submit to inform about
the resigned Employee
on that company on that
month. (Monthly)
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COMMAND ALTERNATIVE WAY
NO REPORT NAME CENTER TO ACCESS COMMENT
Submit to income tax
¢) Income Tax - EA Not Available Click Payroll | depa'rtment for Report
Government Reports Earning for the year.
(Yearly)
Submit to Income Tax
f) Income Tax — CP8D department for pay listing
by Employees. (Yearly)
Submit to Income Tax
department about the
g) Income Tax — CP159 company total pay and
PCB list by month.
(Yearly)
Monthly receipt number
h) Income Tax — PCB(II) and total tax payable by
the employee. (Yearly)
i) HRDF report IC_III::II;IE) e'x.)'lroll | Print HRDF contribution report.
j) Payroll Overtime Click Payroll | Print Monthly paid out overtime
Report Overtime Report pay to employee
9 Yearly Reports
a) Yearly EPF
b) Yearly SOCSO
c) Yearly PCB Not Available EZIC’I:):::YYOH | Yearly A yearly payroll analysis.
d) Yearly Gross Pay ;S;Zie):v ;’rewew See Figure
e) Yearly Individual Pay
Yearly print out of
f) Yearly Commission commission paid out to
employee
Yearly print out of
g) Yearly Overtime overtime paid out to
employee.
h) Net Pay Yearly printout of net pay
of the employee

All the above reports has a same report screen as shownin Figure 2 except report No. 3, 8 & 9.

For report No. 8(c) report screen is the same as the report screen in 5.4 Print EPF Borang A
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i =
1. Payroll Type Preview

i ¥ Eist Hal i
Print.
[v Secaond Half Payproll Allowance
2. Payroll Period ﬂl 1. Payrall Type Presiew
Manth [Movember =] year [20m 3 [ Monthly [ Eirst Half Bint

Processed Month: Iv Second Half —I
01 02 03 04 05 06 OF 08 09 10 11 12 2_ Payroll Period Export

Legend: [ ] ear to Date [ Unprocessed Manth |Noverrber 7| ear (2001 3
- F?JH_\J Processed - Out of Processed Sequence Pracessed Month:
I First Half Pracessed 2 Locked 0 02 03 04 05 D6 07 08 D09 10 11 12
3. Department & Empl
SO L egend: ] vearto Dats [ Unprocessad
| Department From: | ] e | =] Il Fuly Processed I 0wt of Processed Sequence

[ First Half Processed 2 Locked

[ Employee From: ‘ =t | =l

[ Depaitment From: | oow | ] Clase
Bank: 001 || Crediting Date: | 11-Nov-m =] | B ol 5 Help

[ Employee From: |
Cheque No: |PBB 125487 Amount | 25,330.25 Help

Figure 1 Figure 2
(For report No.7) (For report No.1,2,4,5 & 6)

o]
1. Payioll Type p—
¥ e v Eirst Half
- Erint
v Second Half
2. Payroll Period Esport

Month |Newsmber | vear [20m Z

Processed Month:
0l 02 03 04 05 0OF 07 08 03 10 11 12

Legend: [ Year to Date [ Unpracessed
Fully Processed I Ot of Pracessed Sequence
[ First Half Processed 2 Locked

3. Department & Employes Marth |November x| vear 2001 2 Bt

=101x]

[ Peven |

Processed Month:

™ Depatment From | Ao | [ 0 02 03 04 05 06 07 08 09 10 11 12 Export

™ EmployecFiom: | o e | El Legend: [ vearto Dalm ] Unprosessed
P Fully Processed I 0t of Frocessed Sequence
I First Half Frocessed B Locked
Coinage Value | Cainyalue :
020 2. Department & Employee

010
005 Close [ Departmert From: | R H Close
il
= Help [ Employes Fron: = Help

e

(B3

Figure 3 Figure 4
(For report No. 3) (For report No.8 (a),8(b) & (8(d))
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early Payroll Reports ;Iglil

EFF Report Il
| J Frint
2. Payproll Period Export

Vear (2001 X

Processed Month:
0f 02 03 04 05 06 07 08 09 10 11 12

5518585
Legend: [ | earta Date [] Unpracessed
Fully Processed I Dut of Frocessed Sequence

- First Half Processed é Locked

3. Department & Employee

[ Department From | j (] ‘ j Cloze
[ Employee From: | j ta ‘ ﬂ Help
Figure 7
(For report No 9)
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5.7 PRINT INCOME TAX - EA

User can print Income Tax — EA form from Payroll | Government Report | Income
Tax - EA
Wil Income Tax EA I ] 5|

ear |2001 il Erirt |
Processed Month: =
| o1 | 02 | 03 | 04 | 05 | 0B 07 08 03 10 11 12 Expart |

Legend: |:| ‘t'ear to Date |:| Unprocessed

- Fully Frocessed - Out of Proceszed Sequence
[ First Half Processed 2 Locked

2. Department & Employee

[ Depatment From | j to | j

[ Employes From | j to | j

e |
EA Printing Date: ’W Help |

Indicate the Payroll Period, Department & Employee and Misc. Information. Proceed to
select either Preview / Print button.

lect Report |
Report Mame /| System
Income Tax EA - 2001
Income Tax EA - English

e |

Select which report format and click on OK button.
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System will display the Income Tax — EA form as shown below:-

R Print Pre:

w - Report Nam 2001
& maERr W 44 > Close
EA

MALAYSIA
Mo, Siri_ CUKAI PENDAPATAN FEM Cuka\ Pendapatan Pekerja

o
PENYATA SARAAN DARPADA PENGGAJAN 5652108
BAG| TAHUN BERAKHIR 31 DISEMEER 2001

Income Tax Ei

NI

Ho. Fail Msjian E _

cawangan LHDN,
BORANG EA NI PERLU DISEDIAKAN UNTUK DISERAHKAN KEPADA PEKERJA YANG MESTI
MELAMPIRKAN PADA BORANG NYATA CUKAI PENDAPATANNYA.

B suriran pexeran

Narma penuh PekerjaPesara (ENCk/PUan)  Y(OMG CHIN LOK Javeatan DIRECTOR.
Ho.KP. 830121:10-3111 Mo. Kakitangan stau No. Gaj o No KWSP 12405383
Alamat Kediaman 15, SOLOK SELASEH, TAMAN GEMEIRA, 41100 KLANG. SELANGOR

Tarat Perkahwinan K:

Biangan anak-anak di baswah Umur 18 tahun dalam tahun 2001 2
Eeg\ perenpun sang herkalwin, sebutian Butiran suami: Narma

No. Fail Cukai Pendapatan Cawangan LHDN

Jika bekerja tidak genap setahun, sehutin-
(8} Tarkh mula bekeria
Mama edan slamat majkan dehulu

ATAL (B} Tarkh bethenti keria _
Warma dan slsmat majkan sekarang

Il 00| PENDAPATAN PENGGA JIAN, MANFAAT DAH TEMPAT KEDIAMAN (i Nota Panduan .47 dan & d Boang RM
001 | 1. Gai Kasar, upah stau el outi (termasuk sail Bbih mass) 000000
101|  Feeermasuk fes pengarah), komisen atau bonus (Bonus bagt tempoh dari _hinggs )
102|  Tip kasar, perkuisit penerimaan sagu heti ateu elaun-elaun lain (Perihal pembayaran

Cukai Pendepatan yang dibayar oleh Majiien bagi pihck Pekerja
2. Nl Manfast atau kemudahan berupa barangan
@

103 Kereta (Tarikh sehenar diverurtukan ) i) Nl Kereta dan minyak
Clenis_ _Tahun _ ) i) Misi Pemandu

104|  ®  Elekrik, air, telefon dan kemudahan lain

105| ) isi mantast ramahtangan

(i) Separuh lengkap dengan perabot*/penyaman udara*iangsihermaidant’, stau
(i) Lengkap dengan perkakas dapur, pinggan mangkuk, perslstan atau perkakas, stau
(i) Butivan berasingan  Perahot dan

Perkalkas DagLr
Hiouran dan Relreasi
Telefon bimbit
106| @ Perbantu rumah dan tukang kebun

©  Mantact Tambang Percutian
) Lain-lain (misalnye makanan dan pakaian]
Q03| 3 Nilai tempat kediaman (4amat )

107 | 4. Bayaran balik daripads Kumpulan Wang SimpananPencen yang tidsk diuluskan
5. Pampasan kerana kefilangan pekerjasn
¢ | e —
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5.8 PRINT INCOME TAX - CP8D

User can print Income Tax — CP8D form from Payroll | Government Report | Income
Tax - CP8D..

Income Tax CP 8D o ] 4 |

1. Payroll Period

Year |2002 ﬁl Frint
Processzed Month:

01 02 03 04 05 06 0OF 08 03 10 11 12 Expart

Legend: [_] ear ta Date [ Unprocessed
- Fully Proceszed - Out of Proceszed Sequence
I First Half Processed é Locked Help

Cloze

Pl i

Indicate the Payroll Period and select Preview/ Print button to view the Income Tax —
CP8D information as show below :-

R Print Preview - Report Name: Income Tax CP 6D 18]

g ol [mx W« » M Close

(C.P.5D - Pin. 2001y

PENYATA SARAAN DARIPADA PENGGAJIAN BAGI TAHUN BERAKHIR 31 DISEMBER 2001

sila senaraikan peke Kerja di dalam seperti berikut:
(3)  pekerjayang telah tuan laporkan dalam penyata tahun lepas;
(b)  pekerjayang tuan laporkan buat pertama kali;
(c)  pekerjayang telah meninggalkan pekerjaan tuan dalam tahun 2001;
dan
susun ja dalam tiap-tiap nombor siri 1 untuk
dan bersiri tu bagi pekerja di (b} dan ).
vo.si o Faical o Raregezm w | amo s,
e P s | Ucams
an
S603 1680411 720900105665 CHIAMENG TAT s 00000 w00
R L HOE YEN 70000 12000
e a0y L KEN FONG o000 T
Soea18BeA1D a0z 0288 LEE HONG Wl 1000000 200
S6031684405 I ONG CHIN LOK : 100000 00
arshen ot 5 somian kg ang e v g | B0 g a0 00
o .
100 || i galkgi e ang hena dloziarepads 24411.00
15 " Ee711.00
" 1,322.00

o
Wik EOL EH Formar

EORAN I TIOHK 1ENCUK UPL
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5.9 PRINT INCOME TAX - CP159

User can print Income Tax — CP159 from Payroll | Government Report | Income
Tax - CP159...

Income Tax - CP 159 o ] 5|

1. Payroll Period

Year 2002 jl i

Processed Month:

i}

0 02 03 04 05 06 OF 08 09 10 11 12 Erpart
Legend: |:| Year to Date |:| Unproceszed
- Fully Proceszed - Out of Proceszed Sequence
- Firzt Half Froceszsed é Locked

Business End At: ’m
Total Emplovees at end of the year: m Chace
Frinting D ate: ,W 4'
Help |

Indicate the Payroll Period and Misc. Information. Proceed to select the Preview / Print
button to view the information.

<isix
& BaEe 121 % Mo« > Close.
- -
MALAYSIA

(CP 159 - Pin. 2/2001)

CUKAI PENDAPATAN

PENYATA POTONGAN CUKAI DI BAWAH
KAEDAH CUKAI PENDAPATAN (POTONGAN DARIPADA SARAAN) 1994

No.Fail Majikan E_

Nama Majikan: _CCY SOFTWARE SON BHD Tahun Beraknir 31 Disember _
Alamat (selain dari Alamat Peti Surat): 1814, JALAN MERU, No. Tel
41050, KLANG SELANGOR DARUL EHEAN No. Faks
Bulan Jumiah Saraan Jumlah Saraan Jumlah Cukai Jumlan Cukcai No. Resit
Kasar Kasar Yang Pendapatan Yang | Pendapatan a
Tertalduk Paiut Dipotong Di | Dipotong Dan
(Semua Pekerja) kepada Kaedah Bawah Kaedah Diremitkan
cual Cukai Pendapatan | Oleh Majikan
Pendapatan
(RM) (RM) (RM) (RM)
January 33,855 50 22,15000 66100 — —
February — - — - —
March — — — — —
A — - — - -
May 34,855 50 2215000 66100 — —
June — - — - -
July — - — - -
]

age 10F 1
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E5 (HARTER 6

6 ELECTRONIC PAYROLL TRANSFER

6.1
6.2
6.3

6.4

Create Electronic Credit Payment Diskette
EPF Borang A Diskette
SOCSO Borang 8A Diskette

Income Tax CP39 Diskette
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6 ELECTRONIC PAYROLL TRANSFER

AutoCount Payroll provides an electronic file transfer that is information from the payroll system
is extracted out and transfer to a diskette. User can submit the diskette to the respective
government department.

6.1 CREATE ELECTRONIC CREDIT PAYMENT DISKETTE

(i}l Create Electronic Credit Payment Diske! i Im] 3]
1. Payment Period
Month | Noverber | vear [2001 2
Processed Month:
01 0z 03 04 05 06 OF 02 03 710 11 12
S18l8S515
Legend: [ | *rear ta Date [ ] Unprocessed
Fully Processed - Out of Processed Sequence
I First Half Processed &) Locked
2. Department & Employee
[ Department From: | = oo =l
[ Employee From: | j [ | j
3. Credit Info.
Account: | 001 =
Diate: |11,11,m vl
4. File Location
Lacation: |A:\ J
Create | LCloze |

Electronic Credit Payment Diskette allows user to generate the electronic credit payment (i.e. for

direct credit payment) which can be submitted to the company’s bank for monthly payroll crediting.

1. Select Payroll | Electronic Transfer | Create Electronic Credit Payment Diskette...

2. Click Create button, once the Payment Period, Department & Employee, Credit Info and File
Location is completed.

Bank Account — Specify the bank account which you want the
bank debit from.

Crediting Date — Specify the date which you want the bank to
credit the employee account.
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6.2 EPF BORANG A DISKETTE

Create EPF Borang A Diskette allows user to generate the EPF Borang A data to disk to
submit to EPF department.

1. Select Payroll | Electronic Transfer | Create EPF Borang Wizard...

Electronic Transfer: EPF Borang A Wizard

Step 1: First time using KWSP EPF Borang A by Floppy Disk

Belore start using KWSP's Borang & via Magenctic media, KWSP
requires all employer to first submit a test Diskette to

PENGERUST

EUMPULAN WANG SIMPANAN PEKERJA

46595 PETALING JAYA

SELANGOR DARIUL EHSAN

/P PENGURUS (BAHAGIAN OPERASI)

JABATAN KOMPUTER

OR
PENGURLS KANAN/PENGURUS KWSP NEGERI
Hawe the company uging submiszion of KiWSF's Borang &

Via Magnetic Media [Floppy Disk) before? Or has the
company pass the test?

* Yex | have passed the test and | wish to create Borang & via Diskette

= Mo This is the first time | use the facility. | wish to create a test Diskette

2. There is 2 options in the screen :-
J If user have submitted EPF using diskette, then choose this option: Yes. I
have passed the test and 1 wish to create Borang A via Diskette.

J If user have not submit EPF before using diskette, then choose this option:
No. This is the first time I use the facility. I wish to create a test Diskette

Select Next>> to proceed on.
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Indicate the month, year, the payment method and payment reference number if any.
Select Print EPF Borang A to print the EPF form.

Step 2: Please specify EP

Please specify which payroll period you are going to create the

KWwW'SP's Borang & Disk:
=] vear [0z E

taonth ‘ b ay

Processed Month:
01 02 03 04 05 06 07 08 09 10 11 12

Legend. I:l “Year to Date I:l Unprocessed
- Fully Processed - Out of Processed Sequence
[ First Half Processed S Locked

PFlease specity your payment method [Casty i
and payment reference no. if there is any

Print EFF Borang & |

«« Previous Mt >>

Select Next>> to proceed on.

3. Change and indicate which location for the system to store the EPF Borang A data. Select
Create EPF Borang A Disk button to generate the data.

Electronic Transfer: EPF Borang A Wizard

Please specify where pou want to store the KWSP's Borang A data.
The data is stored in file named EPFORM#,

If you chaose loppy a5 your storage media, please make sure your
floppy disk was formatted and it is blank. You may only use 3.5
High Density (HD) floppy disk for submission,

If you specify location other than foppy disk, you may copy the file
to a floppy disk later for submission,

Please specify location:

AN J

Create EPF Borang & Disk |

Select Next>> to proceed on.
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4. Select Print BBCD Form button to print BBCD form.

fer: EPF Borang A Wizard

Step 4: Print BBCD Form

Emplayers are also required to submit a PRINTED COPY' of the
Borang BECD [with the declaration duly signed by an authorized
peizon) for each employer reference number and the remittance
cheque ta the respective KWSP Megeri or the nearest Kw/SP
Cawangan,

Pay Method: [Cash kd

Reference No: |
Mame: MR, CHAU
1C No |

Position; |

Phane No: [13-33725777

Print BECD Form |

s Eerasent
Techmolagy

<< Previous

Select Next>> to proceed on.

5. Select Print Disk Label to print disk label.

Electronic Transfer: EPF Borang A

Step 5: Print Disk Label

“You are advised to fumish the following particulars on the label affived
o the disk, when submitting wour Borang 4 diskette:

Employers Name: |CCY SOFTWARE SDNBHD |

Emploper’s Reference o |

Morth /Vear of Corrbution (MMYY] [0802
PeisoninChage: [MA.CHEL |

Telephone Number: (0333725777

Frint Disk Label

rarieresers
Technology

<<F|awnusl Newt > > I Close l

Select Next>> to proceed on.
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6. Select Finish button to proceed on and complete the final step.

rarErarereer
Technuiogy

Step 6: Finish

“rou are required o submit
1. & PRINTED COFY of the Borang BECD.
2. Tape/Diskette.

ta the nearest KWSP negeri.

Please submit the production Borang & tape/Diskette together with a

completed copy of the Barang BECD (with the declaration duly signed

by an authorised person) for sach emplover eference number and the remittance cheque to the
respective KWSP Neger or the nearest KiwSP Cawangan.

Please take note that the tatal amaunt on the tape/diskette far each emplayer reference number
must equal the total remittance to be paid for that employer reference number.

4 blank tape/diskette to be uzed for the fallawing manth's Borang & will be given upon
subrmission of 2 particular month's tape/diskelte. The production Lapeddiskette will be kept by
FMSP after it is processed

Kiw'SP Office; | BAHAGLAN OPERASI, JABATAN KOMPUTER j

Barngunan KWSP Petaling Jaya

Jalan Gasing

46598 Petaling Jaya

Selangor Danul Ehsan

[Ted: 03-79557215/7 9067550,/ 79557551)
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6.3 SOCSO BORANG 8A DISKETTE

SOCSO Borang 8A Diskette allows user to generate the SOCSO data for submission.
1. Select Payroll | Electronic Transfer | SOCSO Borang 8A Diskette...

Electronic Transfer: S0CS0 Borang 84 Wizard x|
Step 1: First time using SOCS0 Borang 84 by Floppy Disk

Before start using SO0CS0 Borang 84 via Magenctic media,
FPERKESO requires all emplayer ta first submit a test Diskette ta

FETUA PENGARAH

PERTUEUHAN FESELAMATAN 305IAL

IEU PEJABAT, MENARA PEREESD

281, JALAN AMPANG

50538 K. LUMPUR

(U/F: FHAIRUL MIZAN E. MD. 54TD)
TNIT EOMPUTER

Have the company using subrizsion of SOCS0 Barang 84 Yia
Magnetic Media [Floppy Disk] before? Or has the company pass
the test?

™ ‘ez | have pazsed the test and | wish to create SOCS0 Borang 84 wvia Diskette

£+ Mo, This iz the first time: | use the facility. | wish to create a test Diskette

ardaraserf
Technology

2. There is 2 options in the screen :-
e If user have submitted EPF using diskette, then choose this option: Yes. I have
passed the test and I wish to create SOCSO Borang A via Diskette.

e If user have not submit SOCSO before using diskette, then choose this option :
No. This is the first time I use the facility. I wish to create a test Diskette

Select Next>> to proceed on.
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3. Specify the SOCSO period. Indicate the payment method and payment reference
number such as cheque number or money order number. Select Print SOCSO
Borang 8A button to print the SOCSO Borang 8A.

Electronic Transfer: SOCS0 Borang 8A Wizard

Step 2: Please specify SOCS0 Period

Flease specify which payroll period you are going to create the
SOCS0 Borang 84 Disk:

Month [May =/ ear [2002 2]

Processed Month:
01 02 03 04 05 06 OF 08 09 10 11 12

Legend: |:| ‘r'ear ta Date |:| Unprocessed
M Fully Frocessed B Out of Processed Sequence
[ First Half Processed 2 Locked

Please specify your payment method | Cash j
and payment reference no. if there iz any

Print SOCS0 Barang 84 |

ar 7 ar a s sk f
Technalogy

<< Previous

Select Next>> to proceed on.
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4. Specify which location for the system to store the SOCSO’s Borang 8A information
and select Create SOCSO Borang 8A Test Disk to generate the information.

Electronic Transfer: SOCS0 Borang 8A Wizard

Step 3: Where you want to store SOCS0O's Borang 8A Data

Flease specify where you want to store the SOC50's Borang
84 data. The data is stored in file named BRGEA. THT

If pou choose foppy as your storage media, please make sure your
floppy disk was formatted and it iz blank. You may onlp uze 3.5"
High Denzity [HD] Hoppy disk for submission.

If pou specify location other than floppy disk. pou may copy the file
to a floppy digk later for submizsion.

Pleasze specify location:
B4 =

Create SOCSO Borang 84 Test Disk |

er S ererer
TFechnalagy

<< Previous

Select Next>> to proceed on.
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5. Select Print SOCSO Lampiran A button to printout the SOCSO Lampiran A
information.

Electronic Transfer: S0CS0 Borang 8A Wizard

Step 4: Print SOCSO Lampiran A

Emplovers are alzo required to submit a PRINTED COPY of the
Larnpiran & when submitting the disk ta the nearest PERKESD
branch.

Mame: [MR. CHAL

Phone Mo: |03-33725777

Frint SOCS0 Lampiran & |

AL ES R T
Technology

Select Next>> to proceed on.
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6. Select Print Disk Label button to print the disk label.

Electronic Transfer:

ou are advized to fumish the following particulars on the |label affized
on the dizk when submitting yowr SOCS0 Borang B4 diskette:

Emploper's Mame: |CEY SOFTWARE SDM BHD
Employer's SOCS0 No: |B341 8871

Month / Year of Contribution: |U5!2DD2

Perzon In Charge: |MH. CHAL
Telephone Number, [03-33725777

<< Previous Mewt >

Select Next>> to proceed on.
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7. Select Print Application Letter button to print the application letter. The Letter
Reference No. field is use for user’s own references.

Electronic Transfer: SOCS0 Borang 8A Wizard

Step 6: Print Application Letter

Letter Reference Mo: ||

Frint Application Letter |

Cila e
Technology

<< Previous Mext >

Select Next>> to proceed on.
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8. Lastly select FINISH button to complete the process of SOCSO Borang 8A Diskette.

Electronic Transfer: SOCS0 Borang 8A Wizard

Step 7: Finish

“Y'ou are required to submit:

1. APRIMTED COPY of the Borang 84,
2 A PRIMTED COPY of Lampiran A.
3. Test Tape/Diskette.

to

KETUA PENGARAH

PERTUBUHAN KESELAMATAN SOS1AL
IBU PEJABAT, MENARA PERKESO
281, JALAN AMPANG

50538 K. LUMPUR

[U/P: KHAIRLUL MIZ&M B. MD. S4ID)
UNIT KOMPUTER

or nearest SOCS0 negeri,

Finish

<< Previous
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6.4 INCOME TAX CP39 DISKETTE

Create Income Tax CP39 Diskette allows user to generate the Income Tax CP39
information to submit to Income Tax department.

1. Select Payroll | Electronic Transfer | Create Income Tax CP39 Diskette...

Electronic Transfer: Income Tax PCB Wizard

Step 1: Firsttime using Income Tax PCE by Fleppy Disk
Before start using Income Tax CP33 via Magenctic media, LHDN )
tequires all employer to first submit a test Diskette to any LHON "
MALAYSIAL Branch .

Have the company using submission of Income Tax CP33 Via
Magnetic Media (Floppy Disk] before? Or has the company pass
the test?

€ *es. | have passed the test and | wish to create Income Tax CP33 via Diskette

€& Mo, This is the first time | use the facility. | wish to create a test Diskette

2. There is 2 options in the screen :-
e If users have submitted EPF using diskette, then choose this option: Yes. I have
pass the test and I wish to create Income Tax CP39 via Diskette.

e If users have not submitted Income Tax CP39 before using diskette, then choose
this option: No. This is the first time I use the facility. I wish to create a test
Diskette
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3. Select Next>> to proceed on and specify the PCB Period. Print the Income Tax CP39,
click on the Print Income Tax CP39 button.

Electronic Transfer: Income Tax PCE Wizard

Step 2: Please specify PCB Period

Please specily which payroll period you are going to creats the
Income T ax P39 Disk

Month |Ma}I x| vear |2I]EI2 =

MALAYSIA

Processed Month:
1 02 03 04 05 06 07 08 039 10 11 12
Legend: [] Year ta Date [ Unprocessed
Fully Processed I 0wt of Processed Sequence
[ First Half Processed D) Locked

H Mo File Maikan |

Mo File Majilzan: |

Payment Reference Mo: |

Payment Date: |02/05/2002 =
Payment Branch |
Priet Income: Tax CF39

<« Previous

For HQ No File Majikan and No File Majikan, the system will obtain the information from
the Company Profile setting at the Profile page.

Payment reference refers to information such as cheque number or money order number.

Payment Branch refers to information of the payment branch.
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4. Change the location and indicate to the system where to store the PCB’s Data.

Electronic Transfer: Income Tax PCE Wizard

Step 3: Where you want to store PCB 's Data

Flease specify where you want bo store the Income Tax CP39 data.
The data iz stored in file named CP33.

IF you choase floppy as your starage media, please make sure pour
floppy disk was formatted and it is blank. You may only use 35"
High Density [HD] floppy disk far submission.

MALAYSIA

1f you specify location other than floppy disk. you map copy the fils
1o floppy disk later for submission.

Please specify location:

L3 J

Create PCE Test Disk

rariaressen
Technoia

<« Previous

Select Next>> to proceed on.

Proceed to select Create PCB Test Disk button to generate the data.
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5. Select Print Disk Label button to print the Disk Label.

Electronic Transfer: Income Tax PCB Wizard

Step 4:  Print Disk Label

You aie advized to fumish the following particulars on the label affixed
MALAYSIEAJ onthedskwhen submitting pour Incame Tax CP39 diskette:

Emploper's Name: |CEY SOFTWARE SDN BHD

Month / ear of Contribution: |EIE./‘2EIEIZ

Person|n Chaige: MR CHAL
Telephone Number. |03-33725777

Disk Na: |1

Fiecord Length: 136 bytes

<< Previous Next >

Select Next>> to proceed on.
6. Select Print Application Letter button to print application letter. Letter of Reference
No. field is for user’s own reference and is not related to LHDN.

Electronic Transfer: Income Tax PCB Wizard

Step 5: Print Application Letter

Letter Reference Nao: I

MALAYSIA X o
PFrint Application Letter |

<< Previous Mexst >

Select Next>> to proceed on.
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7. Select Finish button to complete the steps for processing Income Tax CP39.

ransfer: Income Tax PCB Wizard
Step B8: Finish
“T'ou are required to submit;

1.4 PRINTED COPY of the CP33

MALATS LS 2. Incaome Tax CP33 Test TapedDiskette.

nearest LHON Branch.

<< Previous i Finish
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7 TOOLS & UTILITIES

7.1 Backup & Restore
7.1.1 Backup

7.1.2 Restore
7.2 Purge Payroll Transaction
7.3 Period Locking
7.4 Payroll History Inquiry
7.5 Purge Leave Transaction

7.6 Options
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7 TOOLS & UTILITIES

7.1 BACKUP & RESTORE

7.1.1 Backup
x

Backup

This function allows pou ta backup all your data into floppy disk, netwark folder, hard disk, CO-R disk
or CO-AvY disk.

There are 3 Backup buttons which simplified the task of backup.

Backup To | IA.\ EI
Backup To ||E\ =
Backup To | |C.\My Documents EI

Backup Messages:

1. Select Tools | Backup...

2. To change the directory, CliCkElbuttOl'l and double click
the destination directory or directly enter the drive by
changing the existing drive (e.g. From C:\ to G:\).

3. Click Backup To button for the system to start the backup process.

The system provides 3 different destinations for user to backup their payroll data,
for example, to Floppy Disk, Hard Disk and temporary folder such as My
Documents.
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IMPORTANT NOTE:

‘ ! h System WILL NOT do a simultaneous backup to all 3 different
destinations at the same time. User will have to complete one
destination backup, then proceed to the 2@ destination and lastly the
3 destination backup.

It is advisable to do daily backup to at least THREE (3) diskettes and label as

stated below:-
Disk 1 - Monday & Thursday.

Disk 2 — Tuesday & Friday.
Disk 3 — Wednesday & Saturday.

Users are encouraged to keep a separate copy of monthly backup (i.e. one
month THREE (3) diskettes). Example Jan 3 disks, Feb another 3 new
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7.1.2 Restore

Thiz function allows you to restore from pour backup data.

Restore as new database Create a new database, then restore the data into this new
database:
Mew Databaze Filename: |payrall20011029.gdb

Restore Messages:

1. Select Tools | Restore...

2.  Click Restore as new database button.

3. In the Look in field, look for the backup drive (i.e. the source of the
database).

4. Click Open button.
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7.2 PURGE PAYROLL TRANSACTION

it Purge Payroll Transaction

I [ 3]

Purge... |

LCloge |

Period [ Type | Count Purg:
200101 Opehing ga  [v]
2001-02 Opening 93
200103  Opening % O
2001-04 Opening 99 [
200105 Opening % O
2001-06 Opening 99 [
2001-07 onthly 10 [
2001-08 Marthly o O
2001-09 onthly 33 []
200110 tonthly 121 [
[ 1o

| Heln |

Purge Payroll Transaction is to remove a particular month(s) payroll transaction from

the database.

1.  Select Tools | Purge Payroll Transaction...
2. Select which period under the Purge column.
3. Then proceed to click Purge... button to delete the period transactions.
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7.3 PERIOD LOCKING

i Period Locker -0 x|
Year: IT&I Change |
b arth | Lacked |
Jaruary
Februany
b arch
April
v
June
July
August
September
October
Mowemnber L]
December D
Apply Revert Cloze

Period Locking allows user to lock the past transaction in order to avoid accidental

amendments or being amended by other users.

1. Select Tools | Lock Period...

2. At the Year field, enter the year for the respective months of that year to be
displayed and proceed to select Change button.

3. Tick on the period to lock.

Click Apply button to apply the changes.

5. Click Revert button to restore back to the previous setting before the changes (i.e.

last save information).

=
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74 PAYROLL HISTORY ENQUIRY

7 Description Jan| Feb| Mar| Aot May| Jun| Jul Tatal
S R Basic Salery 150000 150000 150000 1,500.00 150000 150000 1,500.00 1,55 15,000.00
Year Comissan
Bonus
oo 2| Diector Fee
Emplopee o, | 005 m g;:’[':;e
Hane) WONG LEE | Alowance 650.00
Deteof Bith | 01-081576 Pyt of hitesrs
f::me Ac:trljm o [ 500,00 [ 1.500.00 | 1.500,00 | 1.500.00 [ 1,500.00 | 1.500.00 [ 1.500.00 [ 1,501 15,650.00
New IC, Ha 7e0a0110gey| || = Deduction
GRS SR Employee EPF 13500 13800 1300 13500 13/00 1300 13500 14 141000
e o Aears EFF
Employee SOCS0 7w 7% 72 1% A% 15 15 7500
Deparimeni | ACC
Deduction
Jon Date 01012000 e
Z:fﬂ;:ﬁs 135775 1,357.75| 1.357.75 | 1,357.75 [ 1,357.75 | 1.357.75 | 1.357.95 [ 1,55 | 1416500 ||
Paproll i l I |
Basic Salary [ 1500 Basic Sakry Wet Pay
Pay SOCSD 1200 v T ; :
S0CS0 No. WOD3BS71K 1004 e
Pay EFF — 1000
SOCE0Tpe |0 1,000 1
EFF No. ToRser 500
TaxNo 20 Tl
+Contact = 0 i i
T Mot MO3  MOS  MO7  MOS M1 Mot 03, MOS. mo7 MO3. M1

AutoCount Payroll provides the Inquiry options that allow user to see an overview of
the employee’s payroll monthly or yearly.

Select Inquiry | Payroll History Inquiry...
1.  Inthe Employee field, enter the employee number.
2. Click Go button for the system to display the information.
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7.5 PURGE LEAVE TRANSACTION

Purge Leave Transaction allows user to remove the leave record from the payroll

database.

Tick under the Purge column to indicate which period of leave record for the system to
remove from the payroll database. Select Purge button to purge.

Purge Leave Transacktion

|F'ulge 2 Purge... |

=10l

Period Type | Dezcription | SubTvpe

2001-0 sl AMMUAL LEAVE Entitle ]
2001-m AL AMWUAL LEAWE Full Day O
2001- MC MEDICAL LEAVE Entitle Il
2001-02 AL AMMUAL LEAWE Full Dap 1
2001-02 MC  MEDICAL LEAVE Full Day A
2001-03 AL AMMUAL LEAWE Full Dap 1
2001-03 MC MEDICAL LEAVE Full Day O
2001-05 AL AMMUAL LEAVE Full Day Il
2001-05 MC MEDICAL LEAVE Full Day O
2001-06 sl AMMUAL LEAVE Full Day Il
2001-08 MC MEDICAL LEAVE Full Dap O
200107 sl AMMUAL LEAVE Full Day A
2001-08 AL AMMUAL LEAWE Full Dap 1

Cloze |

RN
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7.6  OPTIONS

Options allows user to indicate the period and year for year to date entry as shown
below.

f General'| Lser Defined Field |

“fear bo Date Entry up to |JahuauI j Year |D il

Q. I Cancel
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It also allows user to tick on the option: Enable User Defined Field at the User Defined
Field page to indicate to the system that they would like to use the user defined field at
the Employee Maintenance screen.

General

[v Enable User Defined Field

Usger Defined Field Caption: |User Defined Field

OF. I Cancel
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8 LEAVE PROCESS

8.1 Maintenance
8.1.1 Create Leave Entitlement
8.1.2 Open Leave Entitlement
8.1.3 Maintain Leave Type
8.1.4 Maintain Leave Group

8.2 Leave Application

8.3 Leave Inquiry
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8 LEAVE PROCESS

8.1 MAINTENANCE

8.1.1 Create Leave Entitlement

Create Entitlement allows user to create leave entitlement.

Create Leaye Entitlement

X
‘Year: | 2002 jl
= e | E
[ Emplayee Fram | j to | j
Create I Cancel |

Indicate which year of leave entitlement for the system to create. Select
Create button to proceed on which the next steps
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The Leave Entitlement screen allows user to enter the BF (brought
forward) and Entitled leave information for all the different types of
leave such as Annual Leave (AL) for all employee’s record.

ave Entitlement - Year: 2002

(=B

oup | Name: - Save Cancel Reset
STANDAF#EETSIEGS:U Type | Description | BF | Entitled | Total |
AL ANNUAL LEAVE 8
MNOLEAYE TESTING
MEDICALLEAVE ]
Department : ACC - 2 R D e SN L M

STANDAF WONG LEE LEE
STANDAF TaM ME| MEI
Department : GENERAL - 3
STANDAF
STANDAF
STANDAF VAP LEMG LENG
Department : MART - 3
STANDAF YONG CHIM LOK

Total 16 emplopee(: | +

Spouse Addres: ;I
Spouse Addres:
Spouse Addies:
Spouse Addres:
Spouse Tax Mo
Spouse Tax Brg | |
Wife Working (|

Aen =l

1
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8.1.2 Open Leave Entitlement

Open Leave Entitlement allows user to open previous leave entry for
amendments.

Open Leave Entitlement 5'

Year: | 2002 jl

2. Department & Employee

[ Departrent From |

[ Employes From |

The Leave Entitlement screen allows user to amend the BF (brought forward)
and Entitled leave information for all the different types of leave such as
Annual Leave (AL) for the respective employee record.

ave Entitlement - Year: 2002

=10l x]

oup | Name - Save Cancel Reset
STANDAF iiTSIINUGS:U Type |DESDHD|IUI’] | BF | Entitled ‘ Total |
AL ANNUAL LEAVE 8 a
MNOLEAYE TESTING
MEDICALLEAVE ]
Department : ACC - 2 HIE |HIEIEL L ie u H

STANDAF WONG LEE LEE
STANDAF TAN MEI MEI
Department : GENERAL - 3
STANDAFY]
STANDAF S
STANDAF VAP LENG LENG
Department : MART -3
STANDAF YONG CHIN LOK

Tatal: 16 emploves(: |+

1x

Spouse Addies: ;I
Spouse Addres:
Spouse Addies
Spouse Addies:
Spouse Tax Mo
Spouse Tax Brg | |
i W arking (|

A |
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8.1.3 Maintain Leave Type

Maintain Leave Type allows user to create all the different type of leave given
to employee such as Annual Leave, Medical Leave and Maternity Leave.

{iLeave Type Maintenance =100 x|

Leave Type | Description | Add to Unpaid Leave ed | Color New

AL JANNUAL LEAVE L

MC MEDICAL LEAYVE [} Edit |

ML MATERMITY LEAY O f

uL UNPAID LEAVE q Delete |
Save |
Laticel |
Close |

4 | oHep |

Select New button to create new leave group and Save button to save the entry.

Leave Type : | Indicate a leave code for the leave type.
Example, AL to represent Annual Leave.
Description : | Describe the type of leave.

Example, Annual Leave refers to abbreviation
leave type code : AL

Add to Unpaid : | Tick to indicate if the leave type is to be treated

Leave as unpaid leave and the amount will be
deducted from the employee’s salary.

Limited : | Tick to indicate to the system to perform
checking.

Example, Default Medical Leave given is 14
days. When application of leave exceed 14
days, the system will not allow the leave
application for medical leave to exceed.

Color : | Indicate the color display of the leave type.
This is done to differentiate the different leave
type being process at the Leave Application.
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8.1.4 Maintain Leave Group

Maintain Leave Group allows user to create different level of group to
categorise the employee’s to different level such as based on designation, for
example , Standard, Management or Director Level , as well as set entitlement
for respective leave type of the different days entitled based on service year.

Leave Group o= Mew

[{iiLeave Group Maintenance _ |D|§|
N |

't | 4=Year service| Description | AL | BF | MC ‘ = Edit |
) Default | Default Values 16 2
1 wiork Less than 1 pear 8 14 Delete |
2 wiork Less than 2 pear g 14
3 wiork Less than 3 pear 12 18 Save |
4 “work Less than 4 year 12 18

Cloze

i

Help

Select New button to create new leave group and Save button to save the entry.

<=Year Service : | Enter number of year service.
Example, 1 for those who has been with the
company for less than or equal to 1 year.

Description : | Enter description.
Example, 1 refers to Work Less than or
equal to 1 year.

AL : | Enter Annual Leave entitlement.
BF : | Enter Brought Forward Leave entitlement.
MC : | Enter Medical Leave entitlement

122



Leave Process AutoCount Payroll User Manual

8.2 Leave Application

Leave Application allows user to enter employee’s leave application.
Select Leave | Leave Application..

Open Leave Application il
Year | 2002 jl

Processed Month:
01 02 03 04 05 06 07 08 03 10 1 12

Legend: I:| ‘rear to Date I:| Unproceszed
- Fully Processed - Out of Proceszed Sequence
[ First Half Frocessed é Locked

| cle | [~
[ Employee From | j to | j

Open I Cancel |

Specify which year of leave as well as which Department & Employee is being
process. Select Open button to proceed on to enter the leave application entry.

%3 AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] - [Leave Application - Year: 2002]

=l8lx|
FWFle Edt Vew Inqury Payol Leave Tools Widows Help -8 x
“ermcl@RMDBEXE BN
o [Name Cancel
g:z:g::n ALEJE e WONG LEE LEE |4 Febuay2on2 I March 2002 I Apil 2002 I May 2002 »
Ghe (o ey Iy e o rs et
AL ANNUAL LEAVE
NOLEAVE _TESTING (R coicaL Leave 4567891 4567891 8IWNHRBM &7 830112
Depatment ALC -2 B orcrniry Loy o 111213141516177 1121314751817 1516171819021 131415 16171819
STANDARD [WONG LEE LEE 181902122232 18192021 22328 RABURBAB NN RBABX
STANDARD TAN MEI MEI © FistHak  C Full Day NEEEE] BHU BV 29N 788NN
Depament: GENERAL -3 C SecondHal € Cear
STANDARD. YONG PEK KIAN
STANDARD SHANTI
STANDARD YAPLENGLENG | T-|Desciipton Date | D..[DayTope | Note| Tope |Descipion Entiled] Taken|  Balance|
Depatment: MART -3 ALANNUALLEAVE 4022002 1 FulDy [0 [ANNUAL LEAVE 85 4 45
STANDARD YONG CHINLOK | AL ANNUALLEAVE  18/03/2002 1  FulDay [5) | MC  MEDICALLEAVE 145 0 s
CTANDARD Law KENG FoNG | AL [ERNUALTEAVET] 20/03/2002 1 FullDay
STANDARD CHINYUENYUEN | AL ANNUALLEAVE  2103/002 1 FulDey  [1)
Depatiment: AtD -4
STANDARD  LEE HONG WEI
STANDARD CHIA MENG TAT
STANDARD CHAN YEE LONG
STANDARD TEH KOK KEONG
Depatment: SUPP- 1
STANDARD Law TIEN SOON
[Tota 16 enplyeets
[ Registered Database, (40) aomin
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Group | Hame
|=| Department : 4 - 3 The portion of the Leave Application
SUESIDEAD ';EETSI'I':I'GS:U screen displays the employee’s record.

MOLEAVE  TESTIMG
|=| Departrnent : ACL - 2 Select which respective employee
STANDARDWONG LEE LEE ||]|:> record, for example, Wong Lee Lee
STAMNDARD TAM MEI MEI

\=| Department : GEMERAL - 3
STaMDARD YOMG PEE. K1AN
STAMNDARD SHAMTI
STAMNDARD AP LEMG LENG
|| Department : MART -3
STANDARD wOMNG CHIN LOK,
STANDARD Law KEWNG FONG
STaNDaRD CHIM YUEMW YUEM
|| Departrment : B&D - 4
STAMDARD LEE HONG WEI
STAMNDARD CHIA MENG TAT
STAWNDARD CHAMW YEE LONG
STaMDARD TEH KOK KEONG
|=| Department : SUPP - 1
STaMDaRD Lawd TIEN SO0M

Select which type of leave
application is being entered.

WONG LEE LEE Example, MC (Medical Leave).
Type | Description -
MEDICAL LEAVE ||]|:> Then proceed to indicate the

MATERMNITY LEAYE
UMPAID LEAYE -

{ EstHalf = Full Day I_
{~ Second Half  Clear I:E

leave is applied as First Half or
Second Half or Full Day leave.
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Leave application is entered by highlighting from the start date of leave applied to which
date of the leave is applied. Example, MC (Medical Leave) is applied from 07/05/2002 and
09/05/2002, therefore highlight in the Calendar for the month of May from 7 to 9 as shown
below. After finish leave application, then click Save to save it.

Example :

inarmc|@RBOBRXEdEXE

roup | Name Save Cancel

Hl Department : 4 -3 4 Febuay 2002 March 2002 April 2002 I May 2002 »
STANDARD LEE SILI SIU M TwWTFGSS M TW TFGSS M Tw TFSS M Iw T FSS
! 123 123 1234567 1N S
NOLEAVE A 56 78 310 456 783M 8 91011121314 o] 10 1) 12 B
El Departmer 1121314151617 111213 14151617 151617 18192021 N3 14 15 16 1206 19
STANDAI E LEE 181920 21222324 19192021 222324 222324252627 28  epe-er 7l 25 26
STANDARD TAN MEI MET 230 EEFEE

© FistHal @ Full Day §|| zBa® 25 26 27 268 2330 31
Ll Department : GENERAL - 3 " SecondHaff € Clear
STANDARD YONG PEK KL&N

STANDARD SHANT!

STANDARD YAP LENG LENG | T--.| Description | Dae [ D |DayType | Note Tupe | Desoiiption Entitled| Take
L{ Department : MART -2 AL ANNUALLEAVE 140272002 1 FulDay  [2 ——E =

STANDARD YONG CHINLOK | AL ANNUALLEAVE 18032002 1 Fulbay  [5 HE— |MEDICAL LEAVE 145 I

STANDARD LAWKENG FONG | AL ANNUALLEAVE 200372002 1 FulDay  [A)

STANDARD CHINYUEN YUEN L AL ANNUALLEAVE  21/03/2002 1 FulDay _ [=)
| Departmert - R4D -4 M MEDICAL LEAVE  O7AB/2002 1 FulDay (2]

STAMDARD LEE HONG WE| | MC MEDICALLEAVE 08052002 1 FulDay  [5) D

STANDARD CHIAMENG TAT | MC 052002 1 Fulbay [5)

:  Select which leave type to enter. Example: MC

A #> for Medical Leave.

Also indicate the leave applied is for Full day

leave.

¢ Select which month of leave entry and
B h highlight the starting date. Then hold on to the

first entry and drag the mouse till the last leave

date applied.

Example from 07/05/2002 until 09/05/2002.

Then release the mouse on the last leave entry

date. System will insert the leave records.
E> : Leave Records will display the detail leave

entry.

Example the medical leave applied from

07/05/2002 until 09/05/2002.

:  Leave Summary will display the total for each
D ~ different leave type.

125



Leave Process

AutoCount Payroll User Manual

For deletion of leave entries, select which leave type to delete and choose the option:
Clear. Then proceed to the calendar and choose which month to amend. Highlight which
date of entry to delete as shown below. System will remove the entry. Select Save to save
the amendments.

Step 1: Select the Clear leave type. Then proceed to the calendar and choose which
month to amend. Highlight which date of entry to delete as shown below.

iMmdrre | @REDBRXED
J1oup | Name Save Cancel

=l Department: 4 -3 Februay 2002 March 2002 Apil 2002 [ May 2002 > ng]’lllght which
STANDAHDLEEE'ﬁGSLU M TWTFSS MTWTFSS MTWTFSS dat -
123 123 1234567 f
HOLEAVERRTECTING 45678910 45678910 8931011121314 ate ofentry to
=l Department: ACC - 2 1121314151617 111213 14151617 151617181320 21 delete.
STANDARD[WONG LEE [EE | 18192021 222324 18192021 222324 222324 252627 28 :
STANDARD TAN MEI MEI 2526 27 28 %2627 829303 293
<] Department : GENERAL -3

STANDARD YONG PEK KIAN
STANDARD SHANTI

Select option : Clear

STAMDARD AP LENG LENG T... | Deseription | Date | D.[DayTyps | Wate|| Type |Descipm® I Entitizd| Take . .

| Depatment WART -3 AL ANNUALLEAVE 14022002 1 FulDay AL ANNUAL LEAVE g5 to indicate to the
GTANDARD YONG CHINLOK | AL ANHUALLEAVE  13/03/2002 1 FulDay MEDICAL LEAVE 45
CTANDARD Law KENG FONG | AL ANNUALLEAVE  20/03/2002 1 FulDay system current
STANDARD CHINYUENYUEN | AL ANHUALLEAVE  21/03/2002 1 FulDay i

| Department F4D -4 MC MEDICALLEAVE  07/05/2002 1  FulDay entry mode is to
STANDAMD LEE HONGWEI | MC MEDICALLEAVE  0S/05/2002 1 FulDay
STANDARD CHIAMENG TAT | ME (HZENE i ey delete leave gntyy,

Step 2 : Release the mouse at the last selected date (example, 09/05/2002) and system will
remove the entry. The leave entries will be remove from the Leave Record and leave
information in the Leave Summary will be either reduce or increase accordingly. Select

Save to save the amendments.

imarnc|@BBEoRXAE

; Previous
ioup | Name Save Cancel
o Depatment A -3 March 2002 Apil 2002 Hay 2002 » medical leave
STANDAHD?EEE'?I‘V:‘GS;U M TWTF$§ MTWTFGS5 MTwWTFGSS
AL ANNUAL LEAYE 123 12345667 1 ING 5 f
JS”LEA"E Lii”g‘ﬁ = IHEDI AL LEAVE 56783910 & 91011z1314 (7 8 970 entries from
epartment : ACE - 1127314151617 151617 18192021 N4 151617 8 19
[ 2 TERNITY LEAVE
STANDARD[WONG LEE LEE 18192021 222324 22324 /KU 2\ 20N 725 o 07/05/2002
STANDARD TAN MEI MEI € FistHsh  C Full Day N z=Era® BT BYWI 2 27 28 29 30 31 .
| Department : GENERAL - 3 € SecondHal @ Clear until
STANDARDYONG PEKKIAN
STANDARD SHANTI ;
STANDARD YAPLENG LENG | T | Deseiiption | Date | D.[DayType | Mote| Type |[Descrption Entitled | Take 09/05/2002 is
| Depatment: MART -3 AL ANNUALLEAVE  14/02/2002 1 FulDay AL |ANNUAL LEAVE 85
STANDARD YONG CHIN LOK, | AL ANNUALLEAVE  19/03/2002 1 FullDay MC  MEDICAL LEAVE 145 removed.
STANDARD LAW KENG FONG | AL ANNUALLEAVE  20/03/2002 1 FulDay  [A)
STANDARD CHINYUENSUEN | AL [BNNOALLEAVE | 21/03/2002 1 Ful Day
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8.3 LEAVE INQUIRY

In Leave Inquiry screen, user can view monthly or yearly statistics of leave applied.

[{l AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] - [Leave Inquiry] -] ﬂ
File Edit Yiew Inguiry Payroll Leave Tools Windews Help -8 X
imarme|@BEOBXEO
Leave Inquiry Conditions Leave Calendar
= January 2001 February 20071 March 2001 Apil 2001 May 2001 »
YeayZﬂ[ﬂz‘ MTW?FSS‘MTW?FSS M TWw T FS S MT\’:TFSS MTWyTFSS
MDHIHFVDWW 123 45687 1234 1234 1 1234656
to [December [ 12 12 :2 lé :;;3 ;: 13 15 1Z 12 12 :21; 13 12 1Z 1212 :21; g 13 1: 131? 1312 1; 12 12 :21; :g ;g
I Deparment i ’ﬁ 222324 25262728 192021 22232425 19 200 21 22 23 24 25 161718 1920 21 22 212223 2425 26 27
LDepartment From hi 29 30 31 2627 28 2627 28 2930 31 2324 25 26 27 28 29 28293031 1 2 3
o ,ﬁ 30 4567813910
[ EnploeeFiom | 7| Leave fion Summary (No. of Leave Details
B - = Tran..| ACC |MART| R4D | SUPP| GE...| Total |+||[EmpNo | Marme: I Twpe | Days I Note |
11708/ 004 LAW KENG FONG AL Full Day
| Type | Description 12008/
AL ANNUAL LEAVE 13/08/
MC  MEDICAL LEAVE 14/08/
ML MATERNMITY LEAVE 15708/
[TJUL  UNPAID LEAYE 16/08/
1708/
18/08/ 1 1
15/08/
20408/
21708/ 1 1
2z2/8) 1 1
2308 1 1
247067 1 1
25/08/)
2608/
278
28/08/)
29/08/) J
008,
Clear /08,
o1/09)
0z2/09)
03/09)
04/09/
05/09/
0E/09/)
o7/ng) ;‘
Redgistered Database. (40) [apmmn
Year : | Indicate which year of leave to view.
Example, 2001
Month : | Indicate the range of month to view.
Department : | Tick and indicate the range of department to
view. Do not tick to view all departments.
Employee : | Tick and indicate the range of employee record
. . . ,
to view. Do not tick to view all employees
record.
Type : | Tick to indicate which leave type to view.
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9 REPORT BUILDER

9.1
9.2
9.3
9.4
9.5
9.6

9.7

Standard Component Palette
Data Component Palette
Advance Component Palette
Edit Toolbar

Align or Space Toolbar

Size Toolbar

Nudge Toolbar
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9.1 STANDARD COMPONENT PALETTE

Standard Component Palette assist in creating the most commonly used report components.

COMPONENT ICON DESCRIPTION
Used to display text. Assign the Caption property to control
the text value. You can have the label resize automatically to
Label A . . .. .
fit a changing caption if you set the AutoSize property to
True.

Used to print multiple lines of plain text in a report. To set the
value, assign a string list to the Lines property. To

Memo dynamically resize the memo during printing, set the Stretch
property to True. Use the ShiftRelativeTo property to define
dynamic relationships with other stretchable objects.

Used to print formatted text. To set the value, assign the
RichText property or use the LoadFromFile or
LoadFromRTFStream methods. Use the ShiftRelativeTo
property to define dynamic relationships with other
stretchable objects. At design-time you can use the Report
Builder's built-in RTF Editor to load, modify, and save rich
text data stored in files.

Rich Text

[Ii%

Used to display common report information such as page
number, page count, print date and time, date, time, etc. The
System Variable [EE type of information displayed is controlled by the VarType
property. The format is controlled by the DisplayFormat
property.

Used for calculations via an Object Pascal event handler
assigned to the OnCalc event or a RAP event handler assigned
Variable E to the OnCalc event. Access the Calculations dialog (via the
speed menu) or the Calc tab of the Report Designer to code a
RAP calculation for this component.

Used to display bitmaps and windows metafiles in reports.

fmage E Assign tl’tle Pictl?re property of this component in o.rder ’fo
place an image in your report. Use the Report Designer's

built-in picture dialog to load images at design-time
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Display single and double lines (either vertical or horizontal).
Set the Style property to control whether the line is single or
Line | double. Set the Weight property to control the line thickness
in points. Set the Position property to control whether the line
is vertical or horizontal.

Prints various shapes (squares, rectangles, circles, ellipses).
Shape Cm Set the Shape property to select a type of shape. Use the
P - Brush and Pen properties to control the colour and border

respectively.

Render barcodes. The string value assigned to the Data
property is encoded based on the BarCode-Type. If the data
@ to be encoded is in a database, used DBBarcode. The

B d
ar Code following symbologies are supported: Code bar, Code 128,
Code 39, EAN-13,EAN-8, FIM A,B,C, Interleaved 2 of 5,
PostNet, UPC-A,UPC-E
Check Box E3| Display a checkbox using the Wing Dings font.
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9.2 DATA COMPONENT PALETTE

This toolbar will assist in creating data-aware report components.

COMPONENT ICON DESCRIPTION

Used for displaying values from all types of database fields. Use
DB Text .

the Display Format property to format the value.
Used to print plain text from a memo field of a database table.
_ This control automatically word-wrap the text. Set the Stretch
DB Memo "E property to True and the component will dynamically resize to
print all of the text. Use the Shift Relative To property to define
dynamic relationships with other stretchable objects.

Used to print formatted text from a memo or BLOB field of a
database table. This control automatically word-wrap the text.
Set the Stretch property to True and the component will
dynamically resize to print all of the text. Use the Shift Relative To
property to define dynamic relationships with other stretchable
objects.

DB Rich Text

lig:

Used for simple database calculations (Sum, Min, Max, Count
and Average.) The value can be reset when a group breaks using
the Reset Group property.

DB Calc

Used to print bitmaps or windows metafiles, which are stored in
a database BLOB field.

Used to render barcodes based on the Bar Code Type and the
value supplied via the Data Field property. The following
symbologies are supported: Code bar, Code 128, Code 39, EAN-13,
EAN-8, FIM A, B, C, Interleaved 2 of 5, Post Net, UPC-A, UPC-E.
Displays a checkbox based on the value of the field specified in
the Datafield property. This component can be used with a
Boolean field (or any other type of field via Boolean True,
Boolean False properties).

DB Image

DB Bar Code

B & &

DBCheck Box %I
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9.3 ADVANCED COMPONENT PALETTE

Advance Component Palette toolbar will assist in creating advance report components.

COMPONENT | ICON | DESCRIPTION
Used to logically group components together. Use the Shift
. = Relative To property to move the region in relation to
Region | . ..
another dynamically resizing component (such as Memo,

Rich Text or child-type Sub-Report.)
Used to handle multiple master details, create side-by-side
reporting effects and hook reports together as one. If you
need a report to print within the context of a band, use a
child-type sub-report. If you need to hook reports together

use a section type sub-report. The Print Behaviour property

Sub-Report

determines the sub-report type. Normally the programmers
use this function.

Allows you to generate set of calculations that summarizes
CrossTab i the data from a database table. It displays the calculations
in a grid format.
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9.4 EDIT TOOLBAR

Edit Toolbar will assist in setting the most important property or properties for the
currently selected component.

COMPONENT ICON
Edit Allowance jl Drezcription j

9.5 ALIGN OR SPACE TOOLBAR

Align or Space Tool Bar assist in positioning components relative to one another and relative to
the band in which they appear.

COMPONENT ICON DESCRIPTION
Align a group of components with
the leftmost position of the
component that was selected first.

o

Align Left Edges

Centers a group of components
Align Horizontal Centers & based on the horizontal center of the
component that was selected first.

Align a group of components with

Align Right Edges =l the rightmost position of the
component that was selected first.

Align a group of components with
the topmost position of the
component that was selected first.

=
—|

Align Top Edges

Aligns a group of components based
Align Vertical Centers o} on the vertical center of the
component that was first selected.
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COMPONENT ICON DESCRIPTION
Align a group of components with the
Align Bottom Edges o bottommost position of the component

that was selected first.

Spaces a set of components based on
the leftmost position of the first
component selected and the rightmost
position of the last component selected.
Spaces a set of components based on
the topmost position of the first
Space Vertically = component selected and the
bottommost position of the last

Space Horizontally offa

component selected.

Center Horizontally in Ll Centers a component horizontally
Band : within a band.
Centers a component vertically within

Center Vertically in Band | & A band.
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9.6

9.7

SIZE TOOLBAR

COMPONENT | ICON DESCRIPTION

Determines the minimum width of all the

no
+u

Shrink Width selected components, and then sets the width

of the component to that value.

Determines the maximum width of all the
selected components, and then sets the width

+80

Grow Width
of the component to that value.

Determines the minimum height of all the
Shrink Height all selected components, and then sets the width
of the component to that value.

Determines the maximum height of all the
Grow Height i selected components, and then sets the width
of the component to that value.

NUDGE TOOLBAR

COMPONENT ICON DESCRIPTION

Nudge Up 3 Moves all selected components one pixel up.

Nudge Down B Moves all selected components one pixel
down.

Nudge Left s Moves all selected components one pixel to
the left.

. Moves all selected components one pixel to
]
Nudge Right the right
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The system allows user to customise or create reports in the system based on the layout of their
own preference.

Amendments to existing report may affect the print or preview
: ] E defaultlayout.
*

Amendments of the system report are at user own risk.

BCE Software Sdn Bhd will not responsible for any error cause
by these amendments to the existing reports by the user.

In order to minimise reporting or layout errors due to user’s own
amendments to the reports, save the amended report to other name by
using the Save As... option.
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