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Human Resources Information System (HRIS)
1. Introduction

Human Resources Information System (HRIS) was designed to enhance productivity and
effectiveness in payroll administration and data processing online. It enables the processing
of payroll efficiently by providing the built-in intelligence to assist in managing the payroll
functions from recruitment to termination. It caters to varying policies relating to wages; leave
entitlement and salary payment methods.

Features available: -

Employee Profile

New / Change Appointment, Resignation and Rejoin of Employee
Promotion / Increment

Bonus and Benefit Entitlement

Standard Allowance / Deduction Entry and One Time Transaction Entry
Recurrent Transactions

Overtime and No Pay Leave Entry

Advance Pay

Payroll processing and payment

CPF Pal/Line & IR8A (Year End Processing)

CPF Returns Report

Pre-Payment & Payment Reports

VVVVVVVVVVYVY
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Fig 1. Payroll Work Flow
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2. Master File Maintenance

You only need to maintain the master files when there are changes such as creation
of new organization unit or salary scale changes. Otherwise, you may ignore this
step.

The master files that need to maintain are as below.

Payroll Master File > Job Family (changes to appointments)

Payroll Master File > Transaction Type (changes to payroll transaction type)
Payroll Master File > Salary Scale (changes to range of salary capping)

Payroll Master File > Company > Pay Period (changes to range of payroll yr/mth)
Position Database > Segment Code (changes to organization unit)

Position Database > Organization Unit (changes to organization unit)

Payroll Master File > Transaction Type (changes to payroll transaction type)

@~oooow
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3. Payroll Entry

Payroll Entry keeps track of information required and affecting payroll calculations. All
the operation modes listed as below will ultimately affect the calculation of payroll.

Features available: -

Entry of Bonus Entitlements

Entry of Benefit Transactions

Entry of Standard Allowances/Deductions
One Time Entry by Transaction Code/Employee
Daily/ Hourly Rated Entry

Overtime Entry

No Pay Leave Entry

Back pay Entry

Transaction Upload

Back Pay Upload

VVVVVVYVYVYVY

3.1 Bonus Entitlement
This module allows the selection of employees eligible for the relevant bonus based
on different criteria as defined by user.

_vUpdate b 4 @, search @Query F » L] ﬂ

Payroll - Bonus Entitlement

Entitlernent Mo ’_I_‘J—| )| Transaction Date m ttj
Crganisation Unit l:IQ Job Farnily l:l 5
Appointrent Code I:lg Grade I:la
Pay TriMth |2|313 |10 | Pay Periad l:lg
[Emptogee profit] [ chede. | [check crteia.

Go to Payroll Entry > Bonus Entitlement, click on the Add icon to create a new
payroll entry record.
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Payroll - Bonus Entitlement

Entitlernent Ma |BET |py ‘QISIDDDDDDI |9 Transaction Date (1571072013 j
o ey S
Appointment Code o555 b Grade Q)
Employee Profile Check... Check Criteria...

Employee Progress | | Check... Check Unselected...

Effective Date 01/10f2013 | End Date 0141052014 |
Created by eplatform|15{10/2013 |5 Modified by eplatform |15{10/2013 |5

W2 Quick Search

1 v S/N v L Add Mew i
Transaction code Allowance code Allowance unit Converted Amount  [Allowance Currency Lo
percentage Rate

Click the New button and enter in the payment details of the Bonus Entitlement.

=4 e x % = - » [ save #, Cancel a
¥
Payroll - Bonus Entitlement Type

Transaction no. [ET & |©[t310000001 | 5/ ]

GI

Transaction Code |EIONLIS-A (Bonus By Amount )

Transaction Sroup  [BNS

By Units By Amounk By Allowance Code
oM Currency Code G0 2| allw Code l:l £
Ma, of Unit Exchange Rate allw Amt l:l
Factr st T
Basic vr/Mth Conwerted Armount

Qualifying Date Fm Eﬂm,rzma ,ﬁ, | Gualifying Date To
Rermark |Bonus By Armount
Created by | | |_:,“| Madified by

Enter the Bonus Amount and the Qualifying Period.

Save the record.
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3.2 Standard Allowance/ Deduction Entry
This module allows user to set the various types of standard allowances/deductions
and pay period applicable to the employees for payroll calculation in every pay
year/month within the effective date range defined.

F_ Addl'vUpdate b 4 @), search @Query -« » L ﬂ
w

Payroll - Standard Allowance / Deduction Entry

Transaction Mo, |p5'|' |p\rr |2|
Ernpe ID/Mame | |9
Pay Period I:Ig
Transaction Code | |Q)

Transaction Group | |

B Lnits By Amount Bv allowance Code

oM I:I Currency Code l:l | AllvwiDed Code I:I b}
Mo, of Unit I:I Exchange Rate l:l Al Ak I:I
Basic r/Mth I:I:I Converted Amount l:l

Eff. Dnate Fram | |:§ End Diate | |:§
Rermark | |
Created By | | |__,“| Modified By | |__,“|

Go to Payroll Entry > Standard Allowance / Deduction Entry, and click on the
Add icon to create a new payroll entry record.

Payroll - Standard Allowance / Deduction Entry

Transaction No. |PST |PY |2|
Ermpe 10/Mame |EIAD1NDDD1 (Tammy Leong) |g
Pay Period 0
Transaction Code  [ADVANCE (Advance Pay) S

Transaction Group  [aLLWCY

B Units By Amount By Allowance Code
Lo A Currency Code B | AlwiDed Code l:| b
Mo, of Unit Exchange Rate :an Al Arnk l:l
Factor Amount 00

Basic vr/Mth Converted Amount 500

=] =
=

=

]

=1

=

w i

Eff. Date From i End Date |u1f1m2m4 ]
Rermark || |
Created By | | |j Madified By | | g

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

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

r‘“ Adal  Update € QSearch pouery - ‘» R -ﬂ
w

Payroll - One Time Transaction Entry

Transaction Mo |po\.' I |2|
Ermployes ID/Marme | |2
Pay rr/Mth/Period I:Ig
Transaction Code || |&)

Transaction Sroup | |

By nits B Armount By Allowance Code

o I:I Currency Code I:IQ) allw Code I:IQ)
Mo, of Unit I:l Exchange Fake l:l allw At I:l
Basic vr/Mth I:I:I Converted Amount l:l

Date fram | | i Date to | | i
Taxable Year | |

Remark | |
Created by | | |j Modified by | | |j

Go to Payroll Entry > One Time Transaction Entry, click on the Add icon to create
a new payroll entry record.
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Transaction Mo ||:'0'u' |F'\.f ||E |

Ernployee ID/Mame |EIAI:I1 MO0 [Tamimy Leond)

[S)

Pay vr/Mth/Period EI|E

Transaction Code |ADJ-CPF-EE (Employes CPF Adjustment)

]

Transaction Group |,C|,LLWC'T' |

By Units Ev Amount

By Allowance Code

Mo, of Unit Exchange Rate |1

Basic vr/Mth Converted Arnount |5c||3

Date from 01102013 | & Date to =
Taxable Tear |2E|13 |

Remark ||:|ne Tirre] |
Created by | | |_:| Madified by |_:|

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

Save the record and run payroll to see the results.

3.4 Daily/ Hourly Rated Entry
This module allows user to enter an employee’s daily rate.

£ Add e Update 3€ @ search @Query -« »

¥

Payroll - Daily / Hourly Rated Entry

Transaction Mo, |PDR I ||2|

Ermployees ID/Mame | ||2
Pay YrMER I:“:”:“E Payrall Made I:hg
Transaction Code  [BASIC (Basic Salary) =
Transaction Group | |

Evy Unit
Days/Hours Warked
Basic vr/mth I
Date From | |”:,;ﬁ Date To |”_:’,;ﬁ
Taxable vear | |
Remark | |
Created By | ” |_:,“| Modified By | ” |j

Training Manual | HRIS | Version 1.0
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Go to Payroll Entry > Daily/ Hourly Rated Entry, click on the Add icon to create a
new payroll entry record.

Payroll - Daily / Hourly Rated Entry

Transaction Ma, [Por | |2

Employee ID/MName [BADTNOO04 (Po Siew Leng) =]
Pay Yr/MER EI'E Payrall Mode |§
Transaction Code  [BASIC (Basic Selary) ]

Transaction Group | |

By Linik

Days/Hours Worked
Basic vrSmth 2015 ﬁ-

Date From EELERE | Date To 01104201 4 | &
Taxable vear |2|:|13 |

Rermark Basic Salary

Created By | I | Modified By | I £

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

3.5 Overtime Entry
This module allows user to enter the employee’s overtime records.

Add ‘e Update 3¢ @) search @gQuery = - » N -ﬂ

¥

Payroll - Dvertime (OT) Entry

Transaction Mo |POT ” ||2| |

Ernployes ID/MName | ||2
Pay TrMEh |:||2

Transaction Code || ||2

Transaction Group | |

By Units By amount Bv allowance Code

oM l:l Currency Code I:IR) allw Code I:I
OT Unit l:l Exchange Rate I:I Allw At I:I
Basic rr/Mth l:l:l Converted Amount I:l

Cate from | |":.j Crate to | |'::;j
Taxable vear | |

Remark | |
Created by | |_3“| Modified by | I |:,“

Training Manual | HRIS | Version 1.0 Page 11
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Go to Payroll Entry > OverTime Entry, click on the Add icon to create a new

payroll entry record.

Payroll - Overtime (OT) Entry

Transaction Mo |POT ||PV |El

Ernployes ID/Mame |EI.£\.E|1 WOO0 (Tammy Leono)

Pay vr/Mth

Transaction Code

|
=3
o
|OTALLO‘W’ [OT Allowwance) | ©

Transaction Group |OT2

Evw nits

Basic rriMth

w5 fio

Evw Amounk

Currency Code

B allowance Code

Exchange Rate |D.DD

ELTL —

Arnount |D

Converted Arnount |D

Date from o1 #0203 | Date to 10014 |
Taxable vear |2|313 |

Remark [oT ALLOwWANCE] |
Created by | | = Modified by | | |EH

Enter in the OT Entry Details and the Date Range to effect this entry.

Save the record and run payroll to see the results.

3.6 No Pay Leave Entry (NPL)

This module allows user to enter an employee’s no pay leave record.

QSeardﬂ FRQuery =

i X

r » £ o]

¥

Payroll - No Pay Leave Entry

Transaction Mo, |NPL | |2||

Ermployes ID/Marme |

Fay rritth

Transaction Code |

|
o
o oo |
©

By Uniks

[REa] l:l Currency Code
MPL Unit I:I Exchange Rate

Factar

Basic rr/Mth

By Amount By Allowance Code

]

Crate From | |i§ Ciate To | |":E
Remark | |
Created By | | i Modified By | | i

Training Manual | HRIS | Version 1.0
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Go to Payroll Entry > No Pay Leave Entry, click on the Add icon to create a new
payroll entry record.

Payroll - No Pay Leave Entry

Transaction Ma. |Np|_ |p\,n' |2| |

Ermployes IDYName |EIAD1 MOO0 (Taminy Leond) |g
Pay (r/Mth _ Fay Period
Transaction Code |Np|_ (Mo Pay Leave) | £

Transaction Group  [WPL

By Units By Amount By Allowance Code

Gty Coce S I

LI

i

Basic Yr/Mth “ Converted Armount I:l

Date From 010902013 pE Date To 11022014 e
Rernark |N0 Pay Leave Entry| |
Created By | | _J“I Modified By | I j

Enter in the No Pay Leave Entry Details and the Date Range to effect this entry.

Save the record and run payroll to see the results.

3.7 Transaction Upload

This module allows users to upload One-Time Transactions easily into the One-Time
Transaction Entry module, using a pre-defined excel file.

Transaction Upload
O ] 2 Transaction Date |15I|'1|jl|'2013 |:.-.j

Transaction Type Select. .. il

Frogress Mo

0

CneTire Transackion

Insert Detail

Import |

Message

Go to Payroll Entry > Transaction Upload.

Training Manual | HRIS | Version 1.0 Page 13
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Transaction Upload

Progress Mo |po\.' |p\,r |g| | Transaction Date |15."1'3."2013 |i§j
Transaction Type |OneTime Transaction vl
Insert Detail | I |
| Import |
essage

Select the Transaction Type to upload.
Select the file to import and click on the Import button.

Save the record and run payroll to see the results.

3.8 Excel Template

This module allows user to save the pre-defined excel file format for the Transaction
Type.

Transaction Excel Templates

Right click on the link and choose "Save Target As"

CneTime Transaction Template

Back Pay Template
Eanlk Details Templats
Pav Pericd Template

Account Informaticn Template

Please Note

& A new Record Terminator column has been added to the template files. This column must contain the value
EOQR. This is to droumvent Excel Bug which occurs when there are more than 15 records while saving as
Excel,

e Al date entries must be in one of the following formats

2 dd MMM yyyy for e.g. 01 Aug 2005
o yyyy/MHM/dd for e.0 2005/08/01
® Remember to save your files in Excel format

e —————————
Training Manual | HRIS | Version 1.0 Page 14
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4. Processing of Payroll Calculation

After entering all transactions into the system for the pay period, you can now
start to process the payroll.

Payroll Management System Processing Work Flow

VVVVVVVYY

Processing of payroll calculation

Preview and print options of pre-payment reports available

Processing of payment

Preview and print options of payment reports available

Generate pay slips

Generation of Giro file for submission

Generation of CPF Line/Pal for submission
Closing of Payment Period (Period Close).

4.1 Creating a new payroll calculation

m Update 3¢

@), Search @MQuery 5

¥

Payroll Calculation

Batch Mo |p|3,q || |§|

Payroll Mode l:lg Run Date I:I:éj

Process rear/Mth _ Pay Period I:I

Process Date From l:l iﬂj Drate To I:l :Ej

Created By | I | Modified By | I g
Selection Criteria Job Status I:I

Payroll Run Type

Organisation Unit | |2 Job Farnily | |2
Appointrment Code | |g Grade | |E
Ermployee 1D Fram | |Q) Ermmployes ID To | |Q)

Go to Payroll Processing > Payroll Calculation, and click on the Add icon to
create a new payroll calculation record.

Training Manual | HRIS | Version 1.0
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Payroll Calculation

Batch Mo

Payroll Mode Run Date T

FProcess Tear/Mth _ Pay Period

Frocess Diate From i Date To s

Created By | | _:‘“l Modified By | | _:";I
Selection Criteria 1ob Status s

Pavyroll Run Type ALL w

Crganisation Unit | |2 Job Farnily | |g
Sppointment Code | |g Grade | |g
Ermployee 1D From | |Q) Ermployee ID To | |§)

Additional Selectinn|

| Show Selection | | | |

| | Submit |

Select the correct Payroll Mode and all grey fields will populate automatically. You
may wish to change the Run Date (default as the current date).

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

closed yet.

Check the Process Date From/To to ensure the dates are within the Process

Year/Month.

Payroll Calculation

Baten o pea v 0 |

Payroll Mode D‘_ Run Date 151 02015 s

Process Drate From (01092013 Faie s Date To 300092015 P

Created By | I A Modified By | I )

Selection Criteria Job Status Mz

Pavroll Run Type ALL

Organisation Unit ALL Job Farmil x
| BOMUS ¥ | |2

sppointrment Code  J|FEST_AaDy Grade | |Q:)

FI:ED_aDy —
Ermmployes ID From Ermployes ID To | |Q:)

Additional Selectiun|

| Show Selection | | | |

| | Submit |

Training Manual | HRIS | Version 1.0
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Select the Payroll Run Type as ALL. There are 4 options: ALL (which computes all
transaction, pay, and also covers the computation of BONUS, FEST_ADV and
FIXED_ADV), BONUS (which only computes BONUS), FEST_ADV (which only
computes FEST_ADV) and FIXED_ADV (which only computes FIXED_ADV).

k- ,g ePlatform.NET QueryBuilder - Webpage Dialog
Payroll Query Form Order By
h ® and O aAnd Not ® Equal To | I_l
Batch Mo al To
bayrol Qor Qornet (@) i [ [tr=ert | [ Replsce | [ Remov= |
Emp ID La O Greater Than
Process | Mame = B _ B
Alias Mame O Greater Than Egual To
Process fil Payroll Mode (O Less Than
Action Code
Created || action Date (O Less Than Equsl Te
Trans Date B O Liks
Org Unit
Appointment O Is NULL
Selectio Div Statu
v stats O 1= Net NULL
Date Joined
Pavroll R Inc Date QOm
¥ Confirm Date (@) i
Organisa Pay Centre b
=1 inti
.
Employe

Indditional Selectionl Check...

| Show Selection | | | | | | Submit |

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

Payroll Calculation

rg ePlatform.NET PickList - Webpage Dialog

Batch M

Drag a column header here to group by that column
Payrall

BAO1IMNODD1

Tammy Leong

| €

Additional Selection |

[Emp ID] = 'BAO1MOOOL"

| Show Selection | | | | | | Submit

Training Manual | HRIS | Version 1.0 Page 17
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Use Check... button to view the defined employees.

Payroll Calculation

Batch Mo fea v |9 |

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

Created By ,9 ePlatform.NET PickList -- Webpage Dialog

Drag a column header here to group by that column

ome——Torgunst ———Jaoptcode

BADIMOODO1 Tammy Leong CED CED

Selection Criteria

Fayroll Run Type

Organisation Unit

Appointrment Code

Ernployee ID From

Additional Selecti

[Ernp ID] = 'BAD1MOD01"

=

rshow Selectionﬂ | | | | | Submit |

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

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

Payroll Calculation

Batch Mo |pBA Iplrr |2|

Favroll Mode ICIE Run Diate i

FProcess TearsMth |2|:|13 Ig | FPay Period |4 |

Process Date From £k Date To i)

Created Bor | I o] rModified B | I iz

=Eelection Criteria Job =Status |New |

Pavroll Fun Type |.C\.LL s

Jdob Farmily | |2
Srade | |2
=

Ermployves ID To |B.ﬁ.DlNDDDl

Cirganisation Unit |

|
appointrment Code | |
|

A

Ermmploves ID From |B.ﬁ.DlNDDDl

Additional Selection | [ Check... |

[Emp ID] = 'EAD1MO001"

Show Selection | | | | | r Submit ]]

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

Training Manual | HRIS | Version 1.0 Page 18
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CALC (1310000020 Payroll Calculation

Job Status

Completed

PAVRICLL

CALC 1310000016 Pavroll Calculation

PAYROLL

CALC(1310000015 Payrall Calculation

PAVRICLL

CALC 1310000013 Payroll Calculation

PAYROLL

CALC(1310000007 Payrall Calculation

PANROLL

PANVRICLL

CALC 1310000006 Pavroll Calculation

CALC(1310000005 Payroll Calculation

PAYROLL

CALC 1310000004 Payrall Calculation

PANVRICLL

CALC(1310000003 Payroll Calculation

PAYROLL

CALC 1310000001 Payrall Calculation

PANROLL

PAVRICLL

CALC (1309000023 Payroll Calculation

CALC 1309000019 Payroll Calculation

PAYROI |

cal CHEnannnn 7 Paveall Calrolatinn

Completed
In Progress
Completed
Completed
Completed
Completed
In Progress
In Progress
Completed
Completed

Completed

armnlebed

17:19:23

|Y; Quick Search

17:19:29

17:19:27

031020 0310720 0=M10520
11:25:54 11:25:55 11:25:34
03/10/2013 031002013
11:25:34 11:25:33
03/10/2013 03/10/2013 0371072013
11:22:19 11:22:21 11:22:19
03/10/2013 03102013 03/10/2013
105540 10:53:40 10:53:39
0302013 oS 0z0ls O3 02015
10:49:57 10:49:57 10:49:35
03/10/2013 031002013 03/10/2013
104936 1049156 10:49:35
03102013 031002015
031002013 031002013
104535 10:49:34
03/10/2013 03102013 03/10/2013
09:46:16 09:46:19 02:46:13
S0f0Z013 S0f0aE01 s S00SE01E
11:19:45 11:19:50 11:19:50
30/09/2013 300092013 30/09/2013
10:31:25 10:31:25 10:51:24
30/09/2013 30J09Z013 30/09/2013

Go to Payroll Processing > Payroll Calculation Job Status (on success, you
should see the status as ‘Completed’), select the record you have added for the
above. Click and check on the Show Details button to check how system computes
certain calculations.

Note: If the status is ‘Failed’, go to the record and click on the Show Errors
button to see the cause of the error. Redo the payment calculation creation
with the error corrected from Section 4.3.

4.2 Checking the pre-payment report

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

fund contributions, allowances, deductions and etc.

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

Record Selection :

' Print Al Recards v| | Select Criteria |
r?rint the Report (Batch ob) | | click Hera |
Report Outpuk
Select Report Type PDF Document b

Report Parameters

]

Payroll Batch Mo (2015000001] H

Print Cost Cenker(Y 1) |N |

Page Break By Org Unibdy M) |N |

Go to Payroll Report > Pre-Payment Transaction Listing By Organization Unit.
Here, you can select to ‘Print All Records’ or ‘Print Selected Records’. You will need
to click on the Selection Criteria button to define the query for certain group of
employees if the latter option is selected.

Select the Payroll Batch No and set the Report Parameters.

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

4.3 Reprocess the payroll calculation
After checking the pre-payment reports, you may need to make amendments to the
employee profile or the transaction amount. You will have to go back to Section 3

and Section 4 to clear the amendments.

Upon clearing all amendments, you will need to reprocess the payroll calculation so
that the employee payment will reflect correctly.
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CALC 1310000020 Payvroll Calculation

Job Status

Completed

PAYROLL

CALC 1310000016 Payvroll Calculstion

\Completed

|Y// Quick Search

11:75.54 11:75.35 11:75.54

PAYROLL CALC (1310000015 Payroll Caloulation In Frogress ﬁ:ég:ggw ?iégégm
PAYROLL CALC 1310000013 Pavroll Calculation Completed T e S
PAYROLL CALC 1510000007 Pavroll Calculation Completed ?gfégiigﬁ ?gfégiigﬁ ?g"’ég%gla
PAYROLL CALC 1310000006 Payvroll Caloulskion Completed ?grigiggla ?grigiggla ?g‘f}‘g%gla
PAYROLL CALC|1310000005 Payroll Calculstion Completed ?gf;g{ggw ?gf;g{ggm ?gf}'g{ggm
PAYROLL CALC 1310000004 Pavroll Calculation In Frogress ?g:;g:ggw ?g:}‘gégm
PAYROLL CALC|1310000003 Pavroll Calculstion In Progress DBpoiZs Japnizs
PAYROLL CALC 1310000001 Pavrol Calculstion Completed ggfig{fgw ggfig{fgw gg{}‘g{fgla
PAYROLL CALC (1309000023 Payvroll Caloulstion Completed ??f?gjigw ?T"’?g%gla ?T?g%gla
PAYROLL CALC 1309000019 Pavroll Calculstion Completed ?g’:g?{ggw ?g’:g?{ggm ?g’:g?{ggm
PavROL Al EnEnnnn 7 IPaveall Calrolakinn CamnleRed 30/09/2013 30/09/2013 30/09/2013

Go to Payroll Processing > Payroll Calculation Job Status, select the correct

existing payroll calculation record in the list.

add [Py Update) 3 Delete QSearch FRouery — 4 Move Prev ‘g Move Next oy ﬂ Exit

-

Payroll Calculation

Run Cate

Batch Mo [P |® (1310000004 |
Payrall Mode 2

Process rear/Mth

TON

Process Date From (01092013 j

Created By

|ep|atform |03,|'10;2|:|13 10:49

Pay Period
Crate Ta

J: Modified By

eplatform [o3ji0/2013 0519 |

Selection Criteria Job Status Complsted

Payroll Run Type

Organisation Unit | |Q} Jab Family | |Q)
sppointrnent Code | |t} Grade | |Q)
Ermployee ID From | |Q} Ermployes ID To | |Q)

| Show selection |

| Show Details |

| Show Errors |

Click on the Update button. You will notice that the Submit button has changed to
Re-Submit.
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e |

Batch Mo |p3,q Im |

Process Tear/Mth 2013 _ FPay Period __4
Process Date From  [01/09/2013 TE] Date To 30092013 |

Created By [eplatform o3/10/2015 10:42 E Modified By [erlatform [03/10/2013 05:19 |

Selection Criteria Job Status Completed

[1310000004 |

Pavroll Run Type

Crganisation Unit | |‘i Job Farnily | |‘i
Appointrment Code | |‘i Grade | |E~_)
Ermployee ID Froam | |‘i Ermmployes ID Tol |‘i
Additional Selectionl | Check... |

| Show Selection | | Show Details | | Show Errors | I Re-Submit I

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

Job Status (Payroll Calculation Status)

L S - v < [ % quick search

Job Stark

Job Description ority [Jeb Status Time

CALC (1310000020 Payroll Calculation Cormpleted

17:19:27

PAYROLL CALC 1310000016 |Payroll Calculation lLow  [Completed paas poaa

PAYROLL CALC|1310000015 Payrol Caloulation LoW  [InProaress ?iég:ggw ?iégégw
PAYROLL CALC 1310000013 Pavroll Calculation LOMW Completed ??Iég,f?gl3 ??.I'ég.l'g?l3 ??Iég'rfgla
PAYROLL CALC 1310000007 Pavroll Calculation LA Completed ?giég!ﬁglﬁ ?gfég!iglﬁ ?gfég!gglﬁ
PAYROLL CALC 1310000006|Payvroll Calculation Low  |Completed ?3{},3{3313 ?3{3,3{3313 ?3{;3{32‘3
PAYROLL CALC 1310000005 Payvrol Caloulation Low  |[Completed ?g{}‘g{ggm ?g{}‘gggla ?g{}‘gggla
PAYROLL CALC 1310000004 Payvroll Calculation Lo In Progress ?g:}‘g:ggla ?g;géng
PAYROLL CALC|1310000003 P ayroll Caloulation Loy In Progress %"’}t—g‘rggj %}"1‘_34'%
PAYROLL CALC 1310000001 Pavroll Calculation LA Completed ggfig!?glﬁ ggfig!?glﬁ ggf‘l“g.l’fglﬁ
PAYROLL CALC|1309000025(Payvroll Calculstion Low  |Completed ??{?3{2313 ??{fg{gg” ??{?3{23‘3
PAYROLL CALC 1309000015 Pavrol Calculation Low  |Completed ?g{g?{ggm ?g{g?{ggla ?g{g?{ggla
PavROl cal 1 Enennnn 7 Paveall Calrolarinn (Welrh rmnlebed 30/09/2013 S010%/2013 30/09/2013

Again, Go to Payroll Processing > Payroll Calculation Job Status (on success,
you should see the status as ‘Completed’), select on the record you had redone for
the above. Click and check on the Show Details button to check how system
computes certain calculations.

You may proceed to step 4.2 to check the pre-payment reports.

Note: Make sure the payment for the particular Pay Year/Mth was not made as it will
affect the payroll calculation. If so, delete the Payment record for the Pay Year/Mth.
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5. Payment

Once the checking of the pre-payment reports is completed and there are no more
amendments to employee net pay, you may proceed to generate payment.

Note: If you need to re-process the payroll calculation after generating the payment, you
need to delete the payment record and proceed to step 5.3.

5.1 Creating a payment record

|- Addp update. % @, search @gQuery Fe » n ﬂ

¥

Payroll Payment

Bank Code ‘ |
Bank Account No l:l Bank Acc Mame |
Pay vear/Month  [z013 - Pay Period l:l )

Job Status \—1 | | | show Errors ‘ ‘ ‘

Payroll Batch Employee Payment

[ I = 1 b s v | %2 qQuick Search [ Query Buider [8] Export

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

To begin with, Go to Payroll Processing > Payment and click on the Add icon to
create a new record.

Payroll Payment
Payment Mo P m R ]

ok Cods 7302 (Malzyan Barking Berhad) |
Bank Branch 504

B ank Account Mo ,W‘ Bank Acc Name |5tarw;inn 1T Pte Lkd
Pay Year/Month  [2013 9 Pay Period 4 S|
value Date I:lﬁ

Job Status ‘ Submit ‘ ‘ Show Errors | | |

Payroll Batch Employee Payment

[« <N el o bl s v|[ |22 quick Search | Addnew [V Query Builder [R] Export To Exce

| ls/n |Ref.DocType [Rel. Grade|patch Reqister No  |[Employee ID from [fmployee ID to |Created Date Created By limelog  |ModifiedBy

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

Payroll Payment

Bank Code [7302 (Malayan Banking Berhad) |

Bank Branch 504

Bank Account No Bank Acc Name |StarV\sior\ IT Pte Ltd
Pay Tear/Month _ Pay Period I:lg
value Date l:lﬁ

Job Status | Submit | ‘ Show Errors ‘ | |

Payroll Batch Employee Payment

Ll Al sl 10 gl s v [ uick ssrch

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

[T Guery Builder Export To Exce

Created By

Time Log

Click on the Add New icon under the Payroll Batch tab to add a new payroll
payment batch.
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Payroll Payment Batch

s

Payroll Batch Mo |p|3,|:|, ||F"f |
Created By | ” __T|
Madified By | | e

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

Job Status (Payroll Payment Status)

A~ 0b Type

PAYROLL

Job Status

|7_'; Guick Search

BT 131000001 7 Paviment Processing

PYMT 1310000014 Pavment Processing

PAYROLL

PYMT 1310000005 Pavment Processing

PAYROLL

PYMT 1310000002 Pavment Processing

PAYROLL

PAYROLL

PYMT 1309000021 |Pavient Processing

PYMT 1309000015 Pavment Processing

PAYROLL

BT 13029000002 Paviment Processing

PAYROLL

PAYROLL

PYMT 1205000034 Pavment Processing

PYMT 12050000335 Pavment Processing

PAYROLL

PYMT 1205000021 Pavment Processing

PAYROLL

PAYROLL

BT |1 203000035 Paviment Processing

PYMT 1203000035 Pavment Processing

PavROI

FYRAT 1E20E00001 4 PAavent Proressinn

Completed

Completed
Completed
Completed
Completed
Completed
Comnpleted
Completed
Completed
Completed
Completed

Completed

 nmnlrked

i
11:26:43

0
11:26:42

0310020 031020 OE10/20
11:25:00 11:25:01 11:25:00
o3/ i0r2013 o i0/2013 (] U]
10:55:01 10:55:01 10:54:59
03/10/2013 03/10/2013 03/10/2013
094745 094746 094745
30,/03)2013 30/03/2013 30/03/2013
10:35:15 1035016 103515
2700972013 27092013 270092013
18:358:23 18:358:22 18:358:21
27/0942013 Z7I09/2013 Z7I09/2013
16:53:19 16:53:21 16:53:119
16/05)2012 16/05/2012 16J05/2012
10:51:24 10:51:24 10:51:24
16/05f2012 16/05/2012 16/05/2012
10:51:19 10:51:21 10:51:19
150512012 15/05/2012 1500572012
16:05:25 16:09: 27 16:09:24
12/03/2012 12/03/2012 12/03/2012
10:15:21 10:15:.22 1031521
12/03/2012 12/03/2012 12/03/2012
10:14:21 10:14:26 10:14:21
080312012 0E/03 2012 OE/03 =012

Then go to Payroll Processing > Payment Job Status (on success, you should see
the status as ‘Completed’), select the record you have added for the above. In
Section 5.1, system will generate a list of employee under the Employee Payment
tab. You must check whether all your employees are in the list. If no, please click on
the Delete icon to remove this record and redo the payment creation from Section

5.1.

Note: If the status is ‘Failed’, go to the record and click on the Show Errors
button to see the cause of the error. Redo the payment creation with the error

corrected from Section 5.1
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Bank Code |?302 {Malavan Barking Berhad) |
Bank Branch S04
Bank Account Mo Bank Acc Mame |Star\ii5\0n 1T Pte Lkd
Pay vear/Month _ Pay Period Q)
Job Status | Submit | ‘ Show Errors ‘I Export l
Payroll Batch Employee Payment
| H ” 1 & ” ” | | S/N v ” |7_; Quick Search | Add Mew V] Query Buider Export To Excel

| SN Ref. Doc Tvpe
Finally, click on the Export button if you wish to export the payment out as GIRO
(Refer to Section 5.2)
5.2 Exporting Payment Journal

Click on the GIRO Export Tab.

GIRO Expork IRBA Export
Bank Format Export
Cutput Format GIRO "
Payment Type | Select. .. w |
Payment Set Ma, | v |

Payment Descripkion | |

Messages

Choose “HSBC ENC MRI(SG)” in the Bank Format textbox. Then choose either
GIRO or Text or Text (Pipe Delimited) from the Output Format textbox.
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GIRO Export IR8A Export
Biank Format Export
Cukput Farmat GIRO '
Paymerit Type | Select... v |
Payment Set Mo, | w |

Payment Descripion | |

Click on the Export button to start generation and a pop up save dialog will appear.
Click on the Save button to continue.

File Download ()

Do you want to open or save this file?

MName: SAP20130227 tut
J Type: Text Document
From: mwpeople

Open Save ] IF Cancel ]

harm your computer.  you do not trust the source, do not open or

|@| While files fram the Intemet can be useful, some files can potentialhy
L
= save this file. What's the gk ?

5.3 Exporting Bank GIRO

This option allows you to export a defined bank formats such as DBS Ideal to credit
the salary into your employee bank account.

If you wish to generate a bank that is not available in the selection, please contact us
for more information.

Note: You need to make sure that the bank accounts information is entered in the
employee profile and Payment Method By are set to ‘Bank’.

Click on Payroll Processing - Payment Export
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a Payroll Processing

» Payroll Calculation

- Payment

- Period Cloze

+ Employee Salary History Enguiry
= Payroll Caloulation Job Status

- Payment Job Status

« [RAS

+» CPF Export

+ CPF AW Ceiling Enquiry

F3 Expo

Choose the latest payment batch from header grid.

+ £ x &% = & Move Prev ‘mpMove Next £ q Enquiry

Doc. Type [+ Tz Quick Search [V Guery Builder Export To Excel

Payment Export

Payment Mo |P‘(' |PY ” |

Bank Code Eank Branch

Bank Account Mo ‘alue Date JM
GIRD Export IRBA Export
Eank Format Export
Oubput Format GIRO - |
Messages

Click on GIRO export tab
Choose Output Format (either GIRO or Text format)

Training Manual | HRIS | Version 1.0 Page 27



‘ Mecllhise"
Human Resource
STARVISION INFORMATION TECHNOLOGY (SDA)

Choose Payment Type and Payment Set No.
Click Export to generate GIRO

Payment Export

Payment No Py ey 1310000008 |

Bank Code 7a02 Bank Branch S04

Bank, Account Mo 17345678 Walue Date I:I _-TI
GIRD Export IR8A Export

Bank. Format

Cutpuk Format GIRO W

Payment Type | APT {AukoPay In)

Payment Set Ma, | E&D

Payment Description |F'ayment on 15/10/2013

Messages

A GIRO file will be created in the pre-defined output folder/directory.

5.3 Exporting CPF PAL/CPFLine
This option allows you to export a defined CPF PAL/CPFLine formats and upload

them to CPF Board.

|
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Payment Export

CPF Format |Select... Vl | Export |

Output Farmat |Cp|: vl

Company CPF A/C  [1234567.8 [=!

Advice Code

Pay Tear/Manth Fay Feriod l:l‘i
Messages

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

Payment Export
= | Export

CPF Format

CQutput Format

E
Company CPF asC  |CPFPAL
CPFLIME-MSC

Adwice Code M5O BALAMCE REFURD
— 70
Fay Tears/Month 2013 Pay Period )
Messages

Select the correct bank format and output format. The 2 available formats are
CPFLine, CPFPAL and MSO Balance Refund.

Key in the Pay Year/Month (Enter the Year in "yyyy’ in the first textbox and ‘mm’ in
the second textbox). Select on the Pay Period.

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

Click on the Export button and select the export format correctly. The 2 available
formats are PAL CPFLine and CPFLine.

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

Click Export button. A Save file dialogue box will appear. The Messages text box will
also display the export status. At the same time, you can check the summary on the
export screen to tally with you payment reports.
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You can also generate CPF returns reports. Go to Payroll Reports > CPF Returns.

5.4 Viewing all Payment Job Status
This option allows you to view the status, information of all the payment submitted.

Job Status {Payroll Payment Status)

aAnEEn

| Job Type |7_'; Quick Search

Job Status

FoyROLL PYMT (135310000017 Pavment Processing Completed

PAYROLL PYMT 1310000014 Pavment Processing Completed 1115500 112501 112500

PAYROLL PYMT 1310000008 Payment Processing LOW  Complsted ?S{égfg?w ?gfég{g?w ?gfég{ggw
PAYROLL PYMT 1310000002 Psyment Processing LOW  |Complsted gg{}}gﬁg” gg{;g{ig” gggg{ﬁg”
PAYROLL PYMT|1309000021 Payment Processing LOW | Completed ?g:gg:fg” ?g:ggfgm ?g:gg:fg”
PAYROLL PYMT 1300000015 Payment Processing LOW  Complsted f;{gg{ggw f;’;gg{ggw fgfgg{g?w
PAYROLL FYMT|1309000002 Psyment Processing Low  Complsted f;{ggfgw f;{gg{g?w f;{gg{fgw
PAYROLL PYMT 1205000034 Payment Processing LOW  |Complsted 13:213212 1&2?3212 ig:gigslz
PAYROLL PYMT 12050000533 Pavient Processing LOW  |Completed }g:g?:fglz }g:g?:g?lz ig:g?:fglz
PAYROLL PYMT 1205000021 Pavient Processing LOW  |Completed }g{gg{gglz 12{33{2212 12{33{3212
PAYROLL FYMT 1203000055 Payment Processing LOW | Complsted 13{?3{3?12 15{?3{3212 igf‘i‘g{g?lz
PAYROLL FYMT 1203000033 Payment Processing LOW  Completed }3{?3{3?2 }S{?g{gglz 13{?3{3?12
PAY¥ROI T PYMT 20300001 4 Pavment Proressinn (Ngitrs Crarnnleked 06 f05(2012 06 f05/2012 Of05/2012

To begin with, Go to Payroll Processing > Payment Job Status.
Click on any of the record’s link to view the payment record details.

5.5 Viewing Payment Reports
After the payroll payment is completed, you need to preview/print payment
report to check the details of individual employee payment such as basic pay,
CFP amount, fund contributions, allowances, deductions, payslips and etc.
There are a numbers of payment reports that you can generate to check the

employee payment. One such report is the Payment Transaction Listing By
Organization Unit.
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Payment Transaction Listing Summary By Organisati

Record Selection :

| Print all Records hd | | Select Criteria |
Frint the Report (Eatch Job) | | click Here |
Report Output
Select Repork Type PDF Document bt

Report Parameters

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

Pg Break By Org Unitdy /M) |N

|
Suppress Rec With 0 Value(y N |N |
|

Shaw allve/Dedu Detail (N |N

Go to Payroll Report > Payment Transaction Listing By Organization Unit.

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

Select the Payment Run No and set the Report Parameters.

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

5.6 Viewing employee’s salary history
This option allows you to view the salary history (gross pay, allowance, deduction,
net pay for each pay year/mth) till date. Only enquiry mode is enabled here.

+ s ® q Search FQUEWII‘ = 41 Move Prev  ‘gp Mowve Next iy ﬂ

Employee 1D

Marne

! Appointrent Code
|
| Cost Center Code

Division Status

| | |
! Crganization Unit | | Job Farnily |
| | |
| | |

Payroll Mode

I:H:Il:ll:l | Emp ID b “ | "z Guick search
[ Gpip pas 1 Pay i Gross Pay_Alowance [peduction hetpay

To begin with, Go to Payroll Processing > Employee Salary History Enquiry.

Click on the Query by form icon to show a listing of employees.
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Employee Salary History Enquiry

Employes ID |1|3c||33 | Name |Smith Tun |
COrganization Linik |PD-FM | Job Family |,q,q |
Appointrient Code |;:\,q4 | Division Skatus |1 |
Cost Center Code |123455?39|3 | Payroll Mode |M |
IZ”:II:“II ‘Emp ID v “ |Y} Quick Search

Emp ID Pay Yr |Pay Mth |Gross Pay |Allowance Deduction [Met Pay

oo e 1 oo w0 o o

Click on any of the record’s link to view the salary history details at the bottom
segment. You may wish to click on the individual employee pay records to view the
breakdown details of the allowance, deduction, etc.

6. Payment Cancellation
Once the checking of the pre-payment reports is completed and there are no
more amendments to employee net pay, you may proceed to generate payment.

Note: If you need to re-process the payroll calculation after generating the payment, you
need to delete the payment record and proceed to step 5.3.

6.1 Payment Cancellation

To begin with , Go to Payroll Processing >> Payment .

I —
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Add Sy Update 3¢ @ search @Query 7t 4 » N ﬂ

¥

Payroll Payment

Payment No Ip\f_’r"gl—'

Bank Cade | |
Bank Branch :I

Bank Account Mo |:| Bank Acc Mame ‘
Fay Year/Month - Pay Period l:"g
Value Date :I:’E

Created By | | i Modified By ‘ | &
Job Status Show Errors
Payroll Batch Employee Payment

. . - . . ?’ Quick Search
B TR e e

Click the Query Button to view existing Payment records.

Add ‘e Update € Delete QSearm;_'_ 4 Move Prev gy Move Next Y ﬂ

7

Doc. Type ¢ Quick Search

01/10f2013
1310000008 (7302 S04 12345678 R 4 3

[ ey P 1310000006 7302 S04 12345678 4 9
i

Payroll Payment

Payment Mo | | ||t)|| |

Bank Code | |

Bank &ccount Mo l:l Bank &cc Mame |

Created By | | | Jff

Job Status | | | Show Errors | | Export |

Payroll Batch Employee Payment

S/N Wy Quick Search

Ref Doc Type |Ref. Grade Batch Register Mo |[Employee ID from Employee ID ko [Created Date
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Choose the Latest Payment Batch from header grid to delete.

Wz Quick Search

Bank Code [Bank Branch |Bank Account # |¥alue Date |PayPeriod (Pay Month [Pay Year

1310000005 12345675

QL0000

14
1~ 10

e
1310000006 12345678

Payroll Payment

Payment Mo Fr [y |®[tzi0000008 |
Bank Code |?302 (Malayan Banking Berhad) |
Bank Branch S04

Bank Account Mo Bank Acc Name |
Pay Tear/Manth 2013 _ Pay Period |\"_‘)
Value Date 01/1002013 _:]

Created By |db0 |15;10;2013 0413 |[E Modified By |dbo |15;1u;2013 04:13 |

Jub Status Pew | Submit | | Show Errors | | Export |
Payroll Batch Employee Payment

wll <« 1 (sl sl s S/N w 2 Quick Search

Ref. Doc Type |Ref. Grade Batch Register No  |[Employee ID from [Employee ID to |Created Date Created By

Click on the “Delete” button on the toolbar.

Add & Update

@) search @Query 5 Frint ¢ MovePrev 'mp Move Next

X Deeee)
Payroll Payment Batch

.

Payroll Batch No |pmI ”m ‘@‘13}10&]]]5 |
Created B |eplatfom |17joy20i3 1031 |5
Modfied By lelatiom 17002031831 |

The pop-up dialog will appear. Click OK button to continue .

Are wou sure yvou wish to delete this record.
Record once deleted cannot be recovered.

Click Ok to confirm |, Cancel to abort
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6.2 Re-Calculating Payroll

To begin with, Go to Payroll Processing >> Payroll Calculation .

Payroll Calculation

Batch Mo |po, | ‘ g‘ ‘

Process Year/Mth  [agq3 - Pay Period :I
Process Date From I:I":;j Date To I:I":E

Created By | | T Modified By | |

Selection Criteria Job Status :I

Payroll Run Type

i

Organisation Unit | |g Job Farnily | |g
Appointrment Code | |g Grade | |2
Employee ID From | |Q,'J Employee ID TC'| |g

Choose the Latest Payment Calculation Batch from header grid to re-calculate.
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of=Add S Update 3 Delete QSEar{:'-.:""'

| Dept code

L[~ I »]

v

Dept code Run No

Pay Yr

Pay Mth

Pay Perd Pay Mode R

Orq Unit Fron

1302000004

Payroll Calculation

Batch No | I “gj |

Poyrollode [ Jo AL —
Process Year/Mth :|:| Pay Period |:|
Process Date From I:I | Date To I:I |
Created By | | |_j] Modified By | |__}
Selection Criteria Job Status I:I

Payroll Run Type ALL

Organisation Unit | ||g Job Farmnily | ]@
Appointrnent Code | ||"£ Grade | ||g
Employee ID From | ||2 Employee 1D To | ]@
Additinnal Seled Tllall] | rheck... |

| Show Selection | | Show Details | | Show Errors ‘ | Submit

Click on Submit Button to start the Payroll Calculation process.
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Batch No bea v 9] |

Payroll Mode |t) Run Date 26/02/2013 "_::ﬂ

Process Date From 01/02/2013 B Date To 28/02/2013 j
Created By | I j Modified By | I

. . . Job Stat
Selection Criteria ° S M
Payroll Run Type ALL w
Crganisation Unit | ||Q) Jab Family | ||Q)
Appointment Code | ||t) Grade | ||Q)
Employes ID From | ||Q) Ermployes ID To | ||Q)

[Emp ID] = '10004

| Show Selection | | | | |

Click on the menu Payroll Processing - Payroll Calculation Job Status
menu.A list of job calculation batch displayed on the screen with the Job Status.

Job Status (Payroll Calculation Status)

| ” [1 =] » ” »| [30b Type | |V_// Quick Search
Job Type Job Number Job Description Job Priority Job Status Job Start Time Job End Time Job Schedule Time
PAYROLL CALC|1302000112 [Payroll Calculation LW Completed 1;:24:’121? 1;:24:’2211 26/02/2013 13:34:15
PAYROLL CALC|1302000096 |Pavroll Calculation LW Completed :q:’gﬂ:’qm? 1::’28:’421? 15/02/2013 12:58:38
PAYROLL CALC|1302000095 [Pavroll Calculstion Lo Corpleted :quﬂfnmq :quﬂfnzﬂ 15/02/2013 12:568:03
PAYROLL CALC[1302000094 [Payral Caloulation LW abarted :quqgﬂ l;:g?:sgﬂ 150022013 12:54:00
PAYROLL CALC|1302000092 |Pavroll Caloulation Lich Completed 1::’215021? 1::’21:’1211 1S/02/2013 12:51:09
PAYROLL CALC|1302000091 |Pavroll Calculation LA Aborted Ergsrsgﬂ Eglfogﬂ 150022013 12:45:34
PAYROLL CALC|1302000090 |Pavroll Calculation LW Completed 1;:2:’421? Efgzrsgﬂ 15/02/2013 12:42:42
PAYROLL CALC|1302000089 |Pavroll Calculation LW Completed 1::22:11211 1::22:12211 15/02/2013 12:42:16
PAYROLL CALC|1302000087 (Payroll Calculation LW Completed 1::2?:’1?? 1::2?:’3211 15/02/2013 12:27:11
PAYROLL CALC 1302000086 (Pavroll Calculation LA Aborted Erggrsgﬂ 1::’2?5021? 150022013 11:59:57
PAYROLL CALC|1302000081 |Pavroll Calculation LW Completed Tgfg4fsgﬂ Tﬁfgqf 21? 03/02/2013 10:34:51
PAYROLL CALC|1301000220 (Payroll Calculation LW Completed 1;:2;:’3211 1;:2;:’5211 28/01/2013 12:49:32
PAYROLL CALC|1301000219 [Payroll Calculation LW Completed 1;:2;:’4211 1;:2;:’5?1? 28/01/2013 12:43:43

Click on the latest payroll calculation batch to view, system will redirect to the
particular batch processing to the Payroll Calculation main page.
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v ” »| [30b Type

|V_// Cuick Search
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PAYROLL CALC|1302000112 |Payvroll Calculation Lo Completed ?ggifgla fggiggla 26/02/2013 13:34:15
PAYROLL CALC|1302000096 |Payvroll Calculation Lo Completed N 12:55:48 1500202013 12:58:38
15/02/201 15/02/2013
PAYROLL CALC|1302000095 |Pavroll Calculation Lo Completed 125802 3 125806 1500202013 12:58:03
15/02/201 15/02/2013
PAYROLL CALC|1302000094 Payvroll Calculation Lo Aborbed 12:53:50 g 125758 1500202013 12:54:00
15/02/201 15/02/2013
PAYROLL CALC|1302000002 Pavroll Caloulation (i Completed 12:51:00 3 125119 15/02/201% 12:51:09
15/02/201 15/02/2013
PAYROLL CALC|1302000091 |Payvroll Calculation Lo Aborbed 124833 g 125107 1500202013 12:458:34
15/02/201 15/02/2013
PAYROLL CALC|1302000020 |Pavroll Calculation Lo Completed 1242147 3 12:42:53 1500202013 12:42:42
15/02/201 15/02/2013
PAYROLL CALC|1302000082 |Payvroll Calculation Lo Completed 12042116 g 12042156 1500202013 12:42:16
15/02/201 15/02/2013
PAYROLL CALC|1302000087 |Payvroll Calculation Lo Completed 125711 3 125738 1500202013 12:27:11
15/02/201 15/02/2013
PAYROLL CALC|1302000086 |Payvroll Calculation Lo Aborbed 11:59:57 g 125705 15/02/2013 11:59:57
PAYROLL CALC|1302000081 |Payroll Calculation Ly Completed %"lg—?ggﬁ %}’2_?‘22& 08/02/2013 10:34:51
Si01/2013
PAYROLL CALC|1301000220 Payvroll Calculation Lo Completed ﬁgrgérggw 12:40:57 28/01/2013 12:49:32
2012015
PAYROLL CALC|1301000219 |Payvroll Calculation Lo Completed ﬁgrgérigw 12:43:51 25/01/2013 12:43:43
Payroll Calcul
Batch Mo [PEa e | ©[1z0z000006 |
Fayroll Mode IC“Q Run Date 26/02/201% i |
Created By |eplatform |zejozjzo1z 0134 |7H  Modified By [eplatfarm |zejozjzo1z 0134 |
Selection Criteria Jelb SEs Completed
Payroll Run Type ALl
Organisation Unit | ||Q) Job Family | ||Q)
appointrnent Code | ||Q) Grade | ||Q)
Ermployee ID From | ||Q) Employee ID To | ||§)

[Emp ID] = '10004°

| Show selection |

| Show Details |

| Show Errors |

Click on Show Details Button, to show the details after processing calculation.
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Batch Mo [pes ey |® 1302000008 |

ool ods o wnose B ]
Process Date From  [nyjnzjz013 Ei| Date To 28/02/2013 |

Created By leplatform [zsfozizo1zo1:3¢ | 7H Medified By leplatform [zsfozfzo1z 034 |

Selection Criteria o atus Completed

Payroll Run Type ALl

Organisation Unit | ||2 Job Farnily | ||2
Appointment Code | ||2 Grade | ||2
Employee ID From | ||2 Employee ID To | ||2

[Emp ID] = ‘10004

Show Selection rShow Details “ | Show Errors | | Submit

Payroll Calculation Details

Batch No ea | |9 || sowsloetals |

Pay Yearz’MthfPeriod|2m3 | | |

Employes ID |

ED“ vl |l [sm v Ealideay

Click on Show Errors Button, to show the errors records after processing
calculation.

Note thatThe System will save the record. If mandatory field(s) is left blank, the
system will prompt error message.
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Payroll Calculation

Batch o Pea  Jpv |[®[ia0c00000e |

Fayroll Mode |2 Run Date 26/02/2015
Process Year/Mth o013 Pay Period
g

]

I

Process Date From  |ngnziz013 _:,“I Date To 8022013 isti]

Created By leplatiorm |zs/ozjzo1301:3¢ |7 Medified By epiatform [eejoziemizonize |
Selection Criteria Job Status Completed

Payroll Run Type ALL

Qrganisation Unit | ||Q) Job Farnily | ||t)
sppointrment Code | ||t) Grade | ||t)
Ermployee ID Fram | ||Q) Ermployee ID To | ||Q)

|

[Ermp ID] = 10004

| Show Selection | | Show Details | I Show Errors I

Click Save Button to save the record.

Note : The System will save the record. If mandatory field(s) is left blank, the
system will prompt error message.

And then click on the Payroll Reports = Pre-payment reports menu.

# Payroll Report

= Employee Profile Reports

= Payment Reports

* Payment Reports (Customized)
= Statutory Reports

- ‘Year End Reports

The System will show the following screen:Click on the report: - 18. [Pre018.SG]
Pre-Payment Transaction Listing By Employee ID (Month)
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Pre-Payment Reports

Click on the image below to launch report.

|lf 01. [PRE001.5G] Pre-Payment Allowance Listing By Organisation Unit

|l.i 02. [PRE002.SG] Pre-Payment Allowance Listing By Organisation Unit{Month)

|lf 03. [PRE003.5G] Pre-Payment Allowance Listing By Cost Centre

|l.i p4. [PRE004.SG] Pre-Payment Allowance Listing By Cost Centre{Month)

|l 05, [PRE00S.SG] Pre-Payment Deduction Listing by Organisation Unit

|lli 0&. [PRE00&.SG] Pre-Payment Deduction Listing By Organisation Unit{Month)

|ld 07. [PRE007.SG] Pre-Payment Deduction Listing By Cost Centre

|li p8. [PRE00S.SG] Pre-Payment Deduction Listing By Cost Centre{Month)

|ld po. [PRE009.5G] Pre-Payment Allowance And Deduction Listing Repart By Employee ID
|lf 10. [PRE010.5G] Pre-Payment Allowance And Deduction Listing Report By Employee ID {Month)
|l 11, [PRE011.5G] Pre-Payment Overtime Listing by Employee ID

|ld 12, [PRE012.5G] Pre-Payment Overtime Listing by Employee ID{Manth]

|l 13, [PRE013.5G] Pre-Payment Overtime Listing by Organisation Unit

| 14, [PRE014.5G] Pre-Payment Overtime Listing by Organisation Unit{Maonth)

|l 15, [PRE015.5G] Pre-Payment Overtime Listing by Cost Centre/Employee ID

|l 15, [PRE016.5G] Pre-Payment Overtime Listing by Cost Centre/Employee ID(Maonth]

|ld 17. [PRE017.5G] Pre-Payment Transaction Listing By Employee ID
|Lifig. [PRE018.5G] Pre-Payment Transaction Listing By Employee ID{Month)
|li 19, TPRE019.SG] Pre-Payment Transaction Listing By Organisation Unit

The System will show the following screen:Enter the Year and Month for the pre-
payment report.

Pre-Payment Transaction Listing By Employee ID{Month})

Record Selection :

| Print &ll Records A | | Select Criteria |
Frint the Report (Batch Job) | | Click Here |
Report Dutpukt
Select Report Type PDF Daocurment e
Report Parameters
Year =013
Morkh

Period |% lﬂ

Click on the “Click Here” button to generate the report.
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Pre-Payment Transaction Listing By Employee ID(lv

Record Selection :

| Print All Records bl | | Select Criteria |

Frint the Repork {Batch Job) | I Click Here l

Report Dutput

Select Report Type PDF Document b

Report Parameters

vear 2013 |

Manth |ID| |

Period |°,-'° lﬂ

6.3 Processing Payment Again

Once the checking of the pre-payment reports is completed and there are no more
amendments to employee net pay, you may proceed to generate payment.

To begin with, Go to Payroll Processing — Payment menu.

Payroll Payment
Payment Mo = m b

Bank Code | |
Bank Account Mo l:l Bank Acc Mame |
Pay vear/Month  [2013 - Pay Period l:la

Job Status | | | Show Errors | ‘ |
Payroll Batch Employee Payment
Ll e llr e U Bl sim v "4 Quick Search [ Query Buiider [X] Expo

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

<

Click Add Button to create a new record.
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m_vupdate b4 @ search @aQuery « » LY £y |

¥

Payroll Payment

pormen e C—
Bank Code ‘
Bank Branch l:l

Bank Account No l:l Bank Acc Marme |
Pay Year/Month - Pay Period |:|§

walue Date l:li;j

Job Status | | [ show Errors | | |
Payroll Batch Employee Payment
L[l = 1 hadsm /[ |2 Guick Search I Query Buider [%] Export

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

Click on Pay Period Pick list to select the Pay Period, Pay Year and Pay month for
which Payment is to process.

Payroll Payment ,g ePlatform. NET, PickList -- Webpage Dialog

Drag a column header here to group by that column

Payment No ‘pv F] g| |

Bank Code 7302 {Malayan Banking Berhad

7302 (Malay g i Pay Year Pay Month PAY_MODE | Pay Period
Bank Branch 504
Bank Account Mo [12345675 Bank Acc Marme |Staryision IT PY t
ray Year/Month 2013 |g Pay Period g s -g s a

" _ 030 2013 oM 4

Value Date i

1 700 2013 1M 4
Created By | |7 modifiedBy [ ] 720 013 12 M 4

Job Status | Submit | | Show Errors | Il

Payroll Batch Employee Payment

Ll sl I s | ¥

Re[. Doc Type |Ref. Grade Batch Reqister Mo [Employee ID from E

|

Note: The Payment No, Bank Code, etc (grey fields) will be automatically
filled up with the last payment Pay Year/Month.

After the above fields have been set, click on the Batch Registry tab in the Grid
below.

This tab is to add the Payroll batch(s) which have been processed/calculated before
and are ready for making final Payment.
Click on the Add New Button.

|
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Bank Code [7302 (Malayan Barking Berhad) |
Bank Branch 504

Bank Account No Bank Acc Mame [Starvision IT Pte Ltd
Pay vearfMonth ot o | Pay Period Dlg

Job Status [ submit || showErrors || report |

Payrall Batch Employee Payment

Rel. Doc Type |Ref. Grade Batch Register No |[Employee ID from |Employee ID to |Created Date Created By Time Loq Modified By

A new screen, Payroll Payment Batch, appears.

Payroll Payment Batch

Fayroll Batch Mo |F'B.ﬁ. ||| ||g| |
Created By | || |ﬁ
Modified By | || |ﬁ

Click on the Pick list button next to ‘PBA’.

Select a batch to add for Payment process.

Payroll Payment Batch

=AM
Payroll Batch Mo
Created By ﬁ

Modified By i

|

!

Click on Save Button.

W Add B Update W Delete @ Search [B Query 8 Print <o Move Prev = Mave Next Cancel 9 Fxit

¥
Payroll Payment Batch
I

Payroll Batch Mo |PB.|'-\ ||p\f'| |@| |
Created By | ” ﬁ

B

T B

Madified By | ”

Training Manual | HRIS | Version1.0  Page44



™
Mecllhise
Human Resource

If there are more than 1 batch for the select year/month/period, and if you wish to

process Payment for all the batches together, choose the batches 1 by 1 as above
and save.
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After selecting and saving the batch(s), click on Cancel Button and then click on
Exit Button to exit .and return to main screen.And then return to main screen.

Payroll Payment

Payment Mo |F“f |P‘r’ |g| |

Bank Code |?3l32 {Malayan Banking Berhad) |

Bank Branch S04

Bank Account Mo Bank Acc Mame |Star\|'isi0n IT Pte Ltd

Pay vear/Manth _ Pay Period 2

walue Date B

Created By | I ---- I |_:|

Job Status | submit | Show Errors | | Export |

Payroll Batch Employee Payment
L0 il - g sm v | Quick search

Ref. Doc Type |Ref. Grade |[Batch Register Mo  |[Employee ID from Employee ID bto |[Created Date

Next click on the Submit Button.

Payroll Payment

Payrment Mo |p\-‘ ||:"\fr |g| |

Bank Caode |?302 {Malayan Banking Berhad) |

Bank Branch |5|:|4 |

Bank Account Mo |123455?a | Bank fcc Mame |5tar'u'isic:n IT Pte Ltd

Pay Year/Month  [z013 [ | Pay Period ]

Walue Date |n1,'1n||'2013 |t§j

Created By | |75 Modified By | | |

Job =tatus I Submit || Show Errors ‘ | Export |
Payroll Batch Employee Payment

L il Jd s | |2 Quick Search
(S oo oe et Gradefachiekicr e _Emlres an Enohreeloia [csssidtz 3

Click on the Payroll Reports - Payment reports menu.
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» Employee Profile Reparts

* Pre-Payment Reports

» Payment Reports (Customized)

System will show the following screen:Click on the report: - 18. [PYT015.SG]

Payment Transaction Listing by Employee ID(Month)

Payment Reports

Click on the image below to launch report.

i 01
d 02

|k o3

ik 04,
|ud o5,
¥ s,
i 07.
|id o8.
|ud g,
|bd 10,
¥ 11,
|ud 12,
bd 13,
ud 14,
|l 15,

¥ 18,

|k 17

Lifig

. [PYT001.5G] Payment Allowance Listing By Qrganisation Unit

. [PY¥T002.5G] Payment Allowance Listing By Cost Centre

. [PYT003.5G] Payment Deduction Listing By Qrganisation Unit

[PYT004.5G] Payment Deduction Listing By Cost Centre

[PYTO0E.5G] Payment Allowance And Deduction Summary Repart By Organisation Unit
[PYT006.5G] Payment Allowance And Deduction Summary Report By Cost Center
[PYT007.5G] Payment Allowance And Deduction History Report By Employee ID
[PYT008.5G] Payment Allowance And Deduction History By Transaction Code
[PYT009.5G] Payment Overtime Listing by Employee ID

[PYT029.5G] Payment Overtime Listing by Employee ID{Month)

[PYTO010.5G] Payment Overtime Listing by Organisation Unit

[PYT020.5G] Payment Overtime Listing by Organisation Unit{Month)

[PYTO11.5G] Payment Overtime Listing by Cost Centre/Employee ID
[PYT031.5G] Payment Overtime Listing by Cost Centre/Employee ID{Manth)
[PYT012.5G] Payment Pay Item Summary Report By Organisation Unit
[PYT013.5G] Payment Pay [tem Summary Report By Cost Center

. [PYT014.5G] Payment Transaction Listing by Emplayee ID
. [PYT015.5G] Payment Transaction Listing by Employee ID{Manth)

w19

. [PY¥T018.5G] Payment Transaction Listing by Qrganisation Unit

The System will show the following screen:
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Payment Transaction Listing By Employee ID (Month)

Record Selection :

| Frint All Records et | | Select Criteria |
| Frint the Report (Bakch Job) | | Click Here |
| Report Dutput
i
' Select Report Type POF Docurnent b

Report Parameters

Year | |

Month | |

Period |0,.fo lﬂ

Enter the Year and Month for the payment report.

Payment Transaction Listing By Employee ID {Month}

Record Selection :

| Print &ll Records b | | Select Criteria ‘
r?rint the Report (Batch Job) | | Click Here ‘
Report Dutput
Select Repart Type PDF Document A

Report Parameters

Year 013
Month
Period 4, lﬂ

Click on the “Click Here” button to generate the report.

|
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D (MMonth)

Record Selection :

| Print all Records el | | Seleck Criteria |
Frint the Report (BEakch Job) | E Click Hete ]
Report Dutpuk
Seleck Repork Type POF Docurnent el
Report Paramekers
Vear 2013 |
Month 1o |

Period |0,ro lﬂ
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7. Period Close

You have completed the monthly payroll and now you need to close the current pay
period and prepare for the next month payroll.
7.1 Closing the pay period

Note: Once you have closed the pay period, you are not able to rollback to do
any amendment. If you really need to rollback to previous pay periods, you
need to contact us.

= w Update 3¢ Q Sear -« » " =]
| ” ” 1 & ” ” | | Pay ¥r e | |V7’ Ciuick Search

Payroll Period Close

Pay Made l:lg Status Close
Pay rear/Mth Pay Period I:I
Created By | | |j Modified By | | |j

| Re-open Pay Period |

Employee not in Payment batch

| ” ” 1 W || ” | | Employee ID - ” |V_/’ Quick Search

Go to Payroll Processing > Period Close.

Click the Query by form button to show a listing of periods (enter under Payroll
Master File > Company > Pay Period > M/H > Pay Period Details). Select on the
pay period you wish to close.

+ «" Update x Q Search @gQuery 41 Mowve Prev ‘g Mowve Mext iy q
I:“:“ 1 V” ¥ “EI |Pay ¥r v|| |V_'// Quick Search
[ Javyc |ayrth payPeriod |payrollode Closez |
2013 1 4 Jua T
2013 2 4 Jua il
2013 3 4 i} il
2013 4 g i i
2013 S 4 i} il

Payroll Period Close

Pay vear/Mth [z013 _ FPay Period
Created By [dbo [ejozizotz 1146 | Modified By [dbo [1507jz015 11003 | 7

Employee not in Payment batch

I:“:ll:”:l | Employee ID - || |7_; Quick Search
Clemsloveein  bame
BaO1MOO01 Tarmmy Leong

Click on the Update icon. Set the Status Close as ‘Yes'.
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Payroll Period Close

Pay Mode ICIQ Status Close
Pay Tear/Mth  [2013 _ Pay Period

Created By |-:|bo |25;02;201311:45 |_J| Modified By |.:||;..:. |15;0?;201311:03 |_}|

Employee not in Payment batch

1 v Employee ID v Wy Quick Search
Ll 1 I |
T T

BAOIMOOO1 Tarnmy Leong

Click on the Save icon and this pay period is closed.

7.2 Re-Open the pay period

= w Update 3¢ Q Sear -« » Y
|_“_| 1 |w |_“_| Pay Yr ~ |V7/ Quick Search
[ oy Ve poy ot oy Period [rayro ode [cores |

Payroll Period Close

Pay Made l:l 1) Status Close
Pay vear/Mth |z013 - Fay Period I:I

Created By | | |j Modified By | | |J

| Re-open Pay Period |

Employee not in Payment batch

|_“_| 1 |» |_“_| Employee ID - V_/’ Quick Search
Cioreeo ——

Go to Payroll Processing > Period Close.

Select on the pay period you wish to re-open.

Payroll Period Close

Pay Mode " Status Close -
Pay vear/Mth  |2013 Pay Period

Created By |dtu: |26,|'02,|'201311:41 JE Modified By |dbo 15072013 11:05 | ]

]

[

Employee not in Payment batch

1 |» Employee ID v W2 Quick Search
AR | | %
Pneteep |

BAQIMOO01L Tarmrny Leong

Click on the Re-Open Pay Period. The Status Close will be set to ‘No’.
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8. IRAS (Year End Processing)

At the end of the year, employer will need to generate the IRAS forms for the
employees on taxation statements based on the tax year and employer tax ref number
specified. The IRAS form is divided into two sections: Company details and Employee
details.

8.1 Creating a IRAS record

ik
g

" Add 'v Update 3¢ @) search @RaQuery 5 -« » -

hd = v

Employee IRAS Form

Referance ‘ | ‘ |

Company Type Tax Ref Type

Ernplayer Mame ‘ |

Ernployer Address ‘ |

Date of Incorparation l:l iz Upload Status

Authorised Person Making the Declaration Remarks

Marne |

Designstion [

Tel Mo |

IRBA ABA A8B IRBS

[ <l ~|.|»] [empemn ~ [ |z cuick Search [N Query Builder [Z€] Export To Excel

To begin with, Go to Payroll Processing > IRAS and click the Add icon to create a
new IRAS record.

Employee IRAS Form

Reference |IRA ‘PY |

Pay vear EE] Ernployer Tax Ref 1234567 & ]
Company Type Government Dept v Tax Ref Type Others (Obsolete) v

Employer Nams |Demo Companyl

Ernployer Address |19 Kallang Ave #04-161/16 SINGAPORE 333410
Date of Incorporation  [01/10{2013 ] Upload Status

| Import 84 Details |

Authorised Person Making the Declaration Remarks
Harne [rrere |
Designation |OEISOLETE| |
Tel Mo [pz934828
IRBA ABR ABB IR8S
[« ~ 1] [empetn v [ Quick search |5go Add ew | (T Query Buider [38] Export To Exce

Modified On

Donations (Mosque Contribution

Input the Pay Year, Employer Tax Ref, Company Type, Tax Ref Type, Employer
Name and Employer Address.

Click the Add New button and enter in the IR8A details of the Employee IRAS Form.
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IR8A Form-Employee Details

Pay Year EIE] Employer Tax Ref  [1234567 8 |

Ermployes 1D BAoINGDD! = Employes Tax Ref  |S02021008 | [mr1c ~|
Full Marme of Employes |Tammy Lecng |
of Pensioner | |
Residential Address |35 Johnny Road, #13-22 SINGAPORE §17261 |
|

Date Of Birth 0770911951 | Sex MALE |
Marital Status MARRIED -

Dresignation |CEO |

Date Of Commencement ::,_Ej Date Of Cessation :}_ﬁ

Remark || |
INCOME INCOME/Others {d1-d4} INCOME,/Others {d5-d9} DEDUCTIONS

=) Gross Salary, Fees, Leave Pay, Wages and Overtime Pay
b} Bonus {non-contractual bonus declared on El I EI 12013 and for conkractual bonus

far services rendered in 2013)

c) Directors Fees approved at the company AGMIEGM on EP' @2013
dy athers { items d1 to d9 )
) Emplovees Income Tax borne by emplover

If income tax is Fully borne by employer, DO NOT enter amount in (i and i)

Disable

Printing
EFeated By J On j Modified By On

IRGA
Form

O

B

Enter in the IR8A details of the Employee IRAS Form.
Click on any employee record in the bottom segment to view employee’s details.

You may fill in the information under the Income Tab, Income/Others (d1-d4) Tab,
Income/Others (d5/d9) Tab and Deductions Tab (if any) to complete the form.

Employee IRAS Form

Reference e [pr [2013000001 |
Pay rear Employer Tax Ref Q)
Ernplayer Name |Demo Cormpariy 1

Employer Address |19KallangAVE#U4—l61p’16SINGAPORE33941EI

‘ Import 8A Details ‘

Authorised Person Making the Declaration Remarks

Harne [mene |

Dresignation |QE|50LETE ‘

Tel Ho [s2azagze

IRGA ABA AGE 1R85
[e] <l =] ]] [Empem> | |4 Quick Search |4 addnew [V Query Bulder [3€] Export To Excel
[Tompe1> — rmpe tmcke. Name —lorasssalary bonus _Others Amt_ CP-Amt Donations Mosque Contmbution Modiedon |
BAOINOOD!  |50202100E Tammy Leong 0.00 0.00 0.00 i 0.00 0.00/15/31/2013 05:31

Once the company details are completed, click on the Import 8A Details button to
import employees’ details. Individual employee records will be listed in the bottom
segment.

After making the necessary changes, click on the Save icon.
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