FINAL PAYROLL

Intfroduction

Steps to do final payroll to process the net pay amount based on computerized calculation.
Steps

1. On top of your screen, look for human resource > maintain
employee> double click any one of the employee and go into
this screen

54 Employee =N EcR <=
Code: 001 - Job Title: Active
Mame: LEE CHONG WAI

Personal I Grouping I Family |PBW°”1”F°| Allowance | Deduction I MNote I History I Child | Attachments | Save
Wages Type: I— - I SOCS0 Mo: . Cancel
Wages: | 3,000.00 | SOCSO Type: m
Contribution: — - Tax Branch: =

(e [

Frequency: -— - Tax Mo:
Payment Method: — - Marital Status:
Bank: - Spouse Working [ Spouse Disabled [
Bank Account Mos: Tax Category: a
Self Disabled = Resident Override Tax Category |
EPF Mo : EA Serial Mo:
MK Join Date: 02/01/2010 -
Initial: Confirm Date: 01/04/2010 -

Resign Date: -

Make sure you have select the correct wages type and key in the wages amount



_— MNew
Code: 001 +  JobTitle: [#] Active

Mame: LEE CHOMG WAL

Refresh

=Y
~ | Personal | Grouping | Family | Payrell Info. | Allowance | Deduction | Mote | History | chid | Attachments
IEE
£ Alowance  DESCRIPTION RATE EPFF  50CS0 PCB PA  OT EA  HRDF  Tax..|| |]
Ho1 Handphaone 150,00
MO1 Meal 80.00
piPOL Petral 300.00 Preview |:

This screen is to set your employees monthly fixed allowance

Click on the ‘+' button where the red arrow pointed, then select the type of allowance that you maintained in
allowance maintenance

Key in the amount in the rate column, and tick on the deductions that need to be calculated, and remember to
save after done.



2. On top of your screen, look for human resource > maintain

employee> double click any one of the employee and go into
this screen

,_g:; File Edit View Human Resource Payroll Leave |nquiry Tools Window Help
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Ref 1:
Ref2:

- To process the month FINAL payroll -

Transaction Posting
L] L]
Year: 2015 7 Month: 3 &=
Payroll Transaction

Process Date:  31/03/2015 =

Process From: 01/03/2015 » To 31/03/2015 = /

Cut-Off Day: e

Description
Description 1: ~ Month End (03.2015)
Description 2:

[F] include Default Wages/Allowance/Deduction in addition to Pending Transactions

Select the correct year and month , for those that are not cut off at month end you can click on the ‘...’
button at where the red arrow pointed to select the cut off day.

Description2, refl and ref2, you can key in as reference purpose.

A. Click on the process to proceed, then you will see the screen below

ﬁ File Edit View Human Resource Payroll Leave Inquiry Tools Window Help

d° |@@@@ % & :.‘[--]@_\ - T
i Code Name Welcome |
k(001 LEE CHONG WAI
w eoomien Month End (03.2015) - Mar 2015
004 WONG CHUN HAN
005 YAP KIM HOCK

[‘ Print Pay Sip ” Print EPF Borang A ]

[ Print Payroll Summary ] [ Print SOCSO Borang 84 ]

’PrhtPaymentSu'rrnary ] [ Print Income Tax CP39 ]

B.Click on the print payslip fo check on the amount that calculated from system
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Process: 1 - Project: - E] Sort By :
e T — Employee

Branch: - E] Job: - E] Employee Name ]
E— [ Eranch ol

Department: - E] Task: - E] Department =
. FRGroup (¥

Group: - E] Payment Type: :} Project
— Job

Employes: v [ Task

Payslip Message:  Motes: —

Paol e

Month End (03.2015)
Drag a column header here to group by that column
£ NAME \Wages Allowance _Deduction _Overtime Eonus Paid Leave Inpaid Leave Commission PCB Normal PCE Bonus 2CE Director CB Addition: PCB EPF Normal _PF Additionz _EPF Bonus _ ZPF Director_mployee EPF implo
M LEE CHONG 3,000.00 530.00 = = S = S = = S = S = -390.00 S = 4 -390.00
s s e i
KOO KIAN KI 2,000.00 120.00 - - - - - - - - - - - -234.00 - - - -234.00 -
NICOLE 2,800.00 230.00 4 = 4 s 4 4 = 4 s 4 4 -335.00 4 s 4 -335.00 9
WONG CHUM 3,200.00 730.00 - - - - - - - - - - - -434.00 - - - -434.00 -
‘AP KIM HOI 5,000.00 750.00 9 = 9 = 9 9 = 9 = 9 9 -£38.00 9 = 9 -638.00 5
ﬁ Eile Edit View HumanResource Payroll Leave Inquiry Teels Window Help I:"El El
4, Q00D 23 2HO =
Process: 11 - Project: - E] Sort By :
— Employee
Branch: - E] Job: - E] Employee Name N
- [ Branch (2]
Department: - E] Task: - E] Department ‘al
HRGroup b
Group: [ Pamentmpe: [ -] Project
Job
Employee: v [ Task
Payslip Message: Notes: s

Payroll Payslip | Payroll Payslip

Month End (03.2015)

Drag a column header here to group by that column

AME Bonus  =PF Direchi mﬂczea EFt ﬂo:er EPF ﬂozea SOC: iployer SOC! wdvance Pﬂ |vance Dedu Loan Claﬁ DJirector Fee Tax Benefit ax Deduction  Gross Paz oss Deductic iross Net Pa' Ag‘ustment

———————
L EE CHONG -390.00 -461.00 -14.75 -51.65 3,530.00 -404.75 3,125.25 3,125.23
KOO KIAN KI - - -234.00 -276.00 -10.75 -37.65 - - - - - - - - 2,120.00 -244.75| 1,875.25 -|  1,875.25
NICOLE N N -335.00 -396.00 -14.75 -51.65 = N N N N = = -/ 3,030.00 -349.75 2,680.25 -l 2,680.25
WONG CHUP - - -434.00 -513.00 -14.75 -51.65 - - - - - - - -/ 3,930.00 -443.75 3,481.25 -|  3,481.25
‘AP KIM HO! 4 4 -638.00 -696.00 -14.75 -51.65 = 4 4 4 4 ° = -  5750.00 652,75 5,097.25 -| 5087.25

| 203100 23200 6975 -244.25 - I I ] ] ] ] -| 1835000 2,100.75 | | 16,259.25

You can scroll to the right to check completely

C.Assume it is all correct amount, just click on the preview to check on how it will be printed out with 5 kinds of
designs.

D.After you have selected your prefer format, you can direct print / export fo documents that you want



Referimage below to export to other documents, for printing jiust click on the printericon at the most left

The second image below is a sample of pdf file after exported

<l File Edit View HumanResource Payroll Leave Inquiry Tools Window Help ==

|
gFastRzeport =N =R
SR OEER - D E| - o€
-

Export to Microsoft Excel ‘J

Export to Microsoft Excel - Open XML
Export to HTML 5 Layered pany 4]
Export to E-Mail Client WATI (I/CNO : 881212-01-4321) 50CS0 : Payslip For

Export to E-Mail Client (Batch) EMPLOYEE NO : 001 EPF : MAR 2015

Export to Text file TAX:

Export to CSV file Deductions RM | Leave Type B/F Entitle YTD MTD Bal.
E  ExporttoRTFfile EPF Employee -390.00 | Annual Leave 0.00 16.00 0.00 0.00 16.00
Export to Micrasaft Excel via OLE 5050 Employee -14.75 | Medical Leave 0.00 22.00 0.00 0.00 22.00
i Export to Microsoft Word - Open XML
Export to Microsoft PowerPoint - Open XML
Export to Excel table (XML)

Export to Open Document Text

Export to Open Document Spreadsheet
Export to dBase (DEF) file

Export to HTML file

Export to HTML 4 Layered

Export to E-Mail (Native)

Total Dedudion -404.75

Amount
Export to EMF image 150.00 =

D Export to GIF image L
a Export to JPEG image
— Export to PNG image
Page 1of } PR.Payslip1A.Report.fr3
Export to TIFF imaae

Export to BMP image

E PR.PaysliplA.Report.pdf - Adobe Reader
File Edit View Window Help

Don | HRABEESE| @[k @@= ]| HD|2 2L Too

Testing Company g

NAME : LEE CHONG WAI (I/C NO : 881212-01-4321) S0CS0 : Payslip For L
DEPT: —— EMPLOYEE NO : 001 EPF: 1
BANK A/C NO : TAX: MAR 2015
Earnings RM Dedudions RM | Leave Type B/F Entitle YTD MTD Bal.
Basic Salary 3,000.00 EPF Employee -390.00 | Anrual Leave 0.00 16.00 0.00 0.00 16.00 W
SOCS0O Empbyee -14.75 || Medical Leave 0.00 22.00 0.00 0.00 22.00
Allowance 530.00
Total Earning 3,530.00 | Total Deduction -404.75
Allowance Amount
Handphaone 150.00 [
Meal 80.00 L]
Petrol 300.00
Pad  CunentMth |  YearToDate [
Inome Tax PCB - - - B =
EPF Empoyes - 390.00 390.00 APPROVED BY :
EPF Empoyer - 461,00 461,00
S0CS0 Employee - 14.75 14.75
SOCSO Employer - 51.65 s165 | Net Pay RM 3,125.25 RECEIVED BY :
Notes:

E.1 Back to steps 2.B.
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F 00000022 EHO
Report: Group/Sort By :

Process: 1 - Employes: - [¥] Emplayee Al
B — E] Pl B E] [] Employee Name @l
Branch: v [o] Project: v [ [T Branch de
F E Department =
Department: v [o] 300 v [ [C] HRGroup
] [ Progect
Group: v [ Task: - [ Bl b I

SR —

Payroll Summary

Month End (03.2015)

Drag a column header here to group by that column

£ NAME = MOL HOL POL Gross Pay. EPF SOCS0__ PCB Normal CB Addition: sross Deduc PF-Emplove CSO-Fmploy iross NetPa Adjustment NetPay _ Gross Zakat ax Exempter
I LEE CHONG 3,000.00 80.00 150,00 300.00) 3,530.00 -390.00 -14.75 = = -404.75 -451.00 -51.65| 3,125.25 -| 3,125.25 =
KOO KIAN K| 2,000.00 120.00 2,120.00 -234.00 -10.75 - - -244.75 -276.00 -37.65 1,875.25 -| 1,875.25 - -
NICOLE 2,800.00 80.00 150,00 3,030.00 -335.00 -14.75 = = -349.75 -396.00 -51.65| 2,680.25 -| 2,680.25 = =
WONG CHUM|  3,200.00 80.00 150,00 500,00 3,930.00 -434.00 -14.75 - - -498.75 -513.00 -51.65| 3,481.25 -| 3,481.25 - -
YAP KIM HO 5,000.00 150.00 300.00 300.00 5,750.00 -638.00 -14.75 = > -652.75 -696.00 -51.65 5,097.25 - 5,097.25 = =

This is print payroll summary (a quick summary to check on all those wages, allowance, gross pay, epf , socso

etc... of all employees)
Refer back to Steps 2.C and 2.D to export / print it out

E.2 Payment summary

Fayment Type Payment Method Totd Amount Emplovee Count

Report

oinage Repart

Month End (03.2015)

Drag a column header here to group by that column

= NAME 100 50 10 5 1 0.5 0.2 0.1 0.05 0.01
o 25E 7 1 3 1
KOOKIA... | 1,875.2518 1 2 1 0 0 1 0 1 0
NICOLE 2,680.25|26 1 3 0 0 0 1 0 1 0
WONGC... | 3,481.2534 1 3 0 1 0 1 0 1 0
YAPKIM... | 5,097.25/50 1 4 1 3 0 1 0 1 0

Click on the Blue coirage report, then you will go to a screen that show you how the cash notes is bei
the employees.

E3 &EA4
For print epf borang a, socso borang 8a

It will display the employee epf, socso / employer epf, socso correspondingly.

ng paid fo
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= Code Mame Welcome | ool |
? /m
Y

003 NICOLE

004 WONG CHUN HAN

005 YAP KIM HOCK

[ Print Pay Slip ] [ Print EPF Borang A ]

[ Print Payroll Summary ] [PrhtSDCS[JBorangﬂA ]

’Pr‘htPawnentSL.u'rrna"_r ] [ Print Income Tax CP33 ]

You can double click your employee name to check on its individual's amount

i File Edit View Human Resource Payroll Leave Inquiry Tools Window Help
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Code Name Welcome | 001
ool LEE CHOMG WAL 3 e
PHO S|~
002 KOO KIAN KEAT ! ] i | =
003 NICOLE :
004 WONG CHUMN HAN Wages: 3,000.00] Loan: - LEE CHONG WAI
0as AP KIM HOCK ————————— ——
Allowance: 530.00| Deduction: - Month End (01.2015)
Overtime: - |EPF: 390.00 Employer EPF: 461.00
Commission : - |50C50: 14.75 Employer 50C50: 51.65
Claims: -
Paid Leave: -
Director Fees: - CP38: - Computerized Calculation
Bonus: - Unpaid Leave: - |BCE:_Print PCE 15.35 ICl
Advance Paid: - Advance Deduct: - Gross Zakat: -
I Gross Pay: 3,530.00 Gross Deduct: 420.10 Gross Net Pay: 3,109.90 I(Adjustment) -2
uet Pay: 3,109.90|

This is how ifs look.

THE END



