PAYROLL FREQUENCY SEITINGS

Frequency — Where one company will pay salary twice or more times in a Month.

Go to Payroll - Maintenance - Maintain Frequency
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30 New Payroll...

¢+ Open Payroll...

4+ Open Pending Payroll...

Maintain Wages...

Maintain Frequency...

Maintain Contribution...

 Print Pay Slip...
i— Print Payroll Summary...

Maintain Allowance...

ﬂ: Print Payroll Summary (Work Unit)...
|~ Print Coinage Report...

|~ Print Cheque Listing Report...

[ Print Credit Bank Report..

ﬂ: Print Contribution Info...

Maintain Deduction...
Maintain Overtime...
Maintain Claim...

Maintain Commission...

‘g Maintain Payment Method...

v

Government Reports

ﬁ Print Yearly Payroll Report...
ﬁ Print Yearly Individual Report...

Press New and set accordingly to what you prefer.

The Below is an example of Half Month Payroll with 50% contribution of Wages, Allowance and Deduction.
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Next, Go to Human Resource > Maintain Employee - Select the particular Employee - Go to Payroll Info Tab
-> set the Frequency According to the Maintenance Frequency respectively.
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Contribution:

Payment Method: -
Bank:

Bank Account No:
Self Disabled

EPFNo:

Resident

Tax No:

>

- Marital Status: 1 single v

- Spouse Working Spouse Disabled
Tax Category: a

Override Tax Category

EA Serial No:

The End result of the Maintain Employee part = Click Save

ﬂ Employee
Code: 003 v  JobTitle: Active
Name: NICOLE

Personal | Grouping | Family | Payroll Info. | Allowance | Deduction | Note | History | child | Attachments |

Wages Type: —_ - SOCSO No: =
Wages: 2,800.00 SOCSO Type: First Category v
Contribution: — - Tax Branch: —
Preview [ :]
@ HALF ) Tax No: ||
Payment Method: - - Marital Status: 1T single v Refresh
Bank: - Spouse Working Spouse Disabled Browse |
Bank Account No: Tax Category: c1
U
Self Disabled Resident Override Tax Category
EPF No : EA Serial No:
NK: Join Date: 02/01/2010 =
Initial: Confirm Date: 01/04/2010 -
Resign Date: ii -
£ Employee ===
Code: 003 -~ Job Title Active
Neme: NICOLE
| Personal | Grouping | Family | Payroll Info. | Allowance | peduction | mote | History | chid | Attachments m
| = Cancel |
= Allowance DESCRIPTION Tax Code
»[Ho1 Handphone More )
IMo1 [Meal 80.00 | [=3] =
— [coreview ][]
Browse

 The above Employee (Nicole) has an Fixed Allowance of RM230.



Next, Go to Payroll > New payroll > Frequency

JB Frequency Payroll Process

1 ~ Select the Frequency as you Set in Maintenance Frequency (EG: Half).

N) - To process the MID month payroll - =
L-.\ Transaction Posting Employee: 3
L § ® vear: 2015 %) Month: 6 % = Code
e : » 003 INICOLE
Process Frequency
(= Frequency: HALF =
)
! $ /'g'{ Sequence: Seq DayFrom DayTo Contrib (%)
L Frequency , Il 11 |15 150
q Payroll Transaction
Ad Hoc .
UTD Contrib % 50 ‘_: Process Date:  15/06/2015 w
Process From: 01/06/2015 v To 15/06/2015 v
Description
Description 1:  HALF MONTH PAYROLL (06.20:
Description 2:
Ref 1:
Ref 2: ‘ 1
[ indude Default Wages/Allowance /Deduction in addition to Pending Transactions

2 ~ The Employee/s that u have set as the Frequency type in Maintain Employee will show in this column

3 ~ Tick the Sequence that u wan to process.

4 ~ Click PROCESS

The following result below will show in the HALF MONTH FREQUENCY PAYROLL.

Contribution 50% - [Basic Wages (2800) x 0.5 = 1400] [Allowance (230) x 0.5 = 115] with EPF & SOCSO.

85 HALF MONTH PAYROLL (06.2015) [Period: 06 / 2015]
2 Code [ Name [ | o003 |

/ =irEire=]

Wages: 1,400.00 Loan: - NICOLE

Allowance: 115.00 - HALF MONTH PAYROLL (06.2015)

Overtime: -1 EPF: 168.00 Employer EPF: 198.00

Commission: - SOCSO: 7.75 Employer SOCSO: 27.15

Claims: D

Paid Leave: -

Director Fees: - CcP38: - Computerized Calculation

Bonus: - UnpaidLeave: - PCB: PrintPCB G

AdvancePaid: - Advance Deduct: - Gross Zakat: -

Gross Pay: 1,515.00 Gross Deduct: 175.75 Gross Net Pay: 1,339.25 (Adjustme|
Net Pay: 1,339.25

1

Process Missing Employee




Next, go to process

35 Final Payroll Process

P - To process the month FINAL payroll -

/rf'\ Transaction Posting

L.J;{ Year: 2015 | Month: 6
Final

Payroll Transaction

r\»}
> '—.-‘ Process Date:  30/06/2015
L....éq Process From: 01/06/2015 v To 30/06/2015 w
Frequency
[
f'\) Description
L‘ﬁ Description 1:  Month End (06.2015)
AdHoc Description 2: I
Ref 1:
Ref 2:

|41y

[} 1ndude Default Wages/Allowance /Deduction in addition to Pending Transactions

Select the Employee ( Nicole ) that you’ve process Frequency. The following is the result of Employee that had
process Frequency. Wages - [2800 (Basic) — 1400 (Frequency) = 1400 ]

Allowance - [ 230 (Fixed) — 115 (Frequency) = 115]

&% Month End (06.2015) [Period: 06 / 2015]

H Code Name

| |001 LEE CHONG WAI
002 KOO KIAN KEAT

>/ 003 NICOLE
004 WONG CHUN HAN |
005 YAP KIM HOCK
'5

[S=rs=]
[welcome | 003 |
BHO S| S
Wages: 1,400.00 Loan: - NICOLE
Allowance: 115.00 Deduction: I - Month End (06.2015)
Overtime: T - EPF: 167.00 Employer EPF: 198.00
Commission: - socso: ~ 7.00 Employer SOCSO: 24.50
Claims: =
Paid Leave: =
Director Fees: - CP38: - Computerized Calculation
Bonus: i - Unpaid Leave: - PCB: PrintPCB -c1
Advance Paid: - Advance Deduct: - Gross Zakat: =
Gross Pay: 1,515.00 Gross Deduct: 174.00 Gross NetPay: 1,341.00 (Adjustme

Net Pay:

1,341.00

The Above is Example of 50% Contribution of HALF MONTH FREQUENCY PAYROLL

~7HE END~



