Steps to process Commission

1) Set the commission for employee
-Payroll/Maintenance/Maintain Commission

-Create new for a new commission rate -

Fiths Commission = & |[=]
Code Desiption Rate '
Default Commission

.

i

Delate

2) Open pending payroll for commission
-Payroll/Open pending payroll/Commission

-Insert the employee and amount

13 Pending Commission - Jun 2015 =N =l ==

® Llle®oa™y

£ Trans Date PostDate moloyss Code Description Work Unit Rate PCE gt
»13/06/2015 F 13/06/2015 |Default Commission | 1.00| N z000.00 8 I

Count=1 2,000.00




3)Process month end

-Payroll/New payroll/Process

- To procass the month FINAL payroll -
Transaction Posting
Year: 2015 |3 rMonth: 6

=
Lx | =
Payroll Transacton

Process Date: 30/0S/2015

Process From:  0106/2015 ~ To 30/06/2015

Descripdon
Desoription 1 MMonth Erd (06, 2015)

Desaripbon 2:
Ref 1:
Foef Z:

[ incude Default WagesAllowance O in addition to Pending Transactons [ Process
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Process Adhoc

-Tick EPF & PCB & Monthly Fixed Allowance/Pending Payroll

-

a5 Ad Hoc Payroll Process |

Final Payroll Process [= ===

-1.-;) ] - To process the MID month Adhoc payroll -
- Transaction Posting Employee:
4 $ r“_ﬁ( Year 2015 ‘= HMenth: & = = Code Mame
— ¥ [+ 001 LEE CHOMG WAL
Fayroll Transaction [+ |noz KOO KIAN KEAT
'
Process Date: | 13/06/2015 « [ loas MICEA E
: . E 004 WONG CHUM HAM
Frocess From: | 01/06/2015 » To |30/06/2015 | _ | [+ |oos TAP KIM HOCK
[w|=rF
[socso
[v]ece
(TyBonus [ Allwance (To input your amount)
(@) Monthly Fived Allawance [ Pending Payralll .|
Descripton
Description 1: Ad Hoc (06,2015)
Description 2:
Reef 1:
Ref 2:
5

[CJincude Default wages/allowancsDeduction in additon to Pending Transactions ’ Process




-Tick Commission

Monthly Fixed Allowance / Pending Payroll E

| scerwrion . =|

UMD Contrib % | 100 5| (for Fixed Transacton)

Allowance: (| | t “ZI
Deduction: (| | t “ZI
|:| WWages

Allowance: 1 | L “:I

Deducton: [ | gt “ZI

wwages [ owvertime [ claims

[ Paid Leawve [ Bonus [Jpoirector Fees [ adwance Paid
JLoan [ unpaid Leawve dTax cF3s

4) Double click the employee that you gave commission

| Print Pay Sip | | Print EPF Borang A

| PrntPayrol Summary | Print SOCSO Berang 8A

Print Income Tax CP33




5) Refer to commission column

Month End (06.2015) [Period: 06 / 2015]
| Welcome | ©01 | a
H >
004 :W\DNG CHUN HAN Wages: 5,000.00 Losn: -l LEE CHONG WAI
pos P HO Allowanze: [ 530,00 Deduction: -] month End (06.2015)
Oner e - EPF: 835,00 ESmployer EFF: 912,00
Commission: | 2,000.00 SOCS: © 14.7s| Employer SOCSO: 5155
aimsE: -
Pad Leave: 1]
Director Fees: - CP3a: - Computerized Calculation
Bonus: < UnpaidLeawe: | -| PCE: FrintPFCE 108.50 €1
Acdvance Paid: - Adwvance Deduct: - Eross Fakat: -
Gross Pay: T7,530.00 Gross Deduct: 9E9.85 Gross MetPay: &, 570.35 (Adjustmes
Net Pay: 6,5?0.35
5
Process Missing Employee

END



