SQL Payroll: Leave Module

Before assigning leave group to your employee, you need to make sure that you have leave type and
leave group maintained beforehand. “Leave Type” simply means the nature of the leave, while
“Leave Group” is the grouping method of employee according to their leave entitlement.

a) Maintain Leave Type
1) Firstly, point to “Leave” tab and select “Maintain Leave Type”
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2) Click on “New” button on the upper right corner to create new leave type
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3) Assign code for your leave type.
eg: Mal for Maternity Leave;

Tick on the relevant pay entitlement;
And “Save”.

Code  [al |

Description \Materrity Leave

[v]1sEntile [ Jisunpaid [¥]B.Forward
Style ‘123 v‘
[]actve! | Setas Default

Preview =

Browse

4) You have your new leave type created.
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b)
1)

2)

Maintain Leave Group
Firstly, point to “Leave” tab and select “Maintain Leave Group”
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Click on “New” button on the upper right corner to create new leave group.




3) Assign code for your new leave group.
eg: FW for “Foreign Worker”;

Click on the “+” button to select the entitled leave type for this particular leave group.
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4) Taking “Annual Leave (AL)” as an example.

By default, the calculation for “Annual Leave” is as such:

Year of Service (Years) Day of Leave Entitled (Days)
1to2 8
3to4 12
>4 16

If your company’s annual leave policy follows this default setting, you can point to the

“Entitle” tab and select “Annual Leave Entitlement Policy”. With that, the calculation will

follow the default setting.
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Click “Save”.

5) If your company does not follow the default annual leave setting, you can always customise
your own calculation by calling out the “Entitle (Table)” column.

New

| Edit -

Delete

Amount Entitle (Table)

1

— - Preview =
ﬂEntiﬁe (Table)

Browse

£== o
Description  FOREIGN WORKER | Edit |~
Active | setasDefault Delete
= o]
: Leave Type Entitle Amount Entitle (Table) "'j
o
Preview v

i

Browse




6) Click on the “+” button to call out the row bar for you to key in the “Year From”, “Year To”
and “Days”.

<No data to display >

7) For example, your company complies to the calculation as below.

Year of Service (Years) Day of Leave Entitled (Days)
1to2 8
3to5 12
>5 18

Thus, you need to key in the table as such:

Year From Year To Days
1 2 8
3 5 12
5 99 18




Click “OK” then you will come to this. The new calculation will be clearly stated out in the “Entitle
(Table)” column. Then, click “Save”
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c) Employee Leave Group Assignment

1) Firstly, point to “Human Resource” tab and select “Maintain Employee”
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2) Select relevant employee. eg: Nicole. Click “Edit”
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3) Click on “Grouping” tab, and you will see “Leave Group” at the last panel.
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4) Assign relevant leave group.
eg: Foreign Worker (FW)
Then, Click “Save”
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d) Leave Application
1) First, point to “Leave” and click on “Leave Application”

. Eile Edit View Human Resource Payroll BEZWER Inquiry Tools Window Help

Leave Application...

Leave Entitlement Processor...

|| Maintain Calendar...
Maintain Leave Type...

Maintain Leave Group...

Print Leave Application Report...
Print Attendance Report...
Print Leave Balance Report...

Print Yearly Leave Report...

Maintain Employee

New Payroll

Past Payroll

2) Select the year. eg: Year 2015
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3) Point to the name of employee and click into it. eg: Lee Chong Wai
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4) Click on the “+” button. A row will appear in the display box where you can select the
date, type of leave and number of day as how your employee applied. Click “Save” once

the application is done.

Name Welcome = 001
|LEE CHONG WAL
o | ] S -
e iReee
s oot L] [ (] ud
[N HOGK LEE CHONG WAI
4 January 2015 February 2015 March 2015 »
M TWTFSS M TWTFSS M TWTFSS
1293031 123 4 5 1 o 1
5678091011 2345678 223456738
31213141516 1718 7 9101112131415 1 910 11 12 13 14 15
T Date & Leave.. Desaiption Day DayAsTime| |19202122232425 516171819202122 3(16171819202122
526 27 28 29 30 31 (232425262728 9232425262728 29
#3031
April 2015 May 2015 June 2015
M TWTFSS M TWTFSS M TWTFSS
o 12345 3 123 231234567
# 6 78 9101112 ¥ 4 56 7 8 910 4 8 91011121314
<No data to display> 313141516 1718 19 (1112 13 1415 16 17 5[15]16 17 18 19 20 21
©|20212223242526 1819202122234 222324252627 28
22728 29 30 =[25262728293031 #2930
July 2015 August 2015 September 2015
M TWTFSS M TWTFS S M TWTFSS
HD o 12345 = 12 = 123456
@ 6 789101112 2 3456789 ¥ 78 910111213
513191516 171819 =10 111213141516 3 1415 16 17 18 13 20
Leave Balance (2021222324252 17181920 212223 2122 23 24 25 26 27
T teveTupe| Enille = =g =(27 2529 30 31 :;tzszszm;sw «28 29 30
Ha | sl om|  om| o October 2015 November 2015 December 2015
e [ 2200 0.00] 0.00 2.0 MTWTFSS MTWTFSS MTWTFSS
o 123 4 4 1« 123456
45678091011 52345678 %78 910111213
(1213141516 1718 = 9101112133415 =14 1516 17 18 1920
#19202122232425 + 1617 1819202122 2212223242526 27
262728293031  #23242526272829 =28293031 1 2 3
B I I 30 445678090

[lPrompt dialog when exceed leave entitie lmit [ RestDay  [¥] Public Holiday




o
2015 Leave

r==n~|

Stleecen

o [ e

#4586 78 91011
4212 13 14 15 16 17 18
431920 21222324 25
|26 27 28 29 30 31

% 2345678
4 910 1112 13 14 15
4716 17 18 19 20 21 22
2324252027829
30

LEE CHONG WAI
4 January 2015 February 2015 March 2015 »
MTWTFSS MTWTFSS MTWTFSS
293031 1 2 3 4 9 19 1
567891011 52345678 ©2345678
{12131415161718 7 9101112131415 = 91011121314 15
o ~ = {1922122232925 7B M22 =BT AR
e T 200l 08:00 5126 27 28 29 30 31 (232425262728 :gi:zszsznszg
Apeil 2015 May 2015 June 2015
MTWTFSS MTWTFSS MTWTFSS
u 12345 3 123 21234567
36 78 9101112 = 456 78 910 =8 91011121314
#{13141516 171819 = 111213141516 17 =[ll16 17 18 18 20 21
7(20212223242526 18 1920 212223 24 (22 23 24 25 26 27 28
(27 28 29 30 u25262728293031 #2930
uly 2015 August 2015 September 2015
MTWTFSS MTWTFSS MTWTFSS
o 12345 = 12 % 123456
2 S e 6789101112 ¥ 3456789 ¥ 78 910111213
(13141516 17 18 19 =10 11 12 13 14 15 16 3 14 15 16 17 18 19 20
Leave Balance ©(2021222324252 W17181920212223 21222324 2526 27
P ———— = == 2(2728 930 31 :ﬂzszsz‘lzezsao ©28 29 30
LY 1600 0:00 Sl October 2015 November 2015 December 2015
| |me z.w| 0.00| 0.00] 20 MTWTFSS MTWTFSS MTWTFSS
“ 1234 4 1 % 123456

= 7 8 910111213
5114 15 16 17 18 19 20
522122 23 24 25 26 27
22823031 1 2 3
1456 78 910

5)

[V]Prompt dialog when exceed leave entile imit [ | Rest Day [v] Public Holiday

Time” column. 1 working day has 8 working hours.

6) Select the duration of the leave. eg: 3 hours. Then system will automatically calculate
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the number of day as 0.38 day.

If your employee applies for half day leave or leave calculated in hours, call out “Day As

Z Date £ Leave... Desaription Day Day As Time
1|15/06/2... AL Annual Leave 0.38[_ 03:00
1 100 08:00
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e) Leave Entitlement Processor
1) Leave entitlement process can be done once a year. First, point to “Leave” and click on

“Leave Entitlement Processor”.
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2) Select the Transaction Posting Year. eg: 2015. And click “Process”
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3) You will see a table clearly stating the number of leave each and every employee
entitled in the year 2015.
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£ Code Name AL MmC Mal BF

» 001 ]LEEU'ICMWAI 16 22 0 0

002 KOO KIAN KEAT 16 22 0 0

003 NICOLE 16 22 0 0

004 WONG CHUN HAN 16 22 0 0

005 YAP KIM HOCK 1 2 0 0
Count =5

4) System allows you to edit the number of day. Click “Save” when the setting is done.
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