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How to Setup Company Profile :

Maintain Payroll Company Profile

Step 1 : Look for File then Company Profile

¥ SOL Payroll Enterprise Edition - E STREAM SOFTWARE SDN BHD [2018]

Edit View Human Resource Payroll Leave |nquiry Tools Window Help

New Application Window ’

Open...
E‘E'ﬁl-:nrr‘lparr_-,v' Profile..,
Product Activation..,
a3 Logon i O B
3 "/0 ves

Change Password...

l,‘% Backup Database...

Show Active Connections...

% Close Ctrl +\v

% Close All Mairtain Employee New Payrc
Export Report »
Printer Setup...
Import Data.., »

Custormize SQL Payroll Modules...

Run »

] Exit

Past Payrc



Step 2 : Click-in the ™ General * Info to update your general
company profile info.

‘3;1 Company Profile

HO ' |-

Company Name lE STREAM SOFTWARE SDN BHD

Company Alias ll

Reg No. [611016-M

Remark [2018

General  EPF TAYX ~ SOCSO HRDF Zakat Officer Dealer

Attention [ I

Address Il, Jalan Setia Dagang AK U13/8K, -I»
|Setia Alam, 40170 Shah Alam, |
ISeIangor, Malaysia. I
| |

Phone 1 0378901300 | Fax |0358869913 |

Phone 2 [ I Email [estream@estream.com.my I

BizMature |IT Services & Support ‘

Industry Code |46510 v |

(AR

Fill in your company details.
*Company alias: another name of
your company

*BizNature : business nature
(eg: Food Catering,
Forwarding,etc)

*Industry Code :




Step 3 : Click on the EPF Tab to update the info of Employer EPF.

[

2 Company Profile

HO® |-

o 8 == 2

Company Name [E STREAM SOFTWARE SDN BHD |

Company Alias l

Reg No. [611016-M

Remark [2018

General TAX SOCSO HRDF Zakat Officer Dealer

EPF Branch IKWSP SHAH ALAM

Name of EPF office. For reference purpose only.

EPF Employer Mo, |1234

EPF Code |9o18093

Key in Employer EPF No & Code. IMPORTANT.
Will be captured in EPF Borang A.

EPF Address |Tingkat 1 hingga 4, Menara PPNS

lPusat Dagangan UMMNO Shah Alam

!

ILot. 8, Persiaran Damai, Seksyen 11

|40000 Shah alam, Selangor Darul Ehsan.|

Details of EPF office. For reference purpose only.

|

EPF Phone |0355194993 |

EPF Fax 0355122927 |




This is the result if you have key-in the info and will display at report

1-1

KUMPULAN WANG SIMPANAN PEKERJA

KWSP 6
PERATURAN-PERATURAN DAN KAEDAH-KAEDAH KWSP 1991 KAEDAH 11(1)
No Rujkan Majikan| cBuan | Amaur Caruman | No Rufukn
9 Borang
1234 062018 | | | | | | | [4]3]7]3]s] 12341806
Jumlah caruman di atas hendaklah dibayar kepada KWSP/Ejen Kutipan KWSP sebelum/pada 15hb setiap bulan A
; Celk/Kiriman Wang/iang Pos
|:| Wang Tunai /Draft Bank*No /EFT /TT
Nama Majikan : E STREAM SOFTWARE SDN BHD Tarikh DiCetak : 01/05/2018 Mukasurat: 111
Alamat : 1, Jalan Setia Dagang AK U13/AK, Bil Pekerja: 5
Setia Alam, 40170 Shah Alam,
Selangor, Malaysia
303 0000012341869013093 0101 Cop Ejen Kutipan
? No. N NO.KAD NAMA PEKERJA / AHLI UPAH CARUMAN (RM)
i AHLI K | PENGENALAN / {Seperti yang terdapat di dalam Kad Pengenalan) (RM) MAJIKAN (sen) PEKERJA (seny
/ Jumlah yang dibawa dari mukasurat terdahulugjika ada)
1 920101101001 Py{)O KIAN KEAT 2,120.00 2|7 2|3]4a
2 901212014321 /LEE CHONG WAI 353000 1|6 © 3|19|(0]|w

I\HIHIIIII\I)III\IIIHIHIIIII\H||I|\I|IH|I|I|II\IH\II\I I

EPF Emblover No Submission Date - EPF Code




Step 4 : Click on the TAX tab to insert all the employer tax info.

(?ﬂ Company Profile

H

‘ .

oo

Company Name |E STREAM SOFTWARE SDN BHD ]

Company Alias [

Reg No.

(611016-M

Remark |2018

=7

General EPF

Tax Branch

TAX

SOCSO HRDF  Zakat

Officer

Dealer

|BPA Selangor

x

Name of PCB office. For reference purpose only.

Tax Employer No. E |123456?890

Tax Address

Tax Phone

Tax Fax

j._

|Biro Pengaduan Awam,

Key in Tax Employer No. E. IMPORTANT. Will be
captured in PCB Form. (eg : Income Tax CP39

|Jabatan Perdana Menteri,

J

|Paras 44, Bangunan KOMTAR

|

|40000 Shah Alam.|

Details of PCB office. For reference purpose only.

T

0355133777 |

0355106358 |




This is the result if you have key-in the info and will display at report :

Tax Employer No. E

Borang ini boleh difotokopi
KETUA PENGARAH HASIL DALAM HEGERI

CP39Pin. 2015

CUKAIPENDAPATAHN MALAYSIA
PENYATA POTONGAN CUKAI OLEH MAJIKAN IHIUKKEGUNAAN EEJABAT
LEMBAGA HASIL DALAM NEGERI
[SEKSYEN 107 AKTA CUKAI PENDAPAT AN, 1967 mo.kelompok [ [ [ [ 1 [ 1 [ 1 [ 1
Pusat Bayaran Kuala Lumpur MALAYSIA / KAEDAH CUKAIPENDAPATAN (POTONG AN DARIPADA SARAAN), 1994] ¥
Kaunter Bayaran Dan Tingkat 1, Blok 84 No. Resit | | I | | | | | | I | |
Kompleks Bangunan Kerajaan, Jalan Duta POTOHGAHN BAGI BULAH TAHUH
50600 KUALA LUMPUR
BUTIR-BUTIR PEMBAYARAH PEGAWAI Y ANG MENYEDIAKAN BORAHG
i PCB CP 38
No. Majikan E P
; AL ¥Rotogggn RM 4,687.70 RM
No. Pendaftaran Ri® - Tandatangan
Perniagaan | B11016-M I ” v o
Bilangan Pekerja 1 1) Nama Penuh Tan &h Huat
Nema Syarikatr 1  TrrrrrrroTmToTmmmmmmmmmmmmmmemmeees
Perniagaan Amaun RM 4,687.70 No.Pengenalan: 701017108713
Alamat Syarikat/ 0 Butir-butir f Cek / Jawatan
Perniagaan 1, Jalan Sefia Dagang AKUNIAK, . Bank ! Deraf/ | Mombor
Setia Alam, 40170 Shah Alam, Kiriman Wang / Na. Telefon
Selangor, Malaysia. Wang Pos Cawangan
__________________________________________ Tarikh 07052018
[ A | BORANGCP 33 [ B [ PEMBAYARAN
12 BD',_ang m. ma s disdengan iengiap. and et v 1. Bayaran dan Borang CP39 yang telah kngkap diisi mestilah sampai ke Pusat Bayaran LHON selewat-
2. Majikan digalakkan menghartar maklumat potongan meldui e-PCB/e-Data PCB/dsketicakera

padatipemacu flash mengikt format yang ditentukan oleh LHDN bag menggartikan Borang CP39.
. No. Rujukan Cukai Pendapatan:
3.1 Isikan nomber cukai pendapatan dalam ruangan yang telah disedakan.
Contoh: $G 2506203-00(0) boleh diisi sebagai $G 02506203000
Bag pekerja yang layak dikenakan PCB tetapi tada nombor cukai pendapatan,
pendaftaran boleh dbuat melalu :
i. majikan atau pekerja boleh mendaftar secara atas talian melalui e Daftar di www.hasil gov.my, atau
ii. Borang CP22 atau borang in ew of CP39 dikemukakan ke cawangan LHDNM yang berdekatan.
. Nama pekerja:
Isikan nama penuh pekerja seperti d kad pengenalanfpasport. (Jangan senaraikan pekerja yang
tidak layak dikenakan potorgan bagi bulan berkenaan).
. Nombor Kad Pengenalan : Isikan kedua-dua nombor kad

w

3.

&

ES

o

baru dan lama

ada).

lewatnya pada hari kelima belas bulan berikstrma.
Cortoh: PCB/CP38 bagi buan Jnuari 2015, tarikh skhirma ialah 15 Februari 2015,
. Sediakan borang CP39 beserta cek/bank iri pos
untuk bulan atau thun beranan.
Pastikan jumiah potongan PCB/CP38 adalah betul dan sama dengan nilai instrumen bayaran.
. Instrumen bayaran hendaklah dibayar kepada Ketua Pengarah Hasil Dalim Negeri. Catatkan no majikan E,
Nama Syarikat/Pemiagaan dan damat majkan di belakang instrumen bayaran.
. Bayaran untuk Cukai Syarikat, Skim Ansuran (CP 500), Penyelesaian Culai (Pemberhertian Kerja) dan Cukai
Keuntungan Harta Tanah tidak boleh dibayar bersama dengan bayaran yang menggunakan borang ini.
. Untuk bayaran bag Negeri Sabah sila alamatkan ke: 7. Urtuk bayaran bagi Negeri Saravak sila damatkan ke
Cawangan Pungatan Kota Kinabalu, Cavangsn Purgutan Kuching,
Wisma Hasil Bras 1, Wisma Hasil,

Iedmm T bt s Al i Boburnem MA 4 Rlom Ondees

"

bayaran) yang

& o

o

@




Step 5 : Click on the SOCSO tab to insert all the employer socso info.

[~
® Cormpany Profile

H O

’ .

~

(= =]

Company Mame |E STREAM SOFTWARE SDN BHD

Company Alias |

Reg No. (611016-M
Remark 2018
General EPF  Tax | SOC50 | HRDF  Zakat  Officer
SOCSO Branch |Selangor SOCSO Office _J-—

Dealer

Name of SOCSO office. For reference purpose

SOCSO Employer No. {(New) |12344455667?

—

50CS0 Emplover No. L

—

Employer's Mew No. {12 characters in length), effective
fi

' Key in SOCSO Employer No. IMPORTANT. Will
be captured in SOCSO 8A.

SOCSO Address IWisma PERKESO,

|

ILot 141, Seksyen 6, Jalan Selang®

=

, I

|46990 Petaling Jaya,

Details of SOCSO office. For reference

ISelangor Darul Ehsan.

purpose only.

SOCSO Phone |0379498888

50C50 Fax 1037956?492

|

10



This is the result if you have key-in the info and will display at report :

BORANG

PERTUBUHAN KESELAMATAN SOSIAL

JADUAL CARUMAN BULANAN

8A

UNTUK CARUMAN BULAN 05 2018

Jumlah caruman untuk bulan di atas hendaklah dibayar
tidak lewat daripada 30/06/2018

|

I

PERKESO D Bayaran Tunai. Amaun BilanganPekerja| Lembaran
[ ] Bayarancek No. cek RM 39470 5 1
Narna dan Geg bRk
Alamat
Maiikan CATATAN
Y E STREAM SOFTWARE SDN BHD {1)NO. PENDAFT ARAN KESELAMAT AN SOSIAL ADALSH
: NOMEOR K AD PENGENALAN PENDAFTARANNEGARA.
1, Jalan Setia Dagang AK U13/AK, (2) Tandakan X di 2) jka pelexja telah berhenti
Setia Alam, 40170 Shah Alam, dan mmﬁmﬁ kerja dir;;a;kngan(S).
; t t
Selangor, Malaysia. SOCSO Em poner No. :araisah;nja & n?;\g“:n (3)?;911%1{15’:3 ek
ikian hendaklah juga dibust dalara borang 2.
(4) Jika tiada caruman sebab cufi tanpa gaji raasukkan
angka 00,00 di ruargan (6).
(5) Jika ada butr-butir yang didapati tidak betul, jangan
No Kod b buat pindaan di borang ixi silaberitahu PERKESO
Misjikan (BB el PN
rana-mana garsan/kotakibawode yang disediakan.
\ (7) Format urtuk tkh. rubtkh. bethenti kerja adalah hibbtttt
contoh 01072000.
NO.K&D PENGENALAN TKH MULATKH. | KEGUNAAN NAMA PEKERJA (MENGIKUT KAD PENGENALAN) CARUMAN (6)
FENDAFTARAN NEGARS BERHENTIKERJA | PERKESO &)
Lihat Catatan(1) ) Hhibbtttt (3) @ RIM SEN
920101101001 I " KOO KIAN KEAT I[“
I 1 Ll T T I—r—

11



Step 6 : Click on the HRDF tab to insert employer’s HRDF
contribution rate. (Human Resources Development Fund)

o Caompany Profile

H O

General EPF

TAX

oo |

v

Company Mame [E STREAM SOFTWARE SDN BHD

Company Alias | |

Reg Mo. (611016-M |

Remark 2018 |

S0CSO | HRDF | Zakat Officer Dealer

>
Y

HRDF Rate % |0.5] - | Key in the Rate %, can generate report of calculation HRDF

12



Step 7 : Click on the Zakat tab to insert all the employer zakat info.

{&‘) Company Profile

O

‘ v

Company Name ’E STREAM SOFTWARE SDN BHD

Company Alias |l |

Reg No. |611016-M |

Remark [2018 |

General EPF TAY

Zakat Employer Code

SOCSO  HRDF | Zakat | Officer Dealer

AA12345 —_—

Fill up if you are eligible to it.

3

£y

13



Step 8 : Click on the Officer tab to insert all the employer info.

O Company Profile LE_llg
TEEE

Company Mame [E STREAM SOFTWARE SDN BHD ]

Company Alias | |

Reg No. (611016-M ]

Remark [2018 |

>

General EPF  TAX SOCSO HRDF Zakat Dealer

Officer Mame ITan Ah Huat
Officer IC 701017108713 . .
' I Fill up the detail of the person who

Officer Phone |016-6478321 ** Will appear in EA form.

Officer Jab Title lHuman Resources Managet| | ™ handles your company’s payroll.

Officer Email Ihr@estream.com.my

14



{CP. 8A - P 2017) MALAYSIA Penyata Gaji Pekerja SWASTA EA

ot I o A A CUKAI PENDAPATAN No. Cukai Pendapatan Pekerja

No. Mafan £ 123456788 _ _ _ _ PENYAT A SARAAN DARPADA PENGGANIAN

Taskh ON0S/2018

BAGI TAMUN BERAXMR 31 DISEMBER 2018 Cawangan LHONM

BORANG EAINI PERLU DISEDWKAN UNTUK DISER AHKAN KEPADA PEKERJA BAGI TUJUAN CUKAI PENDAPATAN

BN sutRANPEXERUA

PRI . s e ey e e S-No.Kakimnpg' Ne G000 . ... .. ..o ..o
4 No. KFP. Bam: S0121207431 §. No. Paspont
BN G e T e S s 7. No. PERKESO R L A AL o T SN JIB L SO B TN
&. Bdangan Anak Yang Layak 9. Jka beknna sdak genap setabun, nyatakan:
Untk Poepasan Cokad (a) Taskh mula bekesn Q@Ow220w2
(b). Taskh berhens kenga
PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN
{Mdak Term acuk SaunPerkuk PemberanM™ anfaxt Yang Dk ecuallkan Cuk al) RM
1. (3) Gaj Kasar, upah atau gajl cutitermasuk gajl lebh masza) 3,000.00
{d) | (termmzuk fl pengarah), komisen atau bonus
(C) Tp kasar, perkuisit, penerimaan s3gu hat! atau elsun-eiaun lain (Perhal pembay aran: H 530.00
(d) Cukal Pendapatan yang dbayar cieh Majkan bagl pihak Pekera
(e} Manfaat Sxim Opzyen Saham Pexeria (ES0S)
(*) Ganjaran bagl tempoh dar! hingga
2. Butran bayaran tungpakan dan iain-in tagl tahun-tahun terdahulu daiam tshun semasa
Jenis pendapatan @)
S
3. Marfaat berupa barangan (Nyatakan: MY VI2012 200X )
4. Niy tempat kediaman (Alamat )
5. Eayaran balkk darpads Kumpuian Wang Simpanan/Pencen yang tidak diuuskan
. Fampas an kerana kehiangan pekerisan
PENCEN DAN LAIN -LAN
OO . . o ana o geaw s s
2. Anuti atau Bayaran berkaa yang iain
JUMLAH 3,530.00
JUMLAH POTONGAN

1. Potongan Culcx Berjadual (PCR) yang cibayar kepada LMDNM

2. Amhan Potongan P 38

3. Zakat yong dibayar meliul potongan gajl

4. Jumiah tuntutan potongan cleh pekena melalul Bomng 191 berkaran:

(n) Pelepasan =M

(b) Zakat selain yang dbayar melalul potong an gajl bulanan BM_ .
5. Jumbah pelepasan baganak yangloyek
CARUMAN YANG DIBAYAR OLEH PEXERJIA KEPAD A KUMPULAN WANG SIMPANAN/ PENCEN YANG DILULUSKAN DAN PERXKESO
1. Narma Kumpulan Wang KW2SP

Armaun camuman yang wagh dbayar {nyatakan bahagan pekena ssham) BM________ 33000
2. PERKESO : Amaun camuman yang wajh dbayar (nya takan bahagan pekerja sahag) BT e TS
JUMLAH ELAUN / PERKUISIT/ PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAN | RS A u_'io_
Nama Pegaowa Tan AbHust
Jawatan Hiusmms Resouces N aneger

15



n JUMLAH ELAUN / PERKUISIT/ PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAI RM 0.00

Tarkh 07/05/2018

Nama Pegawai
Jawatan

Nama dan Alamat Majikan

No. Telefon Majikan

Tan A h Huat

Step 9 : Click on the Dealer tab to insert all additional info like
company dealer, just a remark purpose.

@

@\ Company Profile

H O

| v

Company MName
Company Alias
Reqg No.

Remark

General EPF

Dealer Company
Dealer Name
Dealer Phone 1
Dealer Phone 2
Dealer Fax

Dealer Email

TAX  SOCS0 HRDF

IE STREAM SOFTWARE SDN BHD

| |

|611016-M |

2018

>
=Y

Zakat  Officer | Dealer

ISQL Payroll

B

1

It is only for reference purpose. You

[0330816909

| cankey in the information of the

[0333216909

payroll system.

Ipayroll@sql.com.my

|
} company which provide you this
|
|

** This is not compulsory to insert.
Is Alright to left it blank.

16



Company Mame IE STREAM SOFTWARE SDN BHD

Save Company Alias |
Req Mo. (611016-M
Remark l2018
General EPF  TAX SOCSO HRDF  Zakat Officer Dealer

Dealer Company
Dealer Name
Dealer Phone 1
Dealer Phone 2
Dealer Fax

Dealer Email

ISQL Payroll

|SQL

0330816909

|
|
0333216909 |
|

lpayroll@sql.com.my

17



SOL Payroll consists of the following

Modules :

1) Human Resource
2) Payroll

3) Leave

18



1) Maintain Employee

- Help to maintain employees biodata.
2) Maintain Branch

- Define the branch name, eg. HQ, branch A, B, C, etc.
3) Maintain Department

- Define the department, eg. Accounts, Sales, Production, etc.
4) Maintain Group

- Define the group level, eg. Director, Manager, Executive, Clerk, etc.
5) Maintain Category

- Define the category. May be like local, expatriate (% J& [E #}),etc.
6) Maintain Project

- Define the project.
7) Maintain Job

- Define the job; he/she will be handled, eg. Accounts Receivable.
8) Maintain Task

- Define the task; he/she will be covered, eg. collection & billing.
9) Maintain Race

- Define the races, eg. Malay, Chinese, Indian, etc.
10) Maintain Country

- Define the countries code, eg. MY — Malaysia, SG — Singapore, etc.

19



Maintain Employee

Whenever a new staff/worker/person/crew enter the company, Maintain
Employee is the place where user needs to key in the details

Step 1: Navigate yourself to the Maintain Employee panel

¥ 5L Payroll Enterprise Edition - E STREAM SOFTWARE SDN BHD (2018]
File Edit View NeUUETLCLIIEN Payroll Leave Inquiry Tools Window Help

fasd Maintain Empl

Branch...
Maintany Department...

Click On Human Resource : ) -~

Maintain Employee
Maintain Project...
Maintain Job..,
Maintain Task...

Mairtain Employee

Maintain Race...
1Employee

Maintain History Type... v

Or direct click on dashboard,
Maintain Employee

Loan

20



Step 2: Click new to create new employee

és Employee
E Code MName Active Né = 1
» 001 LEE CHOMNG WAT o J
ooz KOO KIAN KEAT & =
003 NICOLE = !
004 WONG CHUN HAN vl L -
L [PREIFTMHERK Click new to create new employee
Preview Vv
- " Refresh
Detail v
>
S

21



Step 3: Key in the employee’s personal detais

{ﬁ Employee '
3.(a) Code: I@b) Job Title: 3.(c) M active New I
3'.(d) Name:  |ALT BIN AHMAD | ’@Tﬁ

Delete I
Personal |Grouping Famiy Payroll Info. Allowance Deduction Mote  History Chid = Attachments Save

3.(e) Gender: GF Male v More |v
| o : ES
3.(f) D.0.B: 02/04/1995 v ) m—

3.(g) Address: |NO 23, JALAN IKHLAS 2/10, | EE———
Refresh

[TAMAN INTAN, | \ ﬁ

|35900 TANIUNG MALIM, | ’ Browse |
|PERAK. | o | Cancel

3.(h) Phone: [05-1231234 | 3.(i) Mobile:

3.(j) Email: |ali@gmail.com |

| U
3.(k) NewIC: |950402-08-5713 |

3.(1) odIC: | |3.(m) Change Fassword

|

3.(n) Passport: | |

3.(o) Immigration ho: | |

Symbol | Description
3.(a) | A unique code for the employee, it also act as a username for the employee to login.

3.(b) | The name of the position the employee will hold. (eg: chairman, secretary, auditor)

3.(c) | To be untick when an employee resigns. (if resign date is not set in payroll info.)

3.(d) | The name of the employee.

3.(e) | The gender/sex of the employee.

3.(f) The date of birth of the employee (recommended to set so that can capture the age)

3.(g) | The housing address of the employee.

3.(h) | The house number of the employee.

3.(i) | The handphone number of the employee.

3.(j) | The email of the employee.

3.(K) | The Identification Card number of the employee.

3.() | The OLD Identification Card number of the employee. (only some very senior people will
have)

3.(m) | The password for the employee to login his account. (need to set/change once in order to
work)

3.(n) | The passport number of the employee (usually only recorded for foreign worker)

3.(0) | The immigration number of the employee
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Step 4: Key in the employee’s grouping details

ol e =)
Code: Job Title: I M active i Mew I
Name:  [ALIBIN AHMAD | _ETI:i

|

Delete l

Personal Grouping | Family Payroll Info. Allowance Deduction Mote  History Chid ~ Attachments Save

.(a)| Branch: PERAK v Project: - v | More |¥
WRGrow: [ ] Job: ENGINEER v W o

Category: JUNIOR v |4.(b) Calendar: . v

Country: MY v

| Refresh

i

Browse

Race: v | 4.(c) Leave Group: |-
]

<
¥

Cancel

Symbol | Description

4.(a) Key in the branch/department/category of the employee in the company.
(if the company doesn’t have so much grouping, just remain everything as default “----)

4.(b) Select the type of calendar for the employee.

4.(c) Select the leave group for the employee.
(please visit Maintain Leave guide for more info)

The Purpose of Grouping setting is :

- For Reference purpose.

- For Report representation method
by Group.

23




Step 4.1: Create new Branch / HRGroup / Department/ Category /Country

/Race

5 Emplye e
Code: Job Title: I M active ew |

Name: [ALIBIN AHMAD |

Edt v
Delete
Personal Groupind  Family Payroll Info. Allowance Deduction Mote History Child  Attachments
H B il
Breneh FERE Ml 1. Click the drop down | o [
HR Group: £ Code T - =
S Default Branch Preyiew
Department: JOHOR JOHOR
Category: KL KUALA LUMPUR
P PERAK |
Country: Browse

Race: > Cancel

4
a=a -a- [Jretchall] dew [ 7 Click the new
% NewBranch X
Code || . Reset
Description | | { ' Save & New |
Active  Setas Default ' [ Save
; Clpse
\ 4 = A 4
3. Insert Code & Description 4. Save
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Step 5: Key in the employee’s spouse details in FAMILY tab.

és Employee

Code:  [00001 Job Title:

l Active

Mame:  [ALIBIN AHMAD

Personal Grouping  Family payroll Info.

Spouse Mame:

Spouse Address:

Spouse Phone:

Tax Branch:
Tax MNo:

Spouse IC No:

Allowance  Deduction  Mote

History  Child  Attachments

—
& Tz

|
|
|
|
|

05-1231234 Spouse Mobile:  |016-1122123

456456456
960305-08-1234

‘ More |:|
r | Preview |v |
Refresh i

‘v Browse |

> Cancel

25



Step 6: Key in the employee’s payroll information

@Employee
Code:  [o0001 Job Title:

| Hactive

Name:  [ALIBIN AHMAD

13|

| Edt v
Delete
Personal Grouping Family PayrolInfo.  Allowance Deduction Mote  History  Child  Attachments Save
|
‘Wages Type: _ SOCSO No: Join Date: 01/05/2017 v \ More Iv
‘Wages: SOCSO Tvoe: First Category v Confirm Date:  |01/06/2017 v = [Fereu =
6.(a) 6.(i) _ [o:0xi) et
Contribution: EIS Type. Resign Date: v E
w - efres|
6.(blr ey o oo 6.(xi)
6 (ot ot T i) 6. (i) [
et ==
i Bank Account No: Marital Status: l_&_lvl_arried A
6'(e)SeIf Disabled [] Resident SDOUSE;\(SI‘II\)IQ Spouse Disabled []
6.(f)err no : Taxc6.(V)  c3ka1
6.(g)M: IZ] overrG, (vi)-ategory [ N
N 3 i
6.(i) 6.(viii)
6.(j) 6.(ix)
6.(k) 6.(x)
Symbol | Description Symbol | Description
6.(a) Type of income /wages. 6.(i) Employee’s SOCSO number.
(Please visit Maintain Wages guide for more details)
6.(b) Monthly basic income/wages amount. 6.(ii) Employee’s SOCSO Type (most people is First Category)
-Second Category is usually for above 55 years old employee.
However, if employee D.0.B is set, user do not need to manually change
this, system will auto capture)
6.(c) Type of contribution. 6.(iii) EIS(Employment Insurance Scheme) contribution (If No,
(Please view Maintain Contribution guide for more details) Please select EIS category)
6.(d) Frequency of salary issuance. 6.(iv) Employee’s Tax Branch.
(Please view Payroll Frequency Setting guide for more details)
6.(e) Type of payment method. 6.(v) Employee’s Tax Number.
(eg: cash, cheque, bank transfer)
6.(f) Employee’s Bank 6.(vi) Employee’s relationship status.
(will affect tax category)
6.(8) Employee’s Bank Account number 6.(vii) Employee’s wife detail.
(these 2 will affect the taxable amount, tax relief, tax rebate
sort of stuff)
6.(h) Employee detail (these 2 will affect the taxable amount, tax 6.(viii) Employee’s Tax Category.
relief, tax rebate sort of stuff) (system will auto generate according to the details keyed in)
6.(i) Employees Provident Fund (EPF) number 6.(ix) When untick, can manually change tax category.
(not recommended)
{yellow means is user manually set}
6.(j) A number that will appear in KWSP borang A form 6.(x) Employee’s EA number
(usually old members only have)
6.(k) Just something for a remark purpose 6.(xi) The date when the employee join the company.
(usually key this if there is a probation/training period before
one join the company)
6.(xii) The date when the employee officially join the company.
6. (xiii) The date when the employee resigns/leaves officially.
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Step 7: Key in the employee’s monthly fix allowances/deduction

Code:  |o00D1 Job Title: | Hactive

Name: [ALT BIN AHMAD |

Personal Grouping Family  Payroll Info. Allawance Mote History Child  Attachments

q Deduction DESCRIPTION RATE EPF SOCSO PCB  PCB(A) EIS oT EA HRDF  Zakat

\WSPAPER SUBS... | 20,00 | | A EE

Cl

ick +to add new RKING FEE 30,00

|
<~ = O T~ o

New
Edit
Delete

Save

More
Preview

Refresh

Browse

> Cancel

v

AR R R
Code: 00001 Job Title: | Hactive ew
Name: {ALI BIN AHMAD ] Edt v

Delete
Personal Grouping Family Payroll Info. Deduction Mote History Child Attachments Save
n = More !v:
£ Allowance Description Rate EPF  SOCSO PCB PCB(A) EIS o7 EA HRDF Tax Code
»HOUSE |HOUSE [ 1,000.00] | L] CAEEY Preview v
 |PHONE \PHOME ; 150.00| | 4 O [ O | | M |Phone ‘
PETROL |PETROL 250,000 ™ O O [ |Petrol {Duties) Refresh
Browse
> Cancel
- .
§ Employee =
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Step 7.1: How to create a new allowance/deduction

s
£ Allowance Description Rate EPF SOCSO PCB PCB(A) EIS
> B[HousE /]
= Code Description %]
L b Default allowance |
P HOUSE
MEAL MEAL
PETROL PETROL
PHONE PHOMNE
S
A=a -A- [ |Fetchalll New
¥ New Allowance X
Code || l [ active | Reset |
Description | | »| Insert code, description,
Rate | | S } rate(amount) and tax
exempted code.
Tax Exempted Code | v |
Close ’
Contribution L
[ePF ME1s 1. When tick for EPF,SOCSO, PCB, EIS &
HRDF, allowance will contribute in.
Msocso (ot
»| 2. EA when tick will appear in EA form
PCB EA
= = 3. OT when tick will affect Overtime rate
[Jpce (a) [“IHRDF calculation
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Step 8: Add notes/remark and photo for the employee

é} Employee

Code: |00001 Job Title:

] Active

Name: [ALT BIN AHMAD

Personal Grouping Family Payroll Info.  allowance Deduction History =~ Child  Attachments

MNote:

Photo:

Just a place to write
additional
information/remarks

To add photo, right click
here and select click Load...

*Make sure the image is in
JPEG file type.

Photo:

Cut

&

Copy
Paste

Delete

Load...

Assign From Camera...

EpW %o

Save As...

=)
I ew
£t v
Delete

Save

U

=
=]
L
4

n | Preview v

Refresh

!

Browse

U

Cancel
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Step 9: History report of the employee

-

r o > D Ny 2 W
£ Employee
Code:  [00001 Jab Title: | Mactive tew
Name: |ALBIN AHMAD | Edt |+
Delete
Personal  Grouping Family Payroll Info,  Allowance Deduction  Note Child ~ Attachments I Save
= [we
More |v
- Post Date Description —_—
» 08/05/2018 Entitled to NEWSPAPER with rate 20,00 A | Preview ¥
08/05/2018 Entitled to PARKING with rate 30.00 ) y
08/05/2015 Entitled to HOUSE with rate 1,000.00 | Refresh I
08/05/2018 Entitled to PHONE with rate 150,00
08/05/2018 Entitled to PETROL with rate 250,00 giotise
08/05/2018 Revise Wages from - to 6,000.00
> Cance|
08/05/2018 Revise MaritalStatus from Sto M
08/05/2018 Revise Frequency from ---- to HALF
Any changes made to the employee will auto recoded here. B
Remark :

Is Allow to manual update the History by click on ‘ + “ button to add a row & input accordingly.

OR

To click the ‘- ‘ button to manually remove unnecessary history record.
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Step 10: Add the employee’s children information (will affect tax category)

I @ Employee

Code: |00001 Jab Title:

| Active

Name: |ALTBIN AHMAD

Personal Grouping Family Payroll Info. Allowance Deduction Mote  History | Child | attachments

— ;
New
Edt ]
Delete
 sve |

More v

Ui

n | Preview v

!

Refresh
Browse

ey |
Cancel

:

each of those individual is entitled to claim 50% of the whole deduction. Subsection 48{4).

Mumber of Children

Where two or more individuals {husband and wife not living together) are each entitled to claim a deduction for payment made in respect of the same child,

Zero represents the child age doesn't meet the conditions specified by tax code. Please set child Date of Birth field.

=

E MName D.0.B Tax Code Eligible Rate Mumber of Children

§ ABU BIN AL |n1/01/2018 |TC.1000 100% 1
Select the Tax Code based on If 100%, this individual
the child condition accordingly. will claim 100% of whole
(Will define employee’s Tax deduction. (refer GREEN
Category.) note below)

1
Eligible Rate 50%
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Step 11: Add any attachment related to the employee

(eg: resume, curriculum vitae, contract agreement, receipt claims etc)

* To avoid System with speed issue due on database size huge, system will only create
shortcut link for the ‘attach’ item instead of save it in the system.

* If the file been removed from locally, then the shortcut link will not function anymore.

{55 Employee
Code: Job Title: | M active New
Mame: |ALI BIN AHMAD | Edt v

Delete

Personal Grouping Family Payroll Info. Allowance Deduction MNote  History  Child | Attachments |

Lg_}

\ 4

Click on this button to add

File

_ ALIRESUME.jpg
| IPG File
49,76 KB
07/05{2018 06:15 PM

e -

n | Preview ¥

Refresh ]

Browse
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SOL Payroll

1) KWSP - EPF
2) LHDN — PCB
3) PERKESO - SOCSO

4) EIS (Employment insurance Scheme)
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WHAT IS EPF KWSP?

e A portion of an employee’s salary and employer’s contribution on behalf of every

worker.
e Every company is required to contribute EPF to their staff
e Contribution has to be made to KWSP before the 15" day of every month.

What Payments Are Subjected to EPF (KWSP)?

Payments that are liable for EPF

ANERN

LA R K

contribution

Salary

Payment for unutilised annual or
medical leave

Bonus

Allowance

Commission

Incentive

Arrears of wages

Wages for maternity leave
Wages for study leave

Wages for half day leave
Other payments under services
contract or otherwise

Payments that are NOT liable for EPF

X X X X X

contribution

Service charges

Overtime payment

Gratuity

Retirement benefits
Retrenchment, temporary and
lay-off termination benefits
Any travelling allowance or the
value of any travelling conces-
sion

Payment in lieu of notice of ter-
mination of employment
Director's fee

34



EPF Contribution Rate:

Employee’s status Monthly Salary Stage 1 Stage 2 ( age 60-75)
Rate
(< 60 years old)

I.  Malaysian No Limit Applicable for (i)

ii.  Permanent only
. Residents (PR) Employees share:
. Non- 0%

Malaysians

(registered as
member before
1 August 1998

Employer’s share:
4% (Ref
Contribution Rate —
Section E)

RM5000 and below

Employees share:

11%

Employer’s share:
13%

(Ref Contribution
Rate — Section A)

Applicable for (ii)
and (iii) only
Employees share:
5.5%

Employer’s share:
6.5%(Ref
Contribution Rate —
Section C)

More than RM5000

Employees share:

11%

Employer’s share:
12%

(Ref Contribution
Rate — Section A)

Applicable for (ii)
and (iii) only
Employees share:
5.5%

Employer’s share:
6%(Ref
Contribution Rate —
Section C)

Non-Malaysians

(registered as member
from 1August 1998)

No Limit

Employees share:

11%

Employer’s share:
RM5.00

(Ref Contribution
Rate — Section B)

Employees share:
5.5%

Employer’s share:
RM5.00

(Ref Contribution
Rate — Section D)
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Universal
Access

Additional Tax Free

. Savings
Benefits Benefit

Withdrawal ‘ Benefits Insurance

Benefit

Of EPF Benefit

Post-Death Pension
Benefit Benefit

Post-
Retirement
Benefit

How Does SQL Payroll manage EPF contributions ? :

O

SQL Payroll automatically assigns the correct percentage of EPF contributions based
on the employees’ salary and other contributing factors.

In SQL Payroll, you can also set your own EPF contribution rate based on your com-
pany’s policy.

Eg. you can set the EPF rate at 19% for employees In the management level.
The employers’ contribution is tax deductible up to 19% , which is not tax al-
lowable expenses.

1. Does bonus affect Employer EPF rate?

o

If an employee’s monthly wages is less than RM5,000 the Employer’s EPF rate will be
13%.

But if the employee receives a bonus that causes their wages for that particular
month to exceed RM5000, the employer contribution rate will still remain at 13%.
Why? This is because the contribution calculation is based on total renumeration. Ed.
Wages, overtime, and allowance. It DOES NOT include bonus and director fees.

2. My employee turns 60 years old this year, what should their EPF contribution rate be?

o

If employee is above 60 years old, the employee’s EPF contribution rate will be 0%
while the employer’s contribution will be 4%

36



Malaysia EPF Rules

Do you know that members must withdraw
the balance in the EPF after 75 years old as
no credit for dividend is allowed thereafter.
Some thought that they can leave it there to
a2arn better interest, If not withdrawn and if
uncontactable, EPF will transfer the amaunt
to Amanah until the next of kins claim the
amaunt.,

3. Are employees above the age of 75 required to contribute for EPF?

o No. No contributions are required from both parties.
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What is PCB?

o PCB = Potongan Cukai Bulanan is an income tax deduction from employee’s current
monthly renumeration.

o The deduction follows the schedule of PCB or other methods approved by the Malay-
sian government.

o

What is Subjected to PCB?

Type of Remuneration Subject to PCB Type of Remuneration NOT Subject for
PCB

v Salary / Wages x  Deduction for Zakat

v Overtime Payment x  Benefits in Kind (BIK)

v Commission x  Value of Living Accommodation

v Tips (VOLA)

v Allowance x BIK and VOLA are part of remuner-

v Bonus/ Incentive ation which is not subject to MTD.

v Director fees However, employee may make an ir-

v Perquisite revocable election to include the

v Employee's share option scheme BIK and VOLA as part of his remu-
(ESOS) neration to be subject to MTD by

v Tax borne by the employer completing a prescribed form and

v Gratuity submit to employer. If employer

v Compensation for loss of employ- agrees, BIK and VOLA are subject-
ment ed to MTD.

v Any other payment in addition to
normal remuneration for current
month
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Fun Facts : PCB

s — S
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What is SOCSO?

o SOCSO is a social security organization that is also known as PERKESO (Pertub-

uhan Keselamatan Social).

o SOCSO provides medical and financial assistance to employees that have had

their abilities impaired due to accidents or diseases.

o SOCSO also provides assistance to the family of the employees if death were to

occur.

Type of Remuneration Subject to SOCSO

Type of Remuneration NOT Subject for
SOCSO

Salary

Pay Leave

Holidays

Overtime

Extra Work on Holiday

Allowance

N N N N Y RN

Commission

x  Travelling Allowance

x EPF

x  Special Expense (Claims)
x  Gratuity

x  Annual Bonus

x  Benefits in Kind / VOLA
x  Other Remuneration

SOCSO First Category and Second Category:

First Category

Second Category

If an employee is below the age of 60 years
old, the contribution rate under this category
1s 0.5% of the employees’ monthly wages.

All employees above the age of 60 years old
under this category will have a contribution
rate of 1.25% of the employee’s wages
which is payable by the employer.

SOCSO for foreign worker —

Starting from 1%t Jan 2019, all employers
who hire foreign workers are required to
register their foreign employees with
SOCSO.

The contribution rate for foreign worker us
1.25% and is borne by the employer.
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What s EIS ?

EIS is a financial scheme aimed at helping employees who have lost their jobs. It is managed
by SOCSO. EIS is meant to enable retrenched workers to gain monetary funds for the first 6
months after being retrenched.

EIS rate:

The contribution rate for Employment Insurance System (EIS) is 0.2% for the employer and
0.2% for employee based on the employee’s monthly salary.

KADAR CARUMAN SIP
(Fasal 18, Jadual Kedua, Bahagian I)

0.2 % pekerja

RM1,000 RM 1.90 RM 1.90 RM3.80

RM2,000 RM 3.90 RM 3.90 RM?7.80
RM3,000 RM 5.90 RM 5.90 RM11.80
RM4,000 RM 7.90 RM 7.90 RM15.80
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Who is subject to EIS (Employment Insurance System)?

v All employers in the private sector are required to pay monthly contributions for
each of their employees. (Government employees, domestic workers and the self-
employed are exempted).

v An employee is defined as a person who is employed for wages under a contract of
service or apprenticeship with an employer. The contract of service or apprenticeship
may be expressed or implied and may be oral or in writing.

v All employees aged 18 to 60 are required to contribute. However, employees aged
57 and above who have no prior contributions before the age of 57 are exempted.

v Contribution rates are capped at insured salary of RM4000.00.

Who is eligible for EIS?

i.  Malaysian citizens / permanent resident
ii. Aged18-60*
iii.  Working in the private sector**
iv.  Employed based on a contract of service

* Important exception: Workers aged 57 and above who have never paid contributions
before that age are NOT covered by Act 800 and are NOT required to contribute.

** Act 800 does NOT cover domestic workers, the self-employed, civil servants and workers
in local authorities and statutory bodies.
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SQL Payroll

Payroll this module use to process the payroll

and printing the necessary reports.

It consists of 3 sections :

a) Maintenance
b) Process Salary

c) Reports.



A) Payroll Maintenance :

1) Maintain Wages
- Enable to set different contribution on Wages, such EPF, SOCSO, EIS, PCB, OT,
EA and HRDF.
2) Maintain Frequency
- Enable to set different frequency, eg. weekly, half month.
3) Maintain Contribution
- Enable to set different other contribution for Bonus, Director Fee, Pay Leave
and Unpaid Leave.
- Maintain the Employee & Employer EPF Rate.
- Maintain the working hour and day per month.
- Enable the Overtime Calculation base on Maintain Employee Setting. It will
calculate the OT based on Wages amount in Maintain Employee.
4) Maintain Allowance
- Define the allowance type, rate and contribution.
5) Maintain Deduction
- Define the deduction type, rate and contribution.
6) Maintain Overtime
- Define the overtime type, rate, unit type, and contribution.
7) Maintain Claims
- Define the claims type and amount.
8) Maintain Commission
- Define the commission type, rate and contribution.
9) Maintain Payment Method
- Define the bank information.
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Maintain Wages :

- Setting up maintain wages helps you to categorize the type of wages

an employee received.

- This would affect the types of contribution that they need to provide
(EPF/SOCSO/EIS/PCB & etc)

- This is especially useful if you have different types of worker such as
permanent worker, contract worker, foreign worker & etc

Step 1: Navigate yourself to the maintain wages panel

f e e mm e e e eem mm e e em — ==y

BN Leave  [nquiry Tools M¥indow  Help
i Mew Payrall... ‘ -
i Dpen Payroll..
i © Open Pending Payroll...
Fdaintenance Fdaintain Wages..,
J:l Print Pay Slip... Faintain Frequency...
D Print Payrall Surmrmary.. Fdaintain Contribution,., };
D Print Payroll Surnmary (ork Unit)... kdaintain Allowance..,
D Print Coinage Report.., Maintain Deduction...
D Print Cheque Listing Report.., Fdaintain Chvertime..,
D Print Credit Bank Report... Faintain Clairm... =
D Print Contribution Info... faintain Cormmissian..,
Government Reparts p |z Maintain Payment Methad..,
E Print Yearly Payroll Report..,
E Print ¥early Individual Report..,
Print Qutstanding Pending Payrall Listing...
Past Payroll Payroll
=
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Step 2: Click new to create new wages type

-

¥ Wages I ':’JL__E'_] lél
8 Code Description UOM Active -
Mew
Default Wages | | L 4
jumoR  jumoR { M | s
~ [FOREIGN FOREIGN WORKER D | M Click New
|SENIOR SENIOR | | —peEre
More -v'
» | Preview |
Reﬁ'esh
h >~ ]
Detal =
4

Step 3: Key in the info and tick the contribution needed

r

fol e e |

3) Lastly, Click on Save.

3 Wifages
Code [onior | Active ey
Description |JUNIOR Edit ¥
uomM | | Set as Default Delete
Contribution Save
A 4 !
EPF EIS . '
% & 1) Assign then > Caicel_
S0Cs0 oT complete Code
and Description.
PCB EA p |
CIPcs (a) HRDF Syt b
Refresh
\ 4
2) Tick Contribution as accordingly. Browise




Refer here for MORE info on Maintain Wages setting : -

Terms Explanation
Code A unique name for the system to recognise the type of wages
Description | The details of the wages type
UOM Serve no purpose, usually for remark only
Active Allow this wages type to be selected in: Maintain employee >Payroll Info.
Set as Auto-select this wages type every time in: Maintain employee > Payroll Info.
Default
EPF Monthly wages will contribute to the Employees Provident Fund (EPF)
SOCSO Contribution to Social Security Organization (SOCSO)
PCB Contribution to Potongan Cukai Berjadual (PCB), aka Monthly Tax Deduction (MTD)
*Used for regular monthly pay out (eg: wages, allowance, overtime, paid leave)
PCB(A) Same as PCB but used for ad-hoc pay out (eg: bonus, director fees, commission)
oT Allow other than wages amount to contribute to Over Time (OT)
eg: Wage RM1000, Allowance RM500
Without tick, OT will based on Wage RM1000 only to calculate the amount
With tick, OT will based on Wage RM1000 + Allowance RM500 and calculate the amount
EA Tick this means that employee that is selected with this wages type will have his/her payroll
info to appear in the EA form.
HRDF Human Resources Development Fund (HRDF), (eg: company trip, team building, special
events)
*will appear in contribution report
EIS Contribution to Employment Insurance Scheme (EIS)
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Usual wages that are used by our users

Local Permanent workers

¥ Wages =8 S )
Code [~ ] M active [ New |
Description IDefault Wages l ‘ Edit [v‘
UOM I:’ This is default record ‘ Delete ‘
Contribution Save
[MepF ME1s
> Cancel
M socso Mot
HIrcs Hea _| The Default Wages setting is
CIpce (a) M HRDF based on M’sia Labour Law for
Local Permanent Worker.
\iiﬁrowse \'
Foreign Worker
& Wages
= |
Code Active ‘ Mew |
Description |FOREIGN WORKER | ’A?iit [:“
T — -
Contribution w Save
[Jepr [Je1s
[Jsocso Mor »| Refer here for example of Foreign
[Clecs [Jea worker’s contribute as shown.
[Jrce (a) [JHRDF

[zt 25120 B
| Refresh |

i growse
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Maintain Frequency :

- Where one company will pay salary twice or more times in a Month
(Partial salary that paid in the same month)

Step 1 : Click on Payroll and click in to Maintenance then look for

Maintain Frequency.

¥ saL Payroll Enterprise Edition - E STREAM SOFTWAARE SDN BHD [2018]

File Edit View Human Resource Leawve Inquiry Tools ‘Window Help

‘ 1 Mew Payroll..

¢~ Open Payroll...

{ © Open Pending Payrall...

Maintain Wages...

7] Print Pay Sip...

£I Print Payroll Summary.. Maintain Contribution...

Print Payroll Summary (Work Unit)... Maintain Allowance..,

Print Coinage Report... Maintain Deduction...

E Print Cheque Listing Report... Maintain Overtime...

Print Credit Bank Report... Maintain Claim...

Print Contribution Infa... Maintain Cornmission...
Gavermrent Repors , |2 Maintain Payment Method...

Print Yearly Payroll Report..,
Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Past Payroll

N

Day
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Step 2 : Click on New to preset your contribution, if your contribution is

base on Half Month Payroll then you may refer to below :

¥ Frequency

—— |
Code [HaL | Mactive | SetasDefout | | tew
Desciption [HALF MONTH PAYROLL = H
‘ Delete ‘
+|
Save
2 Seq Day From Day To Contrib % EPF S0CS0 PCB EIS Allo... Ded...
g 1] 1 15] 50 | | M | Cancel

A 4

v ‘ ’ More v

Day From and Day To is to set the period. For example you
want a first half payroll, you set 1% to 15™. Then for
Contrib %, means how much contribution of payroll info
will be calculate for this period. Eg, the above image states
50%, thus it will calculate the contribution of payroll info at
50%.

If the first half month payroll to calculate the EPF,
SOCSO, PCB, EIS then you have to tick the option but if
you want the calculation all combine into month end
then you have to un-tick.

Allowance & Deduction is for fixed allowance and
deduction, you have been pre-set at maintain employee.
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Step 3 : After set for the maintain frequency setting, have to assign which

employee is under this frequency setting. Click on maintain employee then

look the for employee that you want to edit, then click on Payroll Info and

look for Frequency assign accordingly.

,_rf{: Employee E@@

Code:  [003 [~]  20b Tite: | Aactive flew

Name:  [NICOLE | Edt
Delete

Personal Grouping Family PayrollInfo. allowance Deduction Mote History Child  Attachments Save

Wages Type: o I v IOCSO Mo: |940831-10-5000 Join Date: 02/01/2012 v Cancel
Wages: 2,800.00 SOCSO0 Type: First Category v Confirm Date:  |01/04/2012 v More |+
Contribution: EIS Type: Yes v Resign Date:

Preview
Frequency: HALF % Age 18 below or 60 and above exclude from
i EIS contribution Refresh
Payment Method: £ Code ! Description G
- Default Frequency e
Bank: » K Browse

YU ——_— L [MONTH PAYROLL

Bank Account Mo:
Self Disabled [ ]

EPF No :

MK

Tnitial:

{_i;’ Employee = @

Code:  [003 [v] 3obitle: | Aactive tew
Name:  [NICOLE ] Edt v
Delete
Personal Grouping Family PayrollInfo. allowance Deduction Mote History Chid  Attachments Save
Wages Type: S0CS0 No: [540831-10-5000 Join Date: 02/01j2012 v Cance|
Wages: S0CSO Type: First Category v Confirm Date: | More v
Contribution: [:] EIS Type: Yes v Resign Date: [:] e
Frequency: EAIgSecloitbv?blz\:xo?{ 60 and above exclude from
Payment Method: Tax Branch: :l Reftesh
Erares T Coe-trarte o i5G0987654321 > Browse
Bank Account No: @w MaritalfStatus: 1 Single v
Self Disabled [] Resident Spouse Working [] Spouse Disabled []
EPF No : 432235 Tax Category: c1
MK :l Override Tax Category []
Initial: EA Serial No:
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Check out this employee have the fixed allowance.

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

Code:  |003

Job Title:

| M active

Name:  [NICOLE

Personal Grouping Family Payroll Info.

Allowance  Deduction  Note

History Child  Attachments

o O
e
e [
e

Mew

Delete

Cancel
Allowance Description i Rate EPF SOCS0 PCB PCB(A) EIS oT EA HRDF Tax Code
HOME PHOME 150,00 | (VI || V] |l || | V] V| |Phone s More v
MEAL MEAL 50.00 ™ O ™ O ™ (%] S
| Preview -

>

Refresh
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Step 4 : After Assign then when process Payroll, you have to do click on
Payroll, then look for new payroll and click on frequency.

¢ Frequency Payroll Process @
o - To process the MID month payroll -
g Transaction Posting Emnlovee:
( by
@O 5 Cod N
| $ # Year: Month: £ ode ame
&= o 3 o g f{e .
Process Frequency
S 1. Frequency: [HALF v|
$ %‘ 3, Sequence: Seq DayFrom DayTo  Contrib (%)
Frequency || = s " 1 o e -
-
p%ﬁ Payroll Transaction
Ad Hoc
UTD Contrib % Process Date: |15/05/2018
Process From: |01/05/2018 v | To [15/05/2018 |
Description
Description 1:  |HALF MONTH PAYROLL (05.201
Description 2: | l
Ref 1: | |
Ref 2: [ ] :
[include Default Wagesjallowance/Deduction in addition to Pending Transactions
[Juse system calculated amount For Pending Overtime/Unpaid Leave 4. Process

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

3. ~ Tick the Sequence that u wan to process.
4. ~ Click PROCESS.
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The following result below will show in the HALF MONTH

FREQUENCY PAYROLL.

=

? HALF MONTH PAYROLL (05.2018) [Period: 05 £ 2018]
welcome Ed 003 H

H O

E Code
003

MName
NICOLE

4

NICOLE
HALF MONTH PAYROLL {05.2018)

I

168.00 Employer EPF: 196.00

Emplover
7

~
w

Emplover EIS:
3.10

Computerized Calculation

I

PCB: Print PCB -1

- Gross Zakat:

Wages: 1,400.00 | Loan:
Allowance: 115.00 | Deduction:
overtine: | -] PR
Commission: -| 50C50:
Claims: :I EIS:

Paid Leave: -

Director Fees: - CP38:

Bonus: : Unpaid Leave:
Advance Paid: -| Advance Deduct:
Gross Pay: 1,515.00 Gross Deduct:

178.85 Gross Net Pay: 1,336.15 ({Adjustr

A

<

Met Pay: 336.15

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

HRDF R.

Employer EPF Rate

13%

1

Payment Method l-—--

Tax Category C1

Description l

Process Missing Employee
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Step 5 : When there is the time for month end, click on Payroll then look

for New Payroll and click on Final Month End then process.

sg Final Payroll Process

===~

S - To process the month FINAL payroll -
/ ”'\” Transaction Posting Employee:
L;? Year: Month: £ Code Mame
i » [ oo LEECHONGwWAL
— Payroll Transaction 002 [KOO KIAN KEAT
Y ’:w_) Process Date: |31/05/2018 |003 ‘iNICOLE I
[ $ \ - ‘ 004 |WONG CHUN HAN
QXN Process From: [01/05/2018 v | To [31/05/2018 v | ., & loos e
Frequency ] 00001 |aLTEIN AHMAD
\}
P Description
. $ —
QR Description 1:  |Manth End (05.2018) |
Ad Hoc | Description 2: I ]
Ref 1: I |
Ref 2: I |
6
[Jinclude Default Wages/allowance/Deduction in addition to Pending Transactions
[Juse system calculated amount for Pending OvertimefUnpaid Leave Process
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The following result below will show in the MONTH END.

"

¥ Month End (05.2018) [Period: 05 / 2018]

=)

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

£ Code Name welcome E3 003 E3
o001 |ALTBIN AHMAD
o1 e CHONG WAL HO |- -
1002 |KOO KIAN KEAT
>/003 MICOLE | |wages: 1,400.00 | Lgan: [ -||nrcoce
004 |WONG CHUN HAN
= ; ] ion: Month End (05.2018
loos AP KIM HOCK Allowance 115.00 || Deduction [: { )
Overtime: -] err: 167.00 Employer ERF: 158.00
L Employer SO 26,20
Commission: - S0CS0:
Employer EIS: 3.00
Claims: -| EIS:
Paid Leave: -
Director Fees: -| CP38: :J Computerized Calculation
Bonus: -| Unpaid Leave: I:] PCB: Print PCE -
Advance Paid: -| Advance Deduct: - Gross Zakat: -
Gross Pay: 1,515.00 Gross Deduct: 177.50 Gross Net Pay: 1,337.50
Net Pay: 1,337.50
\ 4
Wages - [2800 (Basic) — 1400 (Frequency)] = 1400
Yes

6

Process Missing Employee

Bacidank
Recident

Payment Method

Description |

C1

{Adjustr

HRDF R.
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Maintain Contribution :

- Setting up maintain contribution helps you to categorize the type of contribution an em-

ployee received.
- This would affect the types of contribution that they need to provide (EPF/SOCSO/PCB & etc)
- This is especially useful if you have different types of worker such as

permanent worker, contract worker, foreign worker & etc
- At here you can set the Employee/Employer EPF rate, OT calculation and Tax calculation

Step 1: Click on Payroll then look for the maintenance and click on
Maintain Contribution.

L L LR R S P P

| i New Payroll... | ‘

' ¢~ Open Payrall...

{ * Open Pending Payrall... \

Maintain Wages...

Maintenance
] Print Pay Slip...
U:] Print Payroll Summary...

D Print Payroll Summary (Woark Unit)...

Maintain Frequency...

kaintain Contribution..,

kaintain Allowance...

D Print Coinage Report... Maintain Deduction...
‘,_Ej Print Cheque Listing Report... Maintain Overtime...
D Print Credit Bank Report.., Maintain Claim... \ Payslip
D Print Contribution Info... Maintain Commission.., i
Government Reports » ‘? Mair{tain Payment Me_thod... |

D Print Yearly Payroll Report...
D Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Past Payroll ayroll Summary
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Step 2: Click new to create new contribution

e M = I ‘
- 3 . |l o |
£ Code Description Active
e Default Contribution ™
» FOREIGN FOREIGM WORKER @
>
2
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Step 3: Key in the info and tick the contribution needed

Code = M active —
. ' . ; rinti
Description [Defauk Contribation | Taonl L Kev |n‘ Code & DesF: iption
General | More Delete
Employee EPFRate [A | 11% Working Day Per Month 2653 s |
Employer EPF Rate E 12% wWorking Hour Per Day < [ Cancel 4‘
[[JPensionable Public Sector Employees 4] Overtime Calculation base on Maintain Employee Setting 2 [ e :‘
50CSO Table | v| = :
Preview v
STD Calculator | Computerized Calculation | . !
[ Claim SOCSO relief in PCB calculation Refresh_]
(TP1 Form submitted)
¥ Browse
A = Auto EPF Rate
For employees who receive monthly s of RMS,000 and below, the portion of employer contribution is 13% with
effect from January 2012 wages.

2. Fill in the info here under General tab.

Code = Mactive
Description | Defaul Contribution |  This is default record
General [ More |
EPE PCB PCB(A) EIS OT EA  HRDF
Bonus M O 0O & 0O %
Director g @ 8 & 8 %
Poyleee M M M 0O &M 0O M &
upaidteave (4 M &M 0O &4 0O

3. Tick the things that needed to contribute.
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Usual contribution that are used by our users

Local Permanent workers

f Contribution

oo

Code ]--—- Active hew
Description  |Default Contribution | = This is default record Edt |«
General More Delete
EPF SOCSO PCB PCB(A) EIS OT EA  HRDE Save
Bonus O [l O Cancel
Director O O J | M
More v
Pay Leave [l [l
Preview v
Unpaid Leave | | :
Refresh
> Browse
Foreign Worker
f Contribution
Code FOREIGN [ active tew
Description | FOREIGN WORKER | Set as Default Edt |
General More Delets
EPF SOCSO PCB PCB EIS O EA HRDF SLi
Bonus O ] O O O ] Cancel
Director ;
O O] O] O | O T
Pay Leave O O O O O ] ] '
Preview >
Unpaid Leave  [] O Il ] O ] [l :
Refresh
te Browse

60



Explanation of terms in Maintain Contribution panel

s EmployeeEPFRate (A | 11% 11. Working Day Per Month

6 Employer EPFRate [A | 12% 12. Working Hour Per Day

7. [Jrensionable Public Sector Employees 13. [ Overtime Calculation base on Maintain Employee Setting
8.50CS0 Table | v|

9.STD Calculator | Computerized Calculation v |

mDCl&nSOCSOreIefhPCBc&doﬂon
(TP1 Form submitted)

A = Auto EPF Rate

For employees who receive monthly wages of RMS, 000 and below, the portion of employer contribution is 13% with
effect from January 2012 wages.

Code [I | [ active

) b) ¢ d e f) e h)
EPE PCB PCB(A) EIS OT EA HRDF
Bonus M 0O 0O O '
Divector O O a Y]
Poyleae [ | a o “
Unpadleave ] [4 Ll = ‘O =
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Symbol

Explanation

Symbol

Explanation

= |

A unique name to recognise the type of contribution

Contribute to the Employees Provident Fund (EPF)

1

The details of the contribution

Contribution to Social Security Organization (SOCSO)

=

Allow this contribution to be selected in: Maintain
employee >Payroll Info.

Contribution to Potongan Cukai Berjadual (PCB), aka
Monthly Tax Deduction (MTD)

*Used for regular monthly pay out

(eg: wages, allowance, overtime, paid leave)

Auto-select this contribution every time in: Maintain
employee > Payroll Info.

Same as PCB but used for ad-hoc pay out
(eg: bonus, director fees, commission)

The amount of EPF needed to be pay by the
Employee

Contribution to Employment Insurance Scheme (EIS)

The amount of EPF needed to be pay by the
Employer

Allow other than wages amount to contribute to
Over Time (OT)

eg: Wage RM1000, Bonus RM500

Without tick, OT will based on Wage RM1000 only
to calculate the amount

With tick, OT will based on Wage RM1000

+ Bonus RM500 and calculate the amount

When tick, employee do not need to pay EPF but
employer have to pay 17.5%

This is for public sector employee who is already in
pension but still choose to remain in work

Which SOCSO table to follow
(for default table, leave it empty)
Recommended to leave blank

Which Scheduled Tax Deduction (STD) calculator to
follow. Recommended to follow computerized
calculation

Tick this means that employee that is selected with
this wages type will have his/her payroll info to
appear in the EA form.

When tick, for SOCSO contribution will treat in
Monthly PCB as Optional Tax Relief.

Human Resources Development Fund (HRDF), (eg:
company trip, special events & etc)
*will appear in contribution report

e
Sy
'

The number of days work in @ month (exclude Sunday)

=Y
N

The number of hours the employee work in a day
(Please visit Daily Wage guide for more details)

Tick this will auto calculate the OT amount by:
Hourly Rate = Wage + Working Day + Working Hour
If untick, OT rate is needed to manually input after
process month end
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Maintain Allowance :

- Setting up maintain allowance helps you to categorize the type of allowance that employee

entitle.
- This would affect the types of contribution that they need to provide (EPF/SOCSO/PCB & etc)
- This is especially useful if you have different types of allowance like Petrol, Handphone,

Meal Allowance base on different company different entitlement.

Step 1: Click on Payroll then look for the maintenance and click on

Maintain Allowance.

eLeave Inquiry  Tools Window Help
‘ ¢+ New Payrall... ‘ ’ -

1= Open Payroll...
' ¢« Open Pending Payroll... ‘

Maintain Wages...
;D Print Pay Slip... Maintain Frequency...
D Print Payroll Summary... Maintain Contribution...
D Print Payroll Summary (Work Unit)...  Maintain Allowance... 7
D Print Coinage Report.., Maintain Deduction...
ﬂ Print Cheque Listing Report... Maintain Overtime...
_j:| Print Credit Bank Report.., Maintain Claim...
D Print Contribution Info... Maintain Commission...
Government Reports y |7 Maintain Payment Method...

D Print Yearly Payroll Report...
D Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Past Payroll 2ayroll Summary
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Step 2: Click New to generate a New Allowance.

% Allowance EHE"&]
= Code Description Rate Active  Tax Code
4 Default Allowance ; - ; : lew
_|PHONE  |PHONE_ | - M jtasooo =k
PETROL  PETROL 5 -| TA.1500 =
veameal [ |
| HOUSE  |HOUSE o L 4 | ]

More v
>J Preview w
Refresh

Detal v

Step 3 : Insert the info that you want to set in maintain allowance.

} Allowance | = | =) llﬁl
1) Code PHONE | [ Active blew
2) Description IPHONE ] Edt v
3) Rate | | Set as Default  Delete
4) Tax Exempted Code |Phone vl
Save
5) Contribution 1
> Cancel
[~1ePF “1E1s ‘ :
More v
[v]socso Lot J—
Vpcs “1Eea Preview v
[]rcB (a) HRDF Refresh
Browse

Step 1 —Insert the Code of the Allowance that you want to generate.
Step 2 — Insert the Description of the allowance.



Step 3 — Insert the fixed amount for the allowance, eg: Handphone allowance is fixed
RM 300 for every employee then you can insert the rate of RM 300 but if there is not

then you can left it blank.
Step 4 — If the allowance is tax exempted then you may insert the tax exempted code.
Step 5 — Tick or un-tick the contribution of the allowance.

Step 4 : After create the master file of Allowance, then you can add the
fixed allowance for certain employee which have the allowance monthly.

£? Employee (o] -E ]
Code:  |003 Job Title: [ Active thew
Name: [NICOLE | Edit
Delete
Personal Grouping Family Payroll Info Allowance Deduction Mote History Chid  Attachments Save
u = Cancel
£ Allowance Description Rate EPF SOCS0O PCB PCB(A) EIS o1 EA HRDF Tax Code
» PHONE PHONE ‘ 150.00 [ 1 [ |Phone A | More v
|MEAL |MEAL 80,00 | ; O | | |
o . ) o o B T . T ) B o F'I‘EEiC‘»'f".'
Refresh
Is! Browse
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OR else you can insert the allowance after process month end as below :

[Pe 0542018
S Code Name welcome E3 00001 E3
»00001 :ALI BIMN AHMAD X
o0t ILEE CHONG WAl H O | &
002 KOO KIAN KEAT
003 _|MICOLE ‘Wages: 6,000.00 | Loan: -| ALI BIN AHMAD
004 | WONG CHUN HAN
L : : . . h End (05.2018
Joos &P KIM HOCK Click on “Allowance” wording. { )
Overtime: T EPF: BIT00 —rLer EFF: 888.00
A Employer SOCSO: 69.05
Employer EIS: 7.90
Paid Leave: |:’
Director Fees: ‘:‘ CP38: [:] Computerized Calculation
Bonus: :l Unpaid Leave: [:] PCB: Print PCE 111.00
Advance Paid: ‘: Advance Deduct: - Gross Zakat: ;
Gross Pay: 7,400.00 Gross Deduct: 1,002,65 Gross Net Pay: 6,397.35
Net Pay: 6,397.35

Payroll Info E4 Allowance E3

[==E][=]

C3.KAl

{Adjustment) -

A\ 4

Click on “+” button to add allowance detail as per below.

5

£ TransDate PostDate  Employee Code Description Work Unit

» [51/0s72018 | 31/05/2018 |00001 HOUSE  |HOUSE 1.00
31/05/2018 |31/05/2018 00001 IPHOME  |PHONE 1.00|
'31/05/2018 |31/05/2018 |00001 PETROL |PETROL 1.00

Rate Amount

1,000.00  1,000.00
150.00/  150.00]
25000, 250.00

Allowance feature is same with deduction feature, all the allowance is

not compulsory just depend on company policy.
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Maintain Overtime :

Setting up maintain overtime helps you to categorize the type of overtime that company

have.
This would affect the types of contribution that they need to provide (EPF/SOCSO/PCB & etc)
This setting will bring impact of the calculation of overtime.

Step 1 : Click on Payroll then look for maintenance then click on
Maintain Overtime.

m_Leave Inquiry Tools Window Help

i i New Payrall... ‘ -

' ¢~ Open Payroll...

1 Open Pending Payroll...

Maintain Wages...

]D Print Pay Slip.. Maintain Frequency...

U] Print Payroll Sumrmary... Maintain Contribution..,

ID Print Payroll Surmmary (Woark Unit)... Maintain Allowance..,

D Print Coinage Report... Maintain Deduction...

_D Print Cheque Listing Report... Aaintain Overti

] Print Credit Bank Report... Maintain Claim... Payslip
D Print Contribution Info... kaintain Cormmission...

Government Reports » ,\_r; Maintain Payment Method...

D Print Yearly Payroll Report...
D Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Past Payroll 2ayroll Summary
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Step 2 : By default we have been build in certain overtime according to

the default but you can click on New to generate your own company

overtime.
¥ Overtime [o-la- ]
£ Code Description Rate ctivi m
(=4
L4 \Default Overtime 1.00 : =
DROS 1j2 Rest Day 0.50 |%| o
[DR10 1.0 Rest Day 1.00| M =
\DR30 Public Haliday 3.00 .
: Frr— : Click New
HW15 Working Day tso) M
HW20 Rest Day 2.00 ™ More |+
|HwW30 |Public Holiday 3.00]
Preview v
Refresh
Detal '«
>
7
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Step 3 : Key-in Overtime as below

¥ Overtime -
1.
Code (S | [ active e
Description |Working Day ’ Edit ¥
2. Rate 1.50
| I | - Delete
3.  Unit Type m Hourly v | Set as Default
e — L §ave
Pay Rate Script | v |
Leave Blank As Default Calculation 2opz
More Iv
4. | Contribution 1
[Jepr EIS Preview v
Msocso Hea e
Mrce [CJHRDF
> Browse
[Jece (a)

Step 1 —Insert the Code and Description of the overtime that you want to generate.
Step 2 — Insert the rate of the overtime, eg : the overtime rate is 1.5 as per overtime

amount or double, triple of the overtime amount.
Step 3 — Unit Type is to set the overtime calculation by hourly or by daily.
Step 4 - Set the contribution of overtime with EPF,SOCSO,PCB,EIS etc.
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Step 4 : Process the overtime with Month End first :

Payroll

m New Payroll...

1~ Open Payroll...

Leave Inquiry Tools Window Help

1« Open Pending Payroll...

Maintenance

Print Pay Slip...
;[j Print Payroll Summary...

ﬁ Print Coinage Report...

ﬁ Print Cheque Listing Report...
7] print Credit Bank Report...
7] Print Contribution Info...

Print Payroll Summary (Work Unit)...

Government Reports

E Print Yearly Payroll Report...
2] Print Yearly Individual Report..

Print Outstanding Pending Payroll Listing...

Past Payroll

Payslip

2ayroll Summa

- To process the month FINAL payroll -

"\
: Transaction Posting
R .

ort

= Payroll Transaction
‘—r\? Process Date:
@—’R Process From: [01/05/2018 v | To [31/05/2018 | ..,
Frequency
""v\) Description
@"? Description 1: | Month End (05.2018) |
Ad Hoc Description2: | ]
Ref 1: [ ]
Ref 2: [ ]

Oinclude Default Wages/allowance/Deduction in addition to Pending Transactions

OJuse system calculated amount for Pending Overtime/Unpaid Leave

Employee
E Code Name
» [ |oot LEE CHONG WAI
| (4 |oo2 KOO KIAN KEAT
[ |oo3 NICOLE
M |oo4 WONG CHUN HAN
[ |oos YAP KIM HOCK
M |oooo1 ALT BIN AHMAD
T
| 6
[ Process
v

Click on Process.
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E  Code Hame
»/00001 ALTBIN AHMAD
001 LEE §HONG WAL
|00z KOO[KIAN KEAT
| |oo3 NICQLE
|04 WONG CHUN HAN
005 AP KIM HOCK
A 4

Welcome

Month End (05.2018) - May 2018

Double click on employee
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Code MName

welcome E3 00001 E3
»/00001 ALI BIN AHMAD
001 LEE CHONG WAL H @ | *
00z KOO KIAMN KEAT
003 MICOLE Wages: Loan:
004 WONG CHUN HAN .
005 YAP KIM HOCK Allowance: 1,400.00 | Deduction:
I Overtime: I [ -| EPF:
Comfnission: SOCSO:

I

Click on “Overtime” wording

|6

Process Missing Employee

0.

L s

ALI BIN AHMAD

814.00 Employer EPF:

Employer SOCS0:
19.75 i

Employer EIS:

Month End (05.2018)

888.00
69.05
7.90

111.00 C3.KA1

S —
Director Fees: |:| CP3s: Computerized Calculation
Bonus: |:| Unpaid Leave: PCE: Print PCB
Advance Paid: \:’ Advance Deduct: Gross Zakat: -
Gross Pay: 7,400.00 Gross Deduct: 1,002.65 Gross Nek Pay:

6,397.35 (Adjustr

Payroll Info B3

Employee EPF Rate  11%o SOCSO Type
Employer EPF Rate  12%o Tax Category

| Resident

Payment Method |DIRECT TRANSFER  +

1

C3.Kal

Net Pay:

6,397.35

EIS Type Yes

Description I

HRDF R.
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¥ Month End (05.2018) [Period: 05 / 2018] |ESR EO =5
£ Code Name welcome 3 100001 ES
»|00001 ALI BIN AHMAD
| |oot LEE CHONG WAI -] @ ’ Y
002 KOO KIAN KEAT
003 NICOLE Wages: Lgan: [ -] Aausmanmap
004 WONG CHUN HAN
] ! ion: Month End (05.2018
e S Allowanice 1,400.00 | Deduction { )
Overtime: !: EPF: g14.00 Employer EPF: §88.00
. Employer SOCS0: 63,05
Commission: :I SOCS0O: 19.75
Employer EIS; 7.90
Paid Leave: l:l
Director Fees: :I CP38: :I Computerized Calculation
Bonus: ‘:‘ Unpaid Leave: :‘ PCB: Print PCB 111.00 C3.KA1
Advance Paid: :’ Advance Deduct: - Gross Zakat: -
Gross Pay: 7,400.00 Gross Deduct: 1,002.65 Gross Met Pay: 6,397.35 (Adjustment) -2
Met Pay: 6,397.35
Payroll Info E3 Overtime E3
@ ™| Click on “+” button to add the info that you want
£ Trans Date PostDate  Employee Code Description Work Unit ~ RATE  PayRate  Amount
» [15/05/2018 ] 31/05/2018 |00001 |- Default Overtime | - too| 230077

Count =1
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E Code Name
»/00001 ALI BIN AHMAD
001 LEE CHONG WAI
002 KOO KIAM KEAT
003 NICOLE
004 WONG CHUN HAN
00s YAP KIM HOCK

Wwelcome E3 00001 E3

H O

4

Wages: 6,00000 | Loan: [ | auBmanvap
Allowance: 1,400.00 | Deduction: 50,00 Month End (05.2018)
Overtime: l: EPF: = Code Description
o === Default Overtime

Commission: [ -] 50C50: ["Ippge 1/2 Rest Day
Claims: l:] EIS: DR10 1.0 Rest Day

_ DR30 Public Holiday
Director Fees: :’ CP38: Hwz0 Rest Day

HW30 Public Holiday
Bonus: i:l Unpaid Le
Advance Paid: I:J Advance
Gross Pay: 7,400,00 Gross Ded
Payroll Info E3 Overtime E3
r >
£ TransDate PostDate  Employee A=a -A- [JFetchall New

Py 15/05/2018 |31/05/2018 |00001

Default Overtime

1.00

Click on arrow down of Code to choose

which overtime type that you want
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Key in the work unit as overtime hour, for example that day Lee Chong

Wai overtime for 2 hours, just key in numbering as 2 will do

¥ Month End (05.2018) [Period: 05 / 2018)

d  Code Name
»|00001 |ALT BIN AHMAD
oot ILEE CHONG WAL
1002 KOO KIAN KEAT
1003 INICOLE
1004 |WONG CHUN HAN
|00s YAP KIM HOCK

EE )

welcome E3 00001 E3
HO |-
Wages: [ go0000] Losn: [ -] ausmAHvAD
Alowance: [ 1,40000] Deduction s0.00| Month End (05.2018)
Overtine: | 86.54| EPF: 814.00 Emplover EFF
Empl
Commission: | -| s0cso
= Employer EIS: 7.90
Claims: [ -] e 7.9
Paid Leave: | e
Director Fees: -| CP38: |:’ Computerized Calculation
Bonus: [ ] upadieave: | -| pce: printpce 117.95 C3KAL
Advance Paid: [ -| Advance Deduct: - Gross Zakat: -
Gross Pay: 7,486.54 Gross Deduct: 1,009.60 Gross Net Pay: 6,476.94 (Adjustment) -3
Net Pay: 6,476.94
Payroll Info E3 Overtime E3
E TransDate PostDate Employee Code Description WorkUnit ~ RATE  PayRate  Amount
b 15/05/2018 {31/0! 8 {00001 \Working Day 2.00 1.50 6

Or, you also can click on the button beside Trans Date, and tick the

column name Work Unit As Time

¥ Month End (05.2018) [Period: 05 / 2018) [ol o=
. =
A Codo e I Employee. ADDRESS2 (] Employee FREQUENCY (] Employee.LEAVEGROUP
»00001 ALI BIN AHMAD [] Employee. ADDRESS3 [ ] Employee PAYMENTMETHOD ] Employee.PASSWD
001 |LEE CHONG WAI (] Employee, ADDRESS4 (] Employee.BANK (] Employes.PHOTO
002 KOO KIAN KEAT (] Employee. PHONE1 (] Employee. BANKACCNO (] Employee.NOTE
003 NICOLE (] Employee. PHONEZ (] employee.EPFNO (] Employee. ATTACHMENTS
= (| Employee, MOBILE [_] Employes.NK || Employes ROWVER
004 [WONG CHUN HAN ] Employee. EMAIL (] Employee. INITIAL (] Project AUTOKEY
00s YAP KIM HOCK (] Employee. NEWIC [] Employee.50CSONO (] Project.CODE
(] Employee.OLDIC (] Employee. 50CSOTYPE (] Project . DESCRIPTION
] Employee PASSPORT ] Employee EISTYPE (] Project . ISDEFAULT
(] Employee. IMMIGRATIONNO [ Employee EISCATEGORY (] Project . ISACTIVE
] Employee BRANCH [] Employee. TAXCATEGORY [] Project ATTACHMENTS
[] Employee. HRGROUP (] Employee. TAXBRANCH (] Project. ROWVER
(] Employee. DEPARTMENT (] Employee. TAXNO (] Job.AUTOKEY
[] Employee. CATEGORY (] Employee.DISABLED (] 30b.CODE
[] Employee PROJECT [] Employee RESIDENT (] 30b.DESCRIPTION
[] Employee. OB [] Employee EASERIALNO [] Job.ISDEFALLT
(] Employee. TASK (] Employee. SPOUSENAME (] Job.ISACTIVE
(] Employee. COUNTRY ] Employee.SPOUSEADDRESS1 (] Job, ATTACHMENTS
] Employee RACE (] Employee. SPOUSEADORESS2 (] Job.ROWVER
[ Employee . CALENDAR [] Employee. SPOUSEADDRESS3  [[] Task.AUTOKEY
[] Employee, JOBTITLE [] Employee, SPOUSEADDRESS4 [ Task.CODE
(] Employee. JOINDATE (] Employee. SPOUSEPHONE 1 [] Task.DESCRIPTION
(] Employee. CONFIRMDATE (] Employee. SPOUSEPHONE2 (] Task.ISDEFAULT
(] Employee, RESIGNDATE (] Employee, SPOUSEMOBILE (] Task.ISACTIVE
] Employee MARITALSTATUS [] Employee . SPOUSETAXBRANCH [ Task. ATTACHMENTS
[] Employee. ISACTIVE (] Employee. SPOUSETAXNO [] Task. ROWVER
(] Employee. WAGESTYPE (] Employee. SPOUSEICNO
[[] Employee. WAGES (] Employee. SPOUSEWORKING
] Employee. ADDRESS1 (] Employee . CONTRIB (] Employee. SPOUSEDISABLED
||| Trans Date  PostDate  Employee  Code Description Work Unit As Tine  WorkUnit  RATE  PayRate  Amount
000 HWI1S ‘Working Day 02:00 2.00 1.50
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After call out the column of Work Unit As Time, you may key in the

overtime minutes also, eg: 2 hours and 15 mins as below :

¥ Month End (05.2018) [Period: 05 / 2018]

£ Code Name welcome E3 00001 E3
00001 ALI BIN AHMAD
001 |LEE CHONG WAl = @ ‘ 4
|00z KOO KIAN KEAT
oos NICOLE | wages: Loan: [ ] auemaHmap
004 WONG CHUN HAN
—— e : ! ion: Month End (05.2018
oos [vaP KIM HOCK Allowance Deduction ( )
Overtime: 97.36| EPF: g14.00 Employer EPF:
Soa Employ 5
Emplovyer EIS: 7.90
Paid Leave: \:’
Director Fees: \:I CP38: \:’ Computerized Calculation
Bonus: \:I Unpaid Leave: \:I PCE: Print PCB 118.80 C3KA1
Advance Paid: \:I Advance Deduct: - Gross Zakat:

Work Unit

89 15/05/2018 |31/05(2018 |D0001 |working Day

Maintain Payment Method :

Gross Pay: 7,497.36 Gross Deduct: 1,010.45 Gross Met Pay: 6,486.91 (Adjustment) 2
Net Pay: 6,486.91
Payrall Info Ed Overtime E3
TR
—
|E§ Trans Date Post Date  Employee Code Description Work Unit As Time RATE  PayRate Amount

1.50

28.85

- Maintain Payment Method helps you to categorise how you want to pay your employee

- Thisis useful when you have different type of banks (MBB, HLB & etc)
and method of paying (Cash, Cheque, Transfer)

- At here, we can also set the auto rounding so that all payout is round to the nearest 5 cent

eg: Employee total pay = RM1234.56
After auto rounding, it will become RM1234.55

76




Step 1: Navigate yourself to the maintain payment method panel

ottt srs mme s ses s mm e e e gy

e Leave Inquiry Tools Window Help

¢ New Payroll... ’
¢~ Open Payroll..,

[ ¢« Open Pending Payraoll... ‘

Maintain Wages...

_DPnntPayShp= Maintain Frequency...
D Print Payroll Summary... Maintain Contribution..,
D Print Payroll Summary (Work Unit)... haintain Allowance...
D Print Coinage Report... Maintain Deduction...
_]:] Print Cheque Listing Report... Maintain Overtime..,
_D Print Credit Bank Report... Maintain Claim...

D Print Contribution Info... Maintain Commission...

,:‘5 Maintain Payment Method...

Government Reports M

_]:l Print Yearly Payroll Report..,
D Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Past Payroll 2ayroll Sumr

Step 2: Click new to create new payment method

Cr— — ——— e e e oy P oY
% Payment Method == e <
o Code Description Active n
__E---- Default PaymentMethod ¥ = |

EDIRECT TRANSFER |DIRECT TRAMNSFER [ Edi Tv" i
DiMBB Transfer Maybank Transfer -
Click New
E o
More lv‘
Preview Wv
L
Refresh
Detail lv I
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Step 3: Key in the information needed

T TEEse—
5 Payment Method L)
S
1)Code IMBB Transfer 13) [ active | bew |

2)Description IMaybank Transfer | Edit ivi
3)Bank Maybank v| Cpekte | |

4)Bank Account Mo, |0987654321234

11)Ref Ikevin@gmail.com

|

12)Phone 103-78963211 | 14)Fax |

15) I Set as Default i

| Save
5)Bank Charge I &
; ] Cance|
6)Payment Type ‘ Direct Transfer ~ |
7)Met Pay |Payro|l Rounding v | I More !'J‘
8)Branch IKUALA LUMPUR | -
9)Address 15, JALAMN BESI 21/9E, | TR; fghi
150050 KUaLA LUMPUR | > N
| I [ Browse
| | .
10)Contact Person  [KEVIN |

—




Symbol Explanation Symbol Explanation
1) A unique name for the system to 10) The person that the employer liaise with the
recognise the type of payment method bank
2) The details of the payment method 11) Any additional remarks
3) The type of bank 12) The phone number of the bank
4) The employer own bank account number 13) Allow this payment method to be selected
in: Maintain employee > Payroll Info.
5) The bank charges whenever a transaction 14) The fax number of the bank
is made by this payment method
6) The ways of making the payment 15) Auto-select this payment method every
(cash, cheque, transfer) time in: Maintain employee > Payroll Info.
7) Allow 5cents rounding of net pay when
‘Payroll rounding’ is selected
(Please look at the below page for further
explanation)
8) The branch of the bank that is going to
issue to pay out
9) The address of the bank
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Explanation of auto rounding

A) Without auto rounding

Payment Type Direct Transfer
Met Pay I v » When Net Pay is blank
Branch KUALA LUMPUR

After month end will show no adjustment.
However, adjustment can be manually change by clicking the up/down
arrow beside it.

[

¥ Month End (05.2018) [Period: 05 / 2018]
£ Code [ Name welcome E3 001 E3
;_EIUDOl ’_ALI BIN AHMAD y
booi ieecHoNGwA HO |- -
o2 KOO KIANKEAT
oo [nicoLe Wages: Loan: [ -] LeE cHonG war
|004 WONG CHUN HAN
—- i- - : ion: Month End (05.2018
loos (VAP KIM HOCK. Allowance Deduction |:| ( )
Overtime: \:| EPF: 379,00 Employer ERF: 448.00
o Employer SOCSO: 60,35
Commission: ‘:‘ SOCS0: 17.25
Employer EIS: 6.90
Paid Leave: |:l
Director Fees: [:! CP38: [:l Computerized Calculation
Bonus: [ ] unpeidteave: 96.77| PCB: Print PCB 0 |
Advance Paid: :] Advance Deduct: - Gross Zakat:
Gross Pay: 3,530.00 Gross Deduct: 499,92 | Gross Net Pay: 3,030.08 Il(ndjustment) -2 I
Net Pay: 3,030.08 3
Payroll Info E3 v No adjustment

Employee EPF Rate  11% SOCSO Type, HRDF Rate % 0.5

Gross Net Pay same as Net Pay

Employer EPF Rate  13% Tax Cateqgor

Description I

Process Missing Employee




B) With auto rounding

Payment Type

Direct Transfer v

MNet Pay

'Payroll Rounding v ]

\ 4

Branch

lKUALA LUMPUR

When Payroll Rounding is selected in Net Pay

After month end will have auto adjustment to nearest 5 cents.

@Employee
Code: _ Job Title: I M active tew
Name:  [LEE CHONG WAl |  Edit Iv
Delete
Personal Grouping Famiy PayrollInfo. allowance Deduction Mote History Child — Attachments Save
Wages: SOCS0 Type: 7 First Category v | Confirm Date: = More I.
Contribution: EIS Type: Yes v Resign Date: 5
Age 18 below or 60 énd above exclude from‘ - Prez]?w lv
Frequency: EIS contribution. :
Refresh
Payment Method:  |MBB Transfer v Tax Branch: l:l
Bank: RHB v Tax No: l:l > Browse
Bal T single v |
.| Assignin Maintain Employee. e
EPF Mo : Tax Category: Cc1
NK: :I Override Tax Category []
Initial: [ ] Easeralno: [ ]
allawance: 530.00| Deduction: I:] Month End {05.2018)
overtine: [ | PR 379.00 Employer EPF: 44000
Employer SOCSO; 60,35
Commisson: | -] socso: 17.25
Employer EIS: 6,90
Director Fees: [:l CP38: I:l Computerized Calculation
Bonus: [ -] unpsidieave: 96.77| PCB: Print PCB HEL
Advance Paid: [:J Advance Deduct: - Gross Zakat: -
Gross Pay: 3,530.00 Gross Deduct: 499,92 |Gross Met Pay: 3,030.08 ||(Adjustment) 0.02 o
Met Pay: 3,030.10 {
v Adjustment made

Net Pay increased to

nearest 5 cents automatically

81



A) Process Salary :

You can choose the different options as below:

1) New Payroll

- You able to process payroll either Final, Frequency or Ad Hoc basis.

2) Open Payroll

- You can re-open payroll processed to check or edit.

3) Open Pending Payroll

- This pending payroll allowed to input the pending amount before final payroll

process.

- You may input the following type of pending amount:

a) Wages

b) Allowance
c) Paid leave

d) Overtime

e) Claims

f) Director Fees
g) Commission
h) Bonus

i) Loan

j) Deduction

k) Unpaid leave
[) Advance

m) CP38
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Month End Payroll :

Step 1: Click into payroll then look for new payroll.

- To process the month FINAL payroll -
Transaction Posting Employee:

0

Year: 2018 3 Month: m S Code Name
Final » no1 LEE CHONG WAI
Payroll Transaction [ ooz KOO KIAN KEAT
Q Process Date: |31/05{2018 v M 003 MICOLE
&g 004 WONG CHUN HAN
A Process From: |01j05{2018 | To [31josf2018 v | ., | = T
GiFauco: CUt-OFF Day: 00001  |ALIBIN AHMAD

Description

Description 1: |Month End (05.2018)

h=d
o
an
=]

=5

|
Description 2: | l
Ref 1: | l
Ref 2: | ]

[Jinclude Default Wwages/allowance/Deduction in addition ko Pending Transactions

[Juse system calculated amount for Pending Overtime/Unpaid Leave

Step 1.1 — Certain company their payroll cut off date will not in the month end ,
some of the company will according to the 26 of the month, so you can preset your
own company payroll cut off date through the “ ...” button.

Step 1.2 —Click on the “ Process “ option.
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Open Payroll :

- Once you have proceed the payroll and you wish to view whatever you have

did, then you can make some amendment.

Step 1: Click into payroll then look for Open Pavyroll.

eave |nquiry Tools Window Help
¢ New Payroll...

! Open Payroll...

¢ + Open Pending Payroll...

Maintenance »

| Print Pay Slip..

__ Print Payroll Summary...

__ Print Payroll Summary (Work Unit)...
__ Print Coinage Report...

__ Print Cheque Listing Report...

__ Print Credit Bank Report...

[~ Print Contribution Info...

Government Reports 3

__ Print Yearly Payroll Report...
__ Print Yearly Individual Report...

Print Outstanding Pending Payrell Listing...

ﬁEile Edit View Human Resource Payroll Leave Inguiry Tools Window Help

Welcome | ool |

ooz KOO KIAM KEAT
003 MICOLE

004 WOMNG CHUMN HAM
005 AP KIM HOCK

[ Print Pay Slip ] [ Print EPF Borang A ]

[ Print Payroll Summary ] [ Print SOCS0 Borang 8A ]

[ Frint Payment Surmmary ] [ Print Income Tax CP339 ]

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

*You can process 2 month end in the same day also. When the 1% process, you can choose to tick those
batch 1’s employee, and when process another time, it will appear those batch 2 name. Example as below.
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BATCH 1

- To process the month FINAL payroll -
~ Tranmsaction Posting
e vt 53]
Payroll Transaction

Process Date: [31§05/2018
Process From: |01/05/2018 ~ | To [31/05j2018 | ..,

Description
Description 1: |Month End (05.2018)
Description 2:
Ref 1@
Ref 2:

Oinclude Default Wages/AlowanceDeduction in addition ko Pending Transactions
[Juse system calculated amount for Pending Overtime Unpaid Leave
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BATCH 2

- To process the month FINAL payroll -

Transaction Posting

Year: Month: |s ﬂ

Payroll Transaction

Prcess Dt

Process From: [01/05/2018 | To [31/05/2018 v| ..

Description
Description 1:  [Month End (05.2018)
Description 2: |
Ref 1:
Ref 2:

[Oinclude Default Wages/AllowancejDeduction in addition to Pending Transactions
[Juse system calculated amount for Pending Overtime/Unpaid Leave

Code Name  Welcome B
00001 ALI BIN AHMAD
1005 YAP KIM HOCK
[
Process Missing Employee
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Open Pending Payroll :

- Before you process the month end, you can use open pending payroll to key-in
all others add hoc info like extra allowance, overtime, claim etc.

Step 1: Click into payroll then look for Open Pending Payroll.

ﬁ File Edit View Human Resource JEEEIR Leave Inquiry Tools Window Help
‘ 1. New Payroll... —
1 » Open Payroll...
Open Pending Payroll...
[ v \ A

Maintenance > T

1 Print Pay Slip...

'J— Print Payroll Summary...

_1— Print Payroll Summary (Work Unit)...
J_ Print Coinage Report...

.I— Print Cheque Listing Report...

,:I—' Print Credit Bank Report...

J_ Print Contribution Info...

New Payroll

Government Reports >

E Print Yearly Payroll Report...
|| Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

—

Past Payroll Payr;ll Summary SQCso

MALAYSIA

PCB J

Step 2: Double Click on the info that you want to input, eg: Overtime.

;EEME Edit View HumanResource Payroll Leave |nquiry Tools Window Help

‘ ‘ ’ | — |

Pending Payroll - Jun 2015

Pending 2015 Without Transactions /

| ; | ; | ; I :; , i ;}T(
Wages Allowance Tax Deduction Overtime Deduction
y y a / /
| i i
Advance Paid Claims Loan P38 ‘Advance Deduct
4 J J
)\ i i
Bonus Paid Leave Director Fees Unpaid Leave Tax Benefit
4 4 J J

Commission

Pending Navigator
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Step 3: Insert the info accordingly :

ﬁEiIE Edit View Human Resource Payroll Leave |nquiry Tools Window Help
e | =
o sleecoer y
4 o
Appendi = :

ns Date  PostDate Employee Code Description Work Unit RATE

data to display >

Step 3.1 : Press on the “ +
“ button to insert the info.

Count =

ﬁfl\e Edit View HumanResource Payroll Leave Inquiry Teols Window Help

| D HOLSE @
seoHde |t cat™y

= TransDate PostDate  Employee Code Description Work Unit ~ RATE
*{15/06/2015 | 15/06/2015 | |— |Default Overtme | - Lo

Step 3.2 : Insert the info accordingly like employee, overtime code, work unit etc

Count =1
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ﬁEiIE Edit View Human Resource Payroll Leave Inquiry Teols Window Help

| | & H O & -
0
o L r r B
L+~ : oM 9
Save
= "
£ Trans Date Post Date Employee Rde Description Work Unit As Time Work Unit  RATE
15/06/2015 |15/06/2015 001 HW Working Day 02:30 2.50 1.50
15/06/2015 | 15/06/2015 002 HW ‘Working Day 03:00 3.00 1.50
15/06/2015 |15/06/2015 003 HW Working Day 01:45 175 L50
15/06/2015 | 15/06/2015 004 HW Working Day 02:00 2.00 1.50
$E15/06/2015 £ 15/06/2015 005 HW Working Day 01:30 1.50 L50

Step 3.4 : Once update accordingly then save.

Count =5

Step 4: Once update you may process the month end and see the

result.

ﬁEile Edit View Human Resource Payroll Leave |nquiry Tools Window Help

Code

Name
LEE CHONG WAIL

Weloome| 001 | 002 ‘

KOO KIAN KEAT

NICOLE

WONG CHUN HAN

YAP KIM HOCK.

HO

4

IS

Wages: Loan: LEE CHONG WAI
Allowance: Deduction: Month End (06.2015)
Overtime: EPF: 396.00 Employer EPF: 268.00
Commission: |:| socso: Employer SOCS0: 51.65
Claims: l:l
Paid Leave: l:l
DrectorFees: | -| cpam: [ | computerized calculation
Bonus: l:l Unpaid Leave: l:l PCB: Print PCB -Cc1
Advance Paid: l:l Advance Deduct: - Gross Zakat: =
Gross Pay: 3,584.09 Gross Deduct: 410.75 Gross Net Pay: 3,173.34 (Adjustment) -5
Het Pay: 3,173.34

Tl

| |
Trans Date PostDate  Employee Code Description Work Unit As Time Work Unit Rate PayRate  Amount
» [15/06/2015 | 15/06/2015 |001 |Hwis  |working Day 02:30 250]  150]  1442] 5409
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C) Payroll Report:

You able to generate the below reports :

1) Print Pay Slip
- Enable to generate the pay slip for the employees selected.

2) Print Payroll Summary

- Help you to analyse the payroll for a month like wages, claims, unpaid leave,
allowance, etc.

3) Print Coinage Report

- Help you to count the number of money papers/coins required for the pay
amount.

4) Print Cheque Listing Report

- Help you to generate the individual pay amount for banker.

5) Print Credit Bank Report

- Help you to generate the individual pay amount via Direct Transfer service.

6) Government Reports

- You able to generate the government reports, such as EPF Borang A, Income
Tax EA, Sosco Borang 8A, etc.

7) Print Yearly Payroll Report

- Generate 12 months payroll for individual employees.

8) Print Yearly Individual Report

- You able to choose the employee to view the detail 12 months payroll.
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SQL Payroll Leave :

Leave this module use to monitor the employee leaves,
company calendar and printing the attendance reports.
It consists of 3 sections:

a) Maintenance

b) Leave Entitlement Processor

c) Leave Application

d) Reports.
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D) Maintenance Leave
1) Maintain Calendar

- Allow to set company calendar for a year, such set the
company rest day, public holiday, etc.
2) Maintain Leave Type
- Enable to define the leave type, like annual leave,
medical leave, maternity, unpaid leave, etc.
- You also can define the leave type setting whether
a) Is Entitle
b) Is Unpaid
c) B.Forward
3) Maintain Leave Group
- Allow to customise your leave policies for different
level of people in company.
- You can customise the scripts (under Tools 2
Maintain Script...) and set in the leave group.
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Maintain Leave Type :

- 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.

Step 1 : Point to “Leave” tab and select “Maintain Leave Type”

File Edit View Human Resource anroll!nquiry 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...

-y

Maintain Employee New Payroll

Past Payroll

Step 2 : Click on “New” button on the upper right corner to create new
leave type

d

e |-
| Delete |
More |w

E Code Description Caption Active IsEn... IsUn... BF
PAL Annual Leave T O e o e |
uL Unpaid Leave uL O O
MC Medical Leave [mc | | O O

i

7
g
4
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Step 3 : Insert the info such as code, description, caption, Is Entitle or

not then SAVE.

Style

Mal

Maternity Leave

Mal

[¥]1sEntite [ ]1s Unpaid

[¥]B.Forward

Set as Default

Description
Annual Leave
Unpaid Leave

Caption Active IsEn... IsUn...

R ANRNCE

Maternity Leave

Juld

[n~]
E E' H
4] [«]

7
A
‘
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Maintain Leave Group :

Step 1: Firstly, point to “Leave” tab and select “Maintain Leave Group”

File Edit View Human Resource Payroll !nquiry 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

Step 2: Click on “New” button on the upper right corner to create new
leave group.

Code Description

Active
Default Leave Group |

-
m
1




Step 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
parrcular leave group.

& Leave Group =N iER =
Code Fw
Description FOREIGN WORKER
[v] Active Set as Default te
ﬂ Save
| Leave Type Entitle Amount ‘
AL o Cance|

u More -

Refresh

Step 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)

1to?2 8

3to4 12

>4 16




N

Code l-

Description IDefault Leave Group

Active

+]

Entitle ) Amount BF
b AL Annual Leave - 8 Days For 1-2 Years... |
MC Medical Leave - 14 Days For 1-2 Yea... Mare v
uL Based On Employee Default Wages
Preview =
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Step 5 : If your company does not follow the default annual leave setting,
you can always customise your own calculation by click on the entitle col-

umn, it will appear 3 dots button, just click on 3 dots button as shown on
below.

¥ Leave Group S l @::]
Code ‘(---- Jev
Description {Default Leave Group Edit
@Active This is default record
ﬂ = Save
Vii Leave Type Entitle Amount BF Cancel
AL B-6314-4AF0-9370-1608476EASEA iR
|mC _Medical Leave - 14 Days For 1-2 Yea... More v
UL Based On Employee Default Wages
Praview
Refresh

1) 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 4 12
5 99 18
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e Group

(=@ =]

E— B
ption IDeFauIt Leave Group , Leave Entitlement Policy X
Active This is def
(® Standard Calculation
eave Type Entitle
3-6314-4AF0-9370-160B476EASEA} H ‘ear From ‘Year To Days
Medical Leave - 14 Days For 1-2 Yea... | 1 | 2| 8.00
Based On 3 4 12.00
I 18.00
| 3

Description ’Annual Leave - 8 Days For 1-2 Years, 16 Days For 5 Years And Above

(O Custom Calculation

bl

OK

l ‘ Cancel

|

Click “OK” then you will come to this.
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a) Employee Leave Group Assignment

1) point to “Human Resource” tab and select “Maintain employee”

RIERRENIIEE Payroll Leave |Inquiry Tools Window Help

Maintain Branch...
§itf] Maintain Department...
e Maintain Group...

0 Maintain Category...

i File Edit View

Maintain Project...
Maintain Job...
Maintain Task...

Maintain Race...
Maintain History Type...

Maintain Employee New Payroll

b\

Past Payroll

2) Select relevant employee. eg: Nicole. Click “Edit”

001 LEE CHONG WAI [ [Zl tew
_
Mo <
005 YAP KIM HOCK v
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3) Click on “Grouping” tab, and you will see “Leave Group” at the
last panel.

& Employee (=% o8 =X
Code: |003 v|  JobTite: Active e
Name: Edit S

Delete
Personmily Payroll Info. | Allowance | Deduction Note | History = Chid | Attachments Save
Branch: v Project: v Cancel
HR Group: — v Job: —-e- v e v
Department: — v Task: -— v
Category: v Calendar: — v { Freview |
Country: MY W Refresh
Race: — ] I Leave Group: |- v Browse

4) Assign relevant leave group.
eg: Foreign Worker (FW)
Then, Click “Save”

Leave Group: |FW | v ‘
Code Description
Default Leave Group
FW FOREIGN WORKER.
i
Fetch All A-- A=a New
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Leave Application:

Recording the leave apply by each employee. You can input any type of leaves you
definedin Maintain Leave Type.

You can set the calendar set into individual employee in Maintain Employee. It will
loaded the employee leave application.

It able to monitor the leave apply based on the up-to-date number of leaves
entitlement.
For example,
Annual Leave Entitlement = 12 days
Average Annual Leave Entitlement = 1 day per month
Annual Leave applied for a month;
January = 0 day
February = 1 day
March = 0 day

From the above scenario, total annual leaves entitled up to month of April are
4 days (including month of April).

It means number of annual leaves remaining are (4 — 1) = 3 days.

If the employee apply 4 days leave in month of April, the system will prompt
the below warning. “You’ve taken 5.0 days of Annual Leave, but Annual Leave limit
for April is 4.0 days.”

So, you can choose to Allow, Not Allow or Unpaid Leave.
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1) First, point to “Leave” and click on “Leave Application”

. Eile Edit View HumanResource Payroll BEZVEN Inquiry Tools Window Help

| ) ) N | Leave Appli

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

2) Select the year. eg: Year 2015

New Payroll

Past Payroll

Open Leave

Current Leave

Year: 2015
0 application

New Leave Applicatic

Leave Inquiry

Other Leave

Year: 2014
10 applications
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3) Point to the name of employee and click into it. eg: Lee Chong Wai

iy 2015 Leave B8 E=8
= Code Naze  Welcome [ |
Foo: LEE CHONG WAI
002 KOO KIAN KEAT
003 NICOLE
004 WONG CHUN HAN
005 YAP KIM HOCK
Print Leave Application Report
Print Attendance Report
Print Leave Balance Report
Print Yearly Leave Report
5

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.

o 2015 Leave == =0 ="
¥ Code [ <]
#o01 -
. £ O o M
e DO G
:0; - L@
o3 — c| AL |u mc
005 CHONG
= s 4 January 2015 February 2015
MTWTFSS MTWTFSS
1234 3 1
S6789101 42345678 =
IZBMBBIBE 9NN LLMIS &
3 Dawe * Leave.. Desapton Day OayaTme| |{B2A2NDM% K TBBD12
THTBWB/NN NBMBNTB
Aorl 2015 May 2015 1
MTWTFS5S MTIWTFSS TWTFSS
12345 123 21234567
678 9WILL 67891 #8 91011121314
S1314151517 1819 #1112 13141516 17 8(1]16 17 18 19 20 21
021 223425% 18192021 222324 H222324252%62728
w2 H sxsyasnn rsn
My 2015 August 2015 September 2015
TWTFSS MTWTFSSsS MIWTFSS
12345 12 % 123456
- #8678 9WL1R 23456789 ¥T78IWHRI1
1341516171819 N0 213141516 H1415161718192
Leave Balance ®NAVBMBX WTBRNN2RD WNDBMBEHY
AlcoveTioe| Extie 5 = ~=— 728 % % 3 HNBBTBABD BN
f o 2o 8 E— October 2015 Movember 2015 December 2015
Me zw 0.00 0.00 2w TWTFSS MTWTFSS MTWTFSS
« 1234 1w 123456
“ 567891011 2345678 ®W7890uRY
CRBMISEIE Y IWURNMIS NKISKT B2
CENANDNMB fETBBNND HNDBMEXD
{ [PdTEIMN  enHusEIB® sBuNN
2 -
= | []Prompt diskog when exceed leave entite imt || Rest Day (] Public Holiday
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Welcome | 001

% olHB

2015 Leave

= LSO

[E=8EeR )
[« |

1 c | |ALf uL| MC
LEE CHONG WAI
4 January 2015 February 2015 March2015 )
MTWTFSS MTWTFSS MTWTEFSS
293031 1 2 3 4 4 1 1
4567891011 2345678 92345678
11213141516 1718 7| 9101112131415 = 910111213 14 15
= = = {19202122232425 161718192021 22 161718 192021 22
M [15/06/2.. AL e o e %126 27 28 29 30 31 52324252 27 28 :j;ig-:zszeznszg
Apri 2015 May 2015 June 2015
MTWTFSS MTWTFSS MTWTEFSS
w 12345 = 123 1(1234567
3678 9101112 = 456 78 910 = 8 910111213 14
#13141516 171819 =11121314151617 =l 17181920 21
2021222324252 18 1920 21 2223 24 22 23 24 25 26 27 28
227 28 29 30 225262728283031 ¥ 2830
2uly 2015 August 2015 September 2015
MTWTFSS MTWTFSS MTWTFSS
S 12345 = 12 % 123456
: ] s 26789101112 2 3 456789 78910111213
131415161718 19 1011121314 1516 14 15 16 17 18 19 20
Leave Balance 0(20212223242526 1718 19 20 2122 23 3921 22 23 24 25 26 27
E Leave Type Entitle BF Taken Balance HNrBBIIH :;2 LXETBDN “BIN
BIAL 2500 G:00 200 1500 October 2015 November 2015 December 2015
jmc zw 0.0 0.0 2.0 MTWTFSS MTWTFSS MTWTFSS
“ 1234 4 1« 123456
/5678091011 42345678 =78 910111213
21213141516 1718 % 910 111213 14 15 5141516 17 18 19 20
419202122232425 +[16 17 18 1920 2122 %(21 22 23 24 25 26 27
4262728293031 2324252272829 =28293031 1 2 3
2 <5 30 i4 56 78 910

Prompt dislog when exceed leave entitle lmit [ |Rest Day [¥] Public Holiday

5) If your employee applies for half day leave or leave calculated in
hours, call out “Day As Time” column. 1 working day has 8 work-
ing hours.

Date Leave ...

»|15/06/2...|AL

Annual Leave

Description Day

Day As Time
.0( 08:00

1.00  08:00

6) Select the duration of the leave. eg: 3 hours. Then system will au-

tomatically calculate the number of day as 0.38 day.

£ Date Leave ... Description Day Day As Time
1|15/06/2... AL Annual Leave 0.33' 03:00
1 1.00 08:00
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Leave Entitlement Processor

based on the leave group.

“Leave” and click on “Leave Entitlement Processor”.

Eile Edit View HumanResource Payroll BN 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

Transaction Posting

Year: PilhisS

L]

It allows to process the annual leave entitlement for each employees

1) Leave entitlement process can be done once a year. First, point to

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.

Gor

E=44

| Caliate Enttement | |

Clear Entilement |

b 001

Code

Name AL
LEE CHONG WAI

16

MC

Mal

002

KOO KIAN KEAT

16

003

NICOLE

16

004

WONG CHUN HAN

16

005

YAP KIM HOCK

16

BRERNER

o o o|oo

o o o|o|o

Count =5

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

Count =5
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Leave Report:

1) Print Leave Application Report
- Enable to generate detail leaves taken by each employees for a year.

2) Print Attendance Report
- Enable to generate the attendance performance in %.

3) Print Leave Balance Report
- Analyse the number of days taken for annual leaves, medical
leaves,etc.

4) Print Yearly Leave Report

-Generate 12 months total leaves taken for a leave type like annual
leave, unpaid leave, medical leave, etc.
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E) Setting :

1.How to Perform Leave Brought Forward?

- How to set company annual leave brought forward to next year.

2. Where to key-in PCB Receipt ?

- Once submit PCB, where to key-in the PCB receipt info in the system?

3.How to key-in opening balance for employee?

- Some of the employee might be join from middle of the year, so to calculate
the correct PCB info, need to key-in the opening balance for employee.

4.Where to print out Increment Letter?

- SQL have built-in the increment letter, you can print out directly for employee.

5. How to import from Excel?

- If you have a lot of employee and you don’t want to key-in one by one, you can
choose import from Excel as long as follow our template.

6.SQL View.

- If you have different user to login at the same time and you wish to block

certain user to view different department employee’s info, then you can block
from view.

7.How to give Bonus in SQL Payroll?

- Different company might have different way to given out the Bonus of
employee, like some of the company will given out bonus middle of the month
then only process salary, some of the company might combine the bonus then
process together with month end.
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8. How to setup daily Pay Method for employee?

- Different company might have different way to given out the Bonus of
employee, like some of the company will given out bonus middle of the month
then only process salary, some of the company might combine the bonus then
process together with month end.

9. How to customize EA form?

- Some of the info might not appear in EA form like car info so you can
customize the EA form to insert the information.

10.  Where to key-in tax benefit info?

- Some of the employee you might need to update the tax benefit info to display
at EA form.

Leave Brought Forward
HOW TO PERFORM LEAVE BROUGHT FORWARD

1) Make sure in Leave Type brought forward (BF) is ticked.
& saL

ﬁ File Edit View Human Resource Payroll BE= Inquiry Tools Window Help

Leave Application... I

Leave Entitlement Processor... B

.| Maintain Calendar...

| Maintain Leave Type...

Maintain Leave Group...

1.1 Click
Leave then
Maintain
Leave type

Print Leave Application Report...

' Print Attendance Report...
)g Print Leave Balance Report...

Maint Print Yearly Leave Report...
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- |
Description | Annual Leave , : ,
e 0
[VIisEntite  [JIsUnpaid [f¥]B.Forward tick Save
Style | v/ B.Forward Cancel

[¥] Active This is default record

Leave Application...

Leave Entitlermnent Processor...

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

Maintain Leave Group...

Print Leave Application Report...

2.1 Click Leave
then Maintain
Leave Group

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

Print Yearly Leave Report...

E
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3) Key in leave entitlement (may refer leave setting guide)

File Edit View Human Resource Payroll

A=

3.1 Click Leave
then Leave
Entitlement
Processor

ﬁ Leave Entitlement Processor

Transaction Posting

2015

]

Year:

Leave Entitlement

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...

Selected year 2015 has been processed. Please select an option.

' = Open
3.3 Click

Open = Overwrite

3.2 Click
Process
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w Leave Entitlement - 2015
He oo™
| CaluateEntitement | | ClearEntitement |
E Code Name AL BF MC
»|oo1 |LEE CHONG WAI 16 0 2
002 KOO KIAN KEAT 16 0 2
003 NICOLE 16 0 2
004 WONG CHUN HAN 16 0 2
005 YAP KIM HOCK 16 0 2

| 3.4 Key in all the

entitled leaves
and save it.

After ticked BF in
leave type it will

add one more
column here.
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4) Apply leave for employees.(may refer leave setting for more details.)

-Leave/Leave Application/Double click Current Leave

New Leave Application Current Leave
Leave Inquiry ~g
e B vear: 2015
ei 2 applications

Uther Leave

4.1 Double Vi 2014 Year: 2016
click Year 10 applications 0 application

2015 for leave

application
& 2015 Leave
8 __Code  Name || welcome |
» o1 TIEE CHONG WA
== l015 Leave
003 NICOLE '
004 WONG CHUN HAN
005 YAP KIM HOCK
| Print Leave Application Report ]
| Print Attendance Report |
- | Print Leave Balance Report l
4.2 Double click | Print Yearly Leave Report |
the employee.
Eg: Lee Chong
Wei
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it ﬁ

2015 Leave

Code MName ool
001 LEE CHONG WAI - el —
002 KOO KIAN KEAT EF@ H @a B | | ) | @
003 NICOLE B =
B 004 WONG CHUM HAM 001
005 YAP KIM HOCK LEE CHONG WAI
F E Date & Leave Type Description Day
v 1 1
4.3 Click '+ 10/06,2015 |AL Annual Leave 1.00
button to add 17/07/2015 |AL Annual Leave 1.00
leave and fillin
the leave type
: J
2 2.00
Leave Balance
£ Leave Type Entitle EF Taken Balance
b AL 15.00 0.00 2.00 14.00
MC 22.00 0.00 0.00 22.00
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5) Preview Leave Balance Report

-Leave/Print Leave Balance Report

i

o Leave Balance Report = =R

Year: |2015 Sort By :
Leave Type: ] | v ||I| ployee: -] EQEEEE Marne
Branch: O] v [..] Project O viL..] g:aapnacrhh'nent
Department: O| v ] 3ob: O| vl[-] ;ﬁ::?égtup
Group: ] | v ||I| Task: Ol | v ] 'Jrgzk

5.1 Choose

the employee — m
Leave Balance Report | and apply 7 H

Leave Balance 2015

Preview |v

£ Employee Info Annual Leave Medical Leave
£ Mame ISA... Entitle BFDays Taken Balance Entitle BFDays Taken Balance Entitle
MLEEC...| 16,00/ 0.00/ 2.00 14.00 22,00 0.00 0.000 22,00 0.0
The leave balance
is 14 days.
Count = 16,00 0.00 2.00 14,00 22,00 0,00 0.00 22,00 0.0
£ >
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6) Open Leave Entitlement for 2016(Repeat step 2)

Fioks Leave Entitlement - 2016 |
: ‘ ':._.] . 'I| ‘ @ r -
: L — . @ i |
| Calculate Entilement | | Clear Entilement |
= Code Mame AL MC
¥|001 LEE CHONG WAI 16 22
ooz KOO KIAN KEAT 15 22
003 NICOLE 16 22
Qo4 WOMG CHUM HAM 15 22
005 YAP KIM HOCK 16 22
In 2016, BF leave
of Lee Chong Wei
is 14 days.
Count =15
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Where to key-in PCB Receipt ?

Entering PCB & CP38 Receipt Number & Date

For an example with this Month (June) with PCB amount of RM1444.90.

Process : Month End (06.2015)

Employee  : All

Department : All

Branch CAl

Group : A:: 26/06/2015 09:37:58

Project : Al

Job Al ADMIN

Task LAl Payroll Summary

Pay Type T Al

GroupBy : Employee

Testing Company () Page 1 of 1

Employee Name Default Wages Meal Handphone Petrol  Gross Pay EPF SOCSO JPCB Normal PCB Gross
Additional Deduct

LEE CHONG WAI 12,000.00 80.00 150.00 300.00 12,530.00 -1,386.00 -14.75 -881.30 -2,282.05

KOO KIAN KEAT 9,000.00 120.00 9,120.00 -1,012.00 -14.75 -326.30 -1,353.05

NICOLE 8,000.00 80.00 150.00 8,230.00 -913.00 -14.75 -237.30 -1,165.05

WONG CHUN HAN 5,000.00 80.00 150.00 500.00 5,730.00 -638.00 -14.75 -652.75

YAP KIM HOCK 5,000.00 150.00 300.00 300.00 5,750.00 -638.00 -14.75 -652.75

Grand Total 39,000.00 510.00 750.00 1,100.00 41,360.00 -4,587.00 -73.75) -1,444.90 -6,105.65

Right click on the particular Month End process and click PCB Receipt...

3 i O o B g I ) T

Open Payroll

Jun 2015 Payroll

HALF MONTH PAYROLL

( (06.2015)
Jun 2015
15/06/2015
01/06/2015 to 15/06/2015

HALF

Past Payrell from 2014 - 2015

e Year: 2014
1 payroll

e

Month End (06.2015)
Jun 2015
30/06/2015
01/06/20 Open Payroll...
Open »
Print Payslip...
Print Payroll Summary...
Year: 20 Print Payment Summary...
2 payroll
Print EPF Borang A...
Print SOCSO Borang 8A...
Print Income Tax CP39...
e, D
q PCB Receipt...
Delete
Refresh

w Payroll
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The Following screen will be seen,

8§ PCB Receipt - 2015

eH® S O

eeoer

siEr=]

Month
January

Receipt Date

PCB

Receipt No. Amount

Receipt Date

CcP38
Receipt No.

Amount

February

March

April

1

May

X {June

30/06/2015

123123123

July

August

September

October

November

December

| count=12

1,257.50

1 ~ Enter the Receipt Date.
2 ~ Enter the Receipt No.
3 ~ Press calculate amount to show the total amount of PCB u paid that month.

[

Calculate Amount |

Month
January

Receipt Date

PCB
Receipt No.

Amount

Receipt Date

CP38

Receipt No. Amount

February

March

April

May

June

30/06/2015

123123123

1,444.90

Jary

August

September

October

November

December

The TOTAL PCB Normal amount of the employees which is RM 1444.90.
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Next, go to Payroll 2 Government Reports = Print Income Tax PCB 2(ll)...

&5 TaxPCB 2 [ ]=]

Year: 2015 =

Branch: ] v E] Project: = v E]
Department: [ v [B Job: ) v [B
Group: 1 v E] Task: 1 v E]
Employee: ] v [...) Printing Date: 30/06/2015 v

| Tax PCB 2(11) | Tax PCB Z(II)T

NAME PCB cP38 PCB cP38 PCB cpP33 PCB cP33 PCB cP38 PCB cP33 PCB cP33
b|LEE cHonG Al | | | | | | | | | g T | |
koo kian keaT i | 3.3
nucote ' 8 8 - - 8 - 8 - - | =

|WONG CHUN HAN -| -| -| -| -| -| -| | | ] N | -]

YAP KIM HOCK -| -| -| -| - -l | - o 7 | | 2|

= = = : = = - - - -1 144490 - -
< | 1 | »

Preview the employees Tax PCB 2(ll) . The following result will show in the report.

Tuan, Tuan,
Potongan Cukai Yang Dibuat Dalam Tahun 2015 Potongan Cukai Yang Dibuat Dalam Tahun 2013
Nama Pekerja LEE CHONG WAL Nama Pekerja KOO KIANKEAT
No.Kad Pengenalan 381212014321 No.Kad Pengenalan 900101101001
No. Fail Cukai Pendapatan No. Fail Cukai Pendapatan
No. Pekerja 001 No. Pekerja 002
No. Rujukan Fail Majikan (E ) No. Rujukan Fail Majikan (E )
Dengan homatnya saya merujuk kepada perkara di atas. Dengan hommatnya saya merujuk kepada perkara di atas.
2. Potongan-potongan yang telah dibuat bagi pekerja di atas dalam tahun semasa adalah seperti berikut: 2. Potongan-potongan yang telah dibuat bagi pekerja di atas dalam tahun semasa adalah seperti berikut:
No. Resit/ No. Slip Bank/No. Tarikh Resit/Tarikh No. Resit/ No. Slip Bank/No. Tarikh Resit/Tarikh
Bulan Amaun (RM) Transaksi Transaksi Bulan Amaun (RM) Transaksi Transaksi
PCB CP38 PCB CP38 PCB CP 38 PCB CP38 PCB CP38 PCB CP 38
Januari 0.00] 0.00 Tanuari 0.00 0.00)
Febroed 0.00| 0.00 Februar 0.00) 0.00)
Mac 0.00] 0.00 Mac 0.00) 0.00
April 0.00) 0.00 000 700
e
Jun $81.30 0.00 123123123 30 06‘2015‘| 0.00 15123123 30052013 |
o.oo voo hE ke
ot 0’00 0’00 Ogos 0.00] 0.00]
Septembes — = Septemb 000 000
Oldober - : Oktober 000 000
November 0.00 0.00) L
= November 0.00 0.00
Disember 0.00) 0.00 = o
Jumlah 38130 0.00 Disenber - :
Jumlah 32630/ 0.00
Tuan,
Potongan Cukai Yang Dibuat Dalam Tahun 2015
Nama Pekerja NICOLE
No.Kad Pengenalan. 920831105000
No. Fail Cukai Pendapatan
No. Pekerja 003

No. Rujukan Fail Majikan (E )

Dengan homatnya saya merujuk kepada perkara di atas.

2.Pc yang telah dibuat tas dalam tahun dalah seperti berikut:
No. Resit/ No. Slip Bank/No. Tarikh Resit/Tarikh
Bulan Amaun RM) Transaksi Transaksi
cB cp3g PCB cp3g PCB cp3g
Tomuari 0.00] .00
Februan 0.00] 0.00]
Mac .00} 0.00}
April 0.00) .00
Mei 0.00) .00
Jun 237.30| 0.00} 123123123 30/06/2015
Tulai 0.00 0.00)
Ogos 0.00) .00
September 0.00) 0.00)
Oktober 0.00) 0.00)
November 0.00) (X
o
Disember 0. .
I Jumlah 2373% (ﬂ I
e
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Opening Balance for Employee:

Maintain employee’s opening balance is done when the respective employee enter the company in a

month later than January.

The previous PCB amount is needed to key in so that the system can correctly calculate the

PCB amount that’s needed to pay every month.

Chinese translation: 18 Ja#t /A 7] 1) 2 THBEF] ‘opening’, IXFE R G4 A E LS H 72 T/ PCB

Step 1: Navigate yourself to the open payroll

SWIL Py CHLETPI IS CUIL

\m SItoenﬁ)s ILﬁ:!’Tndow Help

4+ Open Pending Payraoll...

Maintenance

E Print Pay Slip...

E Print Payroll Summary... Step 12
E Print Payroll Summary (Work Unit)...

E Print Coinage Report..

E Print Cheque Listing Report...

E Print Credit Bank Repart...
E Print Contribution Info...

Government Reports 4

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

Print Qutstanding Pending Payrell Listing...

New Payrol

s

Past Payrol

Step 2: Double click the year in open payroll

£ Open Payroll

o e

Open Payroll

Jul 2015 Payroll

"~y Manth End {07.2015)

1l 2015
@ 31/07/2015
01/07/2015 to 31/07/2015

Past Payroll from 2015 - 2015

Year: 2015

3 payroll

Double dlick the year
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Step 3: Double click the transaction under ‘Opening’

& Payroll 2015 follE =
2015 || Ce=re ] PRI T
Opening — . ) )
January Lt_:_ T —— Double click the transaction under "Opening
o g
February
IMarch
Jun 2073
April
May

Month End (08.2015)
J {"'} Jun 2015
une @7@ 30/05/2015
July 01/06/2015 to 30/06/2015

August

May 2015
September

October

Month End (05.2015)

i ,

November @ ’;";"}6;’?210515 fE  ‘Opening [f] transaction” % |
D1/05/2015 to 31/05/2015

December

Step 4: Select the employee by double clicking on its name

[+ Payroll Opening - 2015 ===
‘00001 ALT
00003 LEENA
Double click the employee
3
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Step 5: Key in all the employee’s opening balance information

GEHERAL YTD AMOUNT

MNormal Remuneration

Mormal EPF

Additional Remuneration
Additional EPF Can enter the amount according to EA form.
Zakat

Normal PCB X B BRE AT DURHE EA form SKEA

TAX EXEIMPTED ALLOWAICE

el ot E—
parkng L 1
tea [ ]
Child Care Employee themselves need to L ]
Phone know if they have any of these in :’
Phone Bills their previous employment :

Loan Interest LR 5 75 BLATE & SR A :’

Parent Medical |:|
Basic Support Equipment I:I
Education Fee :I
|Medical Expense For Difficult To Cure Disease (SelfHusband \Wife/Child) I:I
Full Medical Examination (SelffHusband/Wife/Child) ]
Book Purchase [:'
Purchase Of Personal Computer For Individuals I:I
Met Fund In Maticnal Higher Education Fund Corporation :
Sports Equipment ‘:|
e lory I
Life Insurance [:I
ity —
|Education & Medical Insurance I:I
Loan Interest :I
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Mapping of SQL ‘opening’ to EA form (saL ‘Opening’ 5 EA form F1%} )

SAL side — EMPLOYMENT INCOmE, Beners anj| EA form 1ON (Excluding Tax Exempt
u— =™ Alowances/PerquisitesiGitsBenafts) rm

VW, (1) " Gross salary, wages or [eave pay (including ovetime pay) S
l H @ = " g v (3) Fees (includng drector fees), commissions or bonuses
— = - = 7 Gross tips, perquisites, awardsrewards or other allowancas (Detalls of payment )
Income lax bome by the employer in respect of his employee T o o
GENERAL 2 Value of benefits-in-kind:
———as (a) Motarears (Actual dale provided ) (I} Milai Kereta dan pelrol aaan
(1) [Normal Remuneration ] (Type Year Yiodel ) @) NieiPemandu
(b) Blectricity, water, lelephone and ether benefits e
Crx . ;
Normal EPF (&) Value of household benefils ; {*Dalete wh_icneveusmrra'evmr)
(I} SemHurnishedwith fumiture*fai-conditioners¥cuain™carpets™ or e
(3) [ Additional Remtneraton ] (i) Fully-umishedwith Kichen equipment, crockery, Wensils and appliance, or
(iii) Separale Rems: Furniture and fitings
g Kitchen equipment
|| Additional EPF g

Enlefainmentand recrealion

(4) (d) Household servantand gardener
(e} Benefit ofleave passage fortravel
) Others (for example food and garments)
(5)  [NormalPCB 3.Value of living accommodation provided (Address e
4.Refundfrom unapproved Pension/Provident Fund, Scheme or Sodely
Additional PCB 5. Compensatonfor loss of employment i
PEHSIONS AND OTHERS
TAX EXEMPTED ALLOWAMNCE 1. Pensions e
2.Annuities or o er Perlodical Payments e
Petrol (Duties) TOTAL
) [T ToTaL pebUCTION
Parking (5) |1.lcurrentYears MonhiyTaxDeducions (TD)remitied taLHDNM] e
.CP 38 Deduclions
Meal (4)  [Deductions for Zakal remitied to the colleclion atlhority of Malayskan zakat
Child Care “ CONHTRIBUTIONS TQ APPROVED PENSION/PROVIDENT FURD, SCHEME OR SOCIETY
Name of FrovideniFund KWSP.
Phone Amount of contribution (state the ern,nlnyﬁesshare of contribution only}Rn 32800
Ph Eill [im PARTICULARS OF PAYMENT IN ARREAR S AND OTHER PAYMENTS IN RESPECT OF PRECEDING YEARS (PRIOR TO CURREN'I
one Eills YEAR,
Year of which Paid Type ofIncome Total Paymeant (R11) EPF Contribition (R} Monthly Tax Dedudtions (MTD)
Award

Loan Interest I iniaieieisleistiebsbibsibiii S el

Special note for additional EPF and additional PCB

-Additional EPF and additional PCB are used when additional remuneration (bonus, commission, paid leave) is given.
-In the EA form, normal EPF and additional EPF is group into one.

-However, SQL recommend users to split the amount for a more detail input.
WM (e YE?L 1 /\, %%ﬂ*ﬂ) #4243 254F Additional EPF 1 additional PCB
AR EA form B, % HAERRT, HE, saL @A ) i iE EPF 4111 additional EPF 43 H ke EL G 3

WLV D) LFSHIUWL VI f £V id]
‘ Usua]l)f categorised under normal J
i =
cHoNG
Allowance: |:| e duction: |:| Meonth End (07.2015)
Qvertime: 1,000.00( JPF: 12,210.00 Employer EPF: 13,320.00
Wage: Commission: | 0.00] focso: Emplayer S0CS0: 51.65
— * 0/ — Claims: l:l
Normal EPF = RM100,000 * 11% = Usually categorised under additional
RM11.000 Paid Leave: l:l _
,
Director Fees: I:I P3s: I:I Computerized Calculation
oT Borws: 10,000.00| Snpaid Leave: |:| PCE: Print PCB 24,566.70 C1
’ Advance Paid: : Advance Deduct: - Gross Zakat: -
Normal EPF = RM1,000 * 11% =
RM110 Gross Pay: 111,000.00 Gross Deduct: 36,791.45 Gross NetPay: 74,208.55 (Adjustme
Net Pay: 74,208.55
Thus, Normal EPF = RM11,110 Employee EPF | Employee PCB B8
Employee EPF | Employes PCB
[EPF Normal: | 11,110.00|
Bonus: |[EPF Additional: | 1,100.00] [DCB Normal: 21,816.66 124
Add. EPF = RM10,000 * 11% = CE Additional:
RM1,100 ]




Increment Letter

Print Appointment/Confirmation/Increment letter

Step 1: Navigate vourself to the Maintain Employee panel

5C

man Resource Payroll Leave Inquiry Tools Wi

§£ile Edit View BelELRESN=N Payroll Leave

' Maintain Employee...

aintain Branch...

Step 1.1:

. '] Maintain Department...
Click Human

4y Maintain Group...

ﬁ Maintain Category...

Maintain Project...
Step 1.2: Click

maintain employee

Maintain Job..

R o Maintain Employee

Maintain Race...

Maintain History Type...

OR click here straight

Step 2: Select the employee

D‘
0
i

I3 Employee

Code Mame

p-d

=]

=]

o

=

=]

[=]

L

o

=

@
REfs] =
g

Edit

Delete

T
!

l Double Click the employee ' Preview

Refresh

Detail

To learn how to key in new employee,

please view the Maintain Employee guide.
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Step 2: Click preview reports

il .
Lé ‘ . v L Click here to preview reports
=8

Employee

1
"k
1

Code: u Job Title: |DIRECTOP. |Active

Mame: |.0.LI

Edit

Delete

| Personal | Grouping | Farnily | Payrall Info. | Allowance I Deduction | MNote | History | Child | Atlﬁchmentsl

Save

l,f] Lﬂ _ Cance|

sz PostDate Type Description

p|13/08/2015  |— Entitled to PARKING with rate 50.00 More |,.
13/06/2015 -— Entitted to MEWSPAPER. with rate 30,00
13/06/2015 — Entiled to HOUSE with rate 1,000.00 H
13/05/2015  |— Entitled to PETROL with rate 200,00 -
13,/06/2015 — Entiled to PHONE with rate 100.00
13/06/2015 - Revise Wages from - to 5,000,00
13/06/2015 - Revize WagesType from — to SENIOR
13/06/2015 - Revise MaritalStatus from S to M i

OR click here to preview

Step 3: Select the report you want by double clicking it

Select Report X

R.Employee. Acceptance OF Resignation Letter
HR.Employee. Appointment . Report
HR.Employee. Confirmation Evaluation Form
HR.Employee, Confirmation.Report
HR.Employee.Employment Application Form
HR.Employee.Increment.Report
HR.Employee.Report
HR.Employee.Report-Invalid Value
HR.Employee.Report-PCB. TP1-2013
HR.Employee.Report-PCB. TP1-2015
HR.Employee.Report-PCB. TP1-2016
HR.Employee.Report-PCB. TP1-2017
HR.Employee.Report-PCB. TP2-2013 v

] select Al | Concel
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E STREAM SOFTWARE SDN BHD ¢s11016-m)
Mo 1, Jalan Setia Dagang &K U13/aK,

Setia Alam, 40170 Shah Alam,

Selangor, Malaysia.

Tel : 0378901300 Fax : 0358869913

LEE CHONG WaI

18 May 2018

Dear Lee Chong ‘\Wai
RE: ACCEPTANCE OF RESIGNATION

This is to acknowledge that we have received your letter of resignation submitted. | would like to inform you that
your resignation has been accepted, and you will be relieved of your duties from E STREAM SOFTWARE SDN
BHD on 0, your last working day here.

Please coordinate with your Head of Department in a smooth transition and handover of outstanding duties
and responsibilities.

We take this opportunity to thank you for your confribution during your tenure with the Company, and wish

E STREAM SOFTWARE SDN BHD ¢s11016-m)
No 1, Jalan Setia Dagang &K U13/aK,

Setia Alam, 40170 Shah Alam,

Selangor, Malaysia.

Tel : 0378901300 Fax : 0358869913

LEE CHONG ‘WAl

18 May 2018

Dear Lee Chong Wai
RE: CONFIRMATION OF EMPLOYMENT

We have great pleasure in infor m you that you will be confirmed employee of E STREAM SOFTWARE SDN BHD with effect
from 01 Apr 2012,

During the past 3 months probationary period, you have faithfuly attended to you duties, proving yourself to be industrious
and responsible. And you relation with your colleagues has been very cordial.

Your monthly salary will be increased to RM3,000.00 and your designation will be remain as the same.

We trust that you will be continuing to put in your best effort and contribute to the better ment of the company.
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BORANG PCBITP1(1/2017)

LEMBAGA HASIL DALAM NEGERI MALAYSIA
BORANG TUNTUTAN POTONGAN DAN RERBAT INDIVIDU
BAGI TUIUAN POTONGAN CUKAI BULANAN (PCB)
(KAEDAH-KAEDAH CUKAL PENDAPAT AN (POTONGAN DARIPADA SARAAN) 1994)
BORANG DITETAPKAN DI BAWAH SEKSYEN 152, AKT A CUKALI PENDAPAT AN 1967 (ACP)

Bulan Potongan MEI Tahun Potongan 2018

BAHAGIAN A : MAKLUMAT MAJIKAN
Al Nama Majikan  : [E STREAM SOFTWARE SDN BHD |

A2 No. Majikan - [E 1234567590 I

BAHAGIAN B : MAKLUMAT INDIVIDU

B1 Nama . |LEE CHONG waAl |

B2 No. Pengenalan > |901212-D1-4321

B3 No. Pasport ; I

B4 MNo. Cukai Pendapatan : |

B5 MNo. Pekerja/No. Gaji |

E STREAM SOFTWARE SDN BHD11016m)
EMPLOYMENT APPLICATION |t
FORM

* Strictly Confidential

FOR OFFICE USE :
Reference Source : Interview :
¢ Advertisement & Agency NO. Date Time Selected Salary:
¢ Internal Staff & Walk-in 1st K.LV. Job Level :
Name :
& Others 2nd Reject Comm. Date :

PERSONAL INFORMATION

Full Name As per I/C :

Address : Tel:  (Off)
(HF)
(Res)

nne- Ana - MBRIC Mo - Plara of Rirth -
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This is the example of the appointment letter

pestormence ofyouk cufies b our refrement age Slibe S0 yeersof ape
5 WORKING HOURS 16 NON-COMPETITION & NON-SOLICITATION
s anes
s Frivas & Contidsnter. = it o i o
SEREREET £ e o v
3o e drezy o
BTN Manday - Fridar: 2.00am t 5.00 pm {1 hour lunch bresi) g e o sokzael
UL NG Satundoy: 3003m saioam = = ’
10 ANNUALLERVE ierer =, o o evceser b
Cecn Vol 22 eebesin sl inve 2 Emstzon o o s
FE: CEFSR OF EMPLOYMENT Yoaeo carvice gt dave
Toarsal sxvice gt 1. STAR RESULATION "
— Zyarrsnmaman s s Done
= Fibehsetin o rmire tmee.
L eeLovmenT 1 scxueave
Yo ceaton B CIEECIIR oot amesy Wi eScatom I3 Jn 01 Lson B s Vo o2 eeERe sy e 25 s sl
= ComprnirmeazTs ans e e,
=
2 sawRy
o s B of s
R T BT VousrrAL,
veur sz vages jmeraiis iemman S s moma o
Slerazezion e
3 PROBATION PERIOD oty
ur Gyarant o o e ol
ettty mn ooy e ear e R CEATMENTHAGE
ouTEs o 0. of e scKiena o oy ree- TSR
Youoas eopioment
12 puBLIC HOLIDAY
e T, - - 1 IS =
ettt i S e =
S Bonus FROGRAM \raEraee wn s e Shae P o EHaTaT
o n—— I MEDEALBENEFTTS
e g o
ety o= pes xomr o
& CONFIDENTIAL INFORMATION. 3 o preae.
Nou il rok s -
o 18 MOTICECF : BT =
mo it
. — o oz
reter frricamiey o= caricn il B OV (1] meror S22 1 14 GfACRE W 2EErO £ B CamGry, Smmtn e g cnme T © S Az e T
TGy Bonee i of S o fer SFEmGIOIEE
k3 OF ITEREST e e azcemc c B s
Youzan Py s regissa e e mma = Fesra masaies o
e = Bz e
atiar Brim mmies Fanng o mE e SrorapemanEe. et o lceateamn e
Gtz ey, Bl o ok, are e

Special note:

For increment letter, make sure increment is set in history in order for the

report to work

b

Code: 00001 w J.;.bme:ipll 1) Select History

Employee

|Actiw=

Mame! |ALI|

N

|—I:I

| Personal [ Grouping IFamiy ] Payroll Info. | Allowance IDeduch‘m [ Nol:e

E=r 2

hew
Edit -

Delete

&

MName: |ALI

Code

Description
Default History Type

Increment

Code: 00001

Personal | Grouping

(-

Post Date
13,/06/2015

13/06/2015

13/06/2015

13/06/2015

13/06/2015

13/06/2015

3) Select this

13/06/2015

13/06/2015
M 15/06/2015

Fetch All

Revise Wages from 5,000.00 to 7,000.00

2) Click the drop down arrow

A—

A=a New

Ereview =
Browse




Import from Excel

How to import Excel overtime format into SQL Payroll, do a table as shown in

Microsoft Excel.

Home Insert Page Layout Formulas
j i Calibri 1 A= E[%]I P %WrapTe}t‘t General ﬁ Q E- é( @
Paste ) BJU- |~ &-A- == = |4 | [ Merge & Center - @ % s |50 ;% | Condiional Format Cell | Insert Delete Format
Formatting = as Table = Styles = v v v
Clipboard & Font [P Alignment [P MNumber [+ Styles Cells
AL vl fe | Date
A | s | ¢ | b E | fF [ 6 [ w | o [ v [ x| ] m]
1 |Date Employee o1 Unit
2] 15/06/2015 001 DR10 2
3 15/06/2015 002 DR15 25
4] 15/06/2015 003 HW15 3
sl 15!05;2015(114 szo L7
]
7|
8
9
10
n|
12
ﬁfile Edit  Wiew Huma ESOUrCE P‘a oll Leave [nquiry Tools Window Help \
| E HO &
shHe | S\de®oem™ ¥y
= L
Save
E Trans!ate " Post Date ployes Code Description Work Unit As Time ork Unit  RATE
15/06/2015 |15/06/2015 001 HW15 Warking Day 02:30 2,50 1.50
15/08/2015 |15/06/2015 o0z HW 15 \Working Day 03:00 3.00 1,50
15/08/2015 |15/06/2015 003 HW15 Working Day 01:45 1.75 1,50
15/06,/2015 |15/06/2015 004 HW15 Working Day 02:00 2.00 1.50
p:15/06/2015 § 15/06/2015 Qos HW15 Working Day 01:30 1.50 1.50

Date = Trans Date

Employee = Code of Employee

OT = Code of Overtime that created in Maintain Overtime
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Unit = Work Unit (count 2.50 = 150 minutes/2 and a half hours)

After done the table, go to file,

LR IMOT.xlsx - Microsoft Excel Starter

Home Insert Page Layout Farmulas

N Calibri = = EEWI'EDTEHT General < = | Iﬁ I:E
Pavste 3' B 1 == Merge&Centerv @- v | B 5 lEoorrrlldar'Eli:ionngaL asF"T';r;Ia:' Stilzl
Clipboard 1= Alignment [} Mumber P Styles
Al

4 A | | D E F | 6 | w | 1 | 1 K
1 |Date Employee oT Unit
2 15/06/2015 001 DR10 2
3 | 15/06/2015 002 DR13 2.5
4| 15/06/2015 003 HW15 3
5 | 15/06/2015 004 HW20 1.75
6 |
7
8 |

9

an

Click on Save as,

Home Insert Page Layout Formulas

Information about IMOT
Ch\Users\User\OneDrivel Documentsh MOT xlsx

What is Excel Starter 20107 5 aom]
@ Microsoft Excel Starter 2010 is a spreadsheet program designed for creating and S e
analyzing infermation in lists, tables, and charts.
Purchase This product does not support advanced functionality such as PivotTables, Properties -
Recent T keeping track of changes, and password protection. Size 9.61KB
For information about Microsoft Office products that do support Title Add a title
Mew programmable content, click "Purchase”. Tags ; tag
i Categories Add a category
Print
" Prepare for Sharing Related Dates
Save & Send @ Befare sharing this file, .be aw.arethat it contains: Last Modifiad Today, 09:26
Document properties, printer path and author's name
Help ﬁ::j::?r Content that people with disabilities find difficult to read Create.d To_df%' e
 —— Last Printed MNever
lﬁj LTS Related People
B Exit Versions Author User
@ ‘rl) There are no previous versions of this file. Add an author
Manage Last Modified By User
Versions -

Related Documents
Ju Open File Location

Show All Properties
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Make sure select the CSV file
Type,

Microsoft Excel Starter

@ * 1 & » ThisPC » Downloads w & Search Downloads 0

3 HE B3| S
- || .
Organize « Mew folder 53] =
" '(_'u-g _)-‘ﬂ_g Conditional Format Cell Insert Dele
u Desktop -~ Mame Date medified Type Formatting ~ as Table = Styles = = =
| Documents F] Styles Cell
|4 Downloads iterns match your search.
U Music Kev in the [ [ 1 [ o ]
=1 Pictures i\
B Videos file name
i 05 (C)
 App Virt (Q)
€ Metwork N >
File name: | import payroll overtime w
Save as type: | Excel Workbook (*.xlsx)
.| Excel Workbook (*xlsx)
Hieaes Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Werkbook (*xlsh)
Excel 97-2003 Workbook (*.xls)
Single File Web Page (*.mht:*.mhtrml)
Web Page (*.htm;*.html}
‘= Hide Folders Excel Template (*.xltd
Excel Macro-Enabled Template (*.xltm)
Excel 97-2003 Template (*.xlt)
= o Seymunean
Unicode Text (* ) I
18 XKML Spreadsheet 2003 (*xml)
19 Microsoft Excel 5.0/95 Workbook (*.xls)
— CSV (Comma delimited) (*.csv)
ﬂ Formatted Text (Space delimited) (*.prn)
21 Text (Macintosh) (*.txt)
22 Text (MS-DOS5) (*.ot)
e CSV (Macintosh) (*.csv)
el CSV (MS-DOS) (*.cs)
24 DIF (Data Interchange Format) (*.dif)
a5 SYLK (Symbolic Link] (*.slk)
PDF (*.pdf}
7| XPS Document (*.xps) [T« I

Ready | OpenDocument Spreadsheet (*.ods)

Average: 21086.156
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T . <« OneDrive » Documents w0 Search Documents

Organize = Mew folder

g Desktop 2 Marme Date modified
| Docurnents

g Downloads

W Music

=] Pictures

B Videos

i 0S (C)

= fpp Virt (C)

ﬁl importOT.csv 16/06/2015 09:34 SV File

€ Metwnrk g RS

File name: | IMOT.csv

Save as type: | C5V (Comma delimited) (*.csv)

Authors:  User : Add atag

(=~ Hide Folders

ﬁ File Edit View Human ResouvceLeave Inquiry Tools Window Help
¢, New Payroll... Z

3 .. Open Payroll...

Open Pending Payroll...

Maintenance >

I Print Pay Slip...

:1_ Print Payroll Summary...

r Print Payroll Summary (Work Unit)...
j_' Print Coinage Report...

j_ Print Cheque Listing Report...

:r- Print Credit Bank Report...

]_‘ Print Contribution Info...

New Payroll Payroll Payslip EPF

Government Reports >

E Print Yearly Payroll Report...
[ Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

LY

Past Payroll Pay;;all Summary

Y
MALAYSIA

Double click on the overtime,
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;ﬂfile Edit View Human Resource Payroll Leave Inquiry Tools Window Help [=1=][*

| 4B (& QA S|&-
Pending Payroll - Jun 2015

Pending 2015 Without Transactions

Mg Nog Vg g g
) . ) ) .
g g g (g

., Advance Paid A Claims A Loan X CP38 "\, Advance Deduct
/ / ) /
Vg Vg g (g

" Bonus " Paid Leave "\ Director Fees i Unpaid Leave Oy Tax Benefit

. ) ) .

3. Commission

Pending Navigator

o B B

Show All Pending Payroll

Click on the import date
icon,

w File Edit View Hurnan Resource Payroll Leave [nquiry Tools Window Help

| b B 2 JF=4Y
E=y - |
@ ' = @ @ @ k Import Data
£ Trans Date Post Date Employee Code Description Waork Unit As Time Work Unit Rate

<Mo data to display =

Click on the ... (3 dots button) to select your data source,
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w File Edit View Human Resource Payroll Leave |nquiry Tools Window Help

| & G
® st cer ¥y

£ Trans Date Post Date Employee Code [ BLE

Data From: |

(@) New setting. ..

e E—

(") Load From File... |

<Mo data to

Manage Setting Einish

@ ~ 4 . <« Desktop ¢ Import Payroll Overtime w | & Search Import Payroll Overtime 0O

Organize Mew folder = - m @

-~ Marne Date modified Type

“r Favorites
B Desktop | ._EI importOT.csv 16/06/2015 09:34 CSV File
B Downloads
“Zl Recent places

@ OneDrive

3 Homegroup

1M This PC
i Desktop
| Documents
& Downloads
ﬁh Engineer (yee-pc
W Music =

File name: | importOT.csv v | | CSVfiles (“.esv)

| Open X
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e g mmm e m — e

ﬁEi\e Edit View Human Resource Payroll Leave Inquiry Tools Window Help
g | e
e oer ¥
@ = L @ @ @ o
£ Trans [NEHH rkUnit  Rate

Data From: I C:\Wsers\User\Desktop\Import Payroll OvertimejmportOT. csv

|

@) New setting. .. N Step 1: Select your data source

S

(_) Load From File... |

| [=]

Step 2: Choose New Setting

Step 3: Click Next

Manage Setting

Einish

Description | <<Mew=>=

Import

From row

Step 4: Select as row 1

Separator Options

() Tab (®) Comma

Trans Date

() Semicolon (") Space (T Other l:l

Post Date

Step 5: Select comma

Text delimiter m

Date

15/06/2015
15/06/2015
150062015
15/06/2015

Manage Setting

MALAYSIA
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Description |<<New>:=

Import

[
Fromrow |1 =l

| | Trans Date Post Date

Separator Options
()Tab

() Semicolon

(®) Comma

(") Space

() Other I:I

Text delimiter Ijl

EMPLOYEE

PROJECT

J0B

TASK

COCE

DESCRIFTION
WORKLUNIT

UNITTYPE

RATE

PAYRATE W

Payroll Fayslip

Payroll Summary

Make sure you have select all the fields for the date, employee, code & workunit.

Description |{<New>>

B

Trans Date

Import

1 L]

From row =l

Post Date

Separator Options

()Tab

(") Semicolon

(®) Comma

() Space

Fields

() Other I:I

Text delimiter

£ TRAMSD... EMPLOYEE
Date Employee |OT Unit
15/06/2015 |001 HW15 2
15/06/2015 |002 HW20 L
15/06/2015 |003 HW30 4
15/06/2015 |004 HW15 2.5

Payroll Payslip

Payroll Summary

Manage Setting

MNext
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Pending

- -

Description |¢<New>>

Import

Trans Date

Post Date Make sure change to row 2

Separator Options

()Tab

() Semicolon

(@) Comma

(_) space (") other l:l

Text delimiter El

£ TRANSD...
Date

CODE
oT

15/06/2015

HW 15

15/06/2015

HW 20

15/06,/2015

HW 30

15/06,/2015

HW 15

Manage Setting

Payroll Fayslip

2ayroll Summary

- [ Import Wizard

Pending

HS

Post Date
20/06/2015
20/06/2015
20/06/2015
20/06/2015

I e e

Description |<<New>>
Import
L=
From row _ Import row 2
Import row 3
Separator Options Import row 4
Impart row 5
4 row(s) imported
Otab ® Comma Elapsed time:  0.1100 seconds
() Semicolan (") Space
Fields

TRANSD... EMPLOYEE CODE

15/06/2015 (001 HW15
15/06/2015 (002 HW20
15/06/2015 (003 HW30
15/06/2015 (004 HW15

Copy to Clipboard

LI

Manage Setting
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Pending Overtime -

eade - 2 dEe

oeMy

Pl

p| f|E Trans Date PONt Date Employee Code Description Work Unit As Time Work Unit Rate
15/06/2015 |20/06/ 001 HW15 Working Day 02:00 2.00 1.50
15/06/2015 zomsfzo1\ 002 HW20 Rest Day 05:00 5.00 2.00
15/06/2015 |20/06/2015 \ 003 HW30 Public Holiday 04:00 4,00 3.00
P 15/06/2015 : 20/06/2015 \ 004 HW15 Working Day 02:30 2.50 1.50

Click Save
Count = 4 13:30

Working Day Rest Day Public Holiday

Payroll Payslip

3ayr_c:II summary

EPF

50050

MALAYSIA

PCE
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SOL View

SQL view module is to lock certain user to view from all employees, in
other word only allow handling a group of employee.

For this sample, is allowing KL User to view/ edit only the employee in KL

branch.

1. Tools | DIY | Maintain DIY

B Maintain DI¥ 1.1 = =R
| Field and Cuuick Formm I Scripk | Calculation I Wiew Temnplake IRepDrt Data|

Description -
Lser
Employes : .
e New View Termplate | 12 ng-ht Click | Select
New View Template

Pending Allowance
Pending Creertime
Pending Commission
Pending Claim

Pending Paid Leave
Pending Bonus

Pending Direckor Fees
Pending Advanced Paid
Pending Loan

m

Pending Deduction b

Pending P38

Pending Unpaid Leave -
Turn On DIY Modules Show DIY Templates

1.3 : Press New
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14

1.5

ﬁ Wiews Termplate - Branch - KL

H |

1.4.3

[= 5 ]=Es]

Crescripkion I

14.1

Table Mame |HF_EMP

Filter | Calumns

ARD <root>

------ E]IEIRP.NCH equals kL'

1.4.2 FEnter your condition

[ press the button ko add a nevs condition |

Showe Text

SELECT *
FROM HR._EMP
WHERE (BR.ANCH='EL")

L3

m

8 Maintain DIV Lo || Sl
| Field and Quick Farm | Scripk | Calculation | Yiew Template | Repart Data
Description
zer
= Emplayee
“{Branch - KL 0
~Pending Wages pen
~ Pending Allowance User Wiew 1.5.1: Right Click | Select
~Pending Overtime :
. o Browwse Wiew User View
Pending Commission
~Pending Claim Rermove
- Pending Paid Leave
~Pending Bonus Refresh

 Pending Director Fees
~Pending Advanced Paid
- Pending Loan
~Pending Deduckion

- Pending CP3G

Turn On DIY Modules

Show DIY Templates
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User View

1.6.1 : Assign user to view this
group of employee.

1.7 Logon as KL User.

Result :

Before

E Cade Marme |Branch =1 Active =
»io0i LEE CHONG WAl KL =
ili KOO KIAN KEAT H
003 MICOLE KL —
004 WONGE CHUN HAN
ili YAR KIM HOCK

More

Preview

Refresh

Detail

After :
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Code

Mame

Branch

Active

»ioni

|LEE CHOMG WAT

kL

oo

[IcoLE

kL

2

g
4

,__"- Ernployes --- |

e

Edit

Delete

Mare

Previgw

Refresh

Detail

Note : If you haven’t register, you may try by turn on SQL View
module under File | Customize SQL Payroll Module. Thanks.
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L Bonusin S

a) Go to Payroll/ Open Pending
Payroll

man ResourceLeave Inquiry Tools Window Help

L Pavroll

1. New Payroll...
1 » Open Payroll...

+ Open Pending Payroll... l

Maintenance >

[ Print Pay Slip...

j—‘— Print Payroll Summary...

j_'_ Print Payroll Summary (Work Unit)...
j_’ Print Coinage Report...

|7 Print Cheque Listing Report..

j'_ Print Credit Bank Report...

j—' Print Contribution Info...

Government Reports »

_I; Print Yearly Payroll Report...
E Print Yearly Individual Report...

Print OQutstanding Pending Payroll Listing...

b) Click on Bonus

Pending Payroll - Jun 2015

New Payroll

Past Payroll

Payroll Payslip

Payroll Summary SOCso

MALAYSIA

Pending 2015 Without Transactions

{ i f i
N_ Wages " Alowance
p )
i f
"\_, Advance Paid " Claims
J )
{ \
L Bonus v Paid Leave
J )
{
Commission
)

Pending Navigator

"\_ Tax Deduction
)

N Loan

., Director Fees
)

"\__ Overtime

CP33

"\, Unpaid Leave
J

"\__ Deduction
)

"\, Advance Deduct
/

N\, Tax Benefit
)

Show All Pending Payroll
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c) 1. Click “Add”
2. Select your employee
3. Key in amount
4. Save

1 4
5 - 42|
# TransDate PostDate PayYear Employee Description Tax Category EPFRate Wages Amount EPF PCB PCB (A)
»| 15/06/2015 [15/06/2015 | 2015 (] 1% 3,530.00 Jf15,000.00 O
2 3

d) Go to Payroll/ New Payroll/ Click on Ad Hoc

- To process the MID month Adhoc payroll -

Transaction Posting Employee:
Year: (2015 [£ Month: 6 & Cade oane
» 001 LEE CHONG WAT
Payroll Transaction 002 KOO KIAN KEAT
Process Date: | 15/06/2015 v LEE IEOE
004 WONG CHUN HAN
Process From: |01/06/2015 » | To |30/06/2015 v 005 VAP KIM HOCK.
e 00001 |asda
Contribution: [ EPF
Eﬁ = [socso
Ad Hoc [Clrcs
Process: (D Bonus / Alowance (To input your amount)
(O Monthly Fixed Allowance / Pending Payrol

Desaription

Description 1: | Ad Hoc (06.2015)

Desription 2:

Ref 1:

Ref2:

3
Process
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e) Tick EPF if you want to deduct EPF
Tick PCB if you want to deduct PCB

Frequency

I )

- To process the MID month Adhoc payroll -
Transaction Posting

Year: 2015 = Month: |6 3
Payrol Transaction
Process Date: | 15/06/2015 w

Process From: |01/06/2015 » To |30/06/2015 v

Centribution: l[v|EPF

[ ]socso

o]

Process: nus / Alowance (To input your amount)

(O Menthly Fixed Allowance / Pending Payroll
Desaription
Desaription 1: | Ad Hoc (06.2015)
Desription 2:
Ref 1:
Ref2:

Employee:
Code Name
4 001 LEE CHONG WAL
002 KOO KIAN KEAT
003 NICOLE
004 WONG CHUN HAN
005 YAP KIM HOCK
00001 asda
B
Process

f) Tick Bonus/ Allowance (To input your amount)

Frequency

]

- To process the MID month Adhoc payroll -
Transaction Posting

Year: 2015 & Month: |6 s
Payrol Transaction
Process Date: |15/06/2015 v

Process From: |01/06/2015 »  To |30/06/2015 v

Contribution: [ EPF
[socso

PCB

process: [ (@) Bonus / Alowance (To input your amount) | [...]

anthiy Fixed Allowance / Pending Payral
Description

Deseription 1: | Ad Hoc (06.2015)

Description 2:

Ref1:

Ref2:

Employee:

= Code Name

4 001 LEE CHONG WAL
002 KOO KIAN KEAT
003 NICOLE
004 WONG CHUN HAN
005 YAP KIM HOCK
00001 zsda
8

Process

g) 1. Change the Description *Optional

2. Tick the employee you give the bonus

Bonus / Allowance (To input your amount)

UTD Contrib % = 0 (for Fixed Transaction)

Allowances O I

Deduction: O I

[wages [] overtime ["] Commission [ Claims
[ raid Leave [Director Fees

[ioan [JTaxcr3s [[Junpaid Leave

Cancel
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e - To process the MID month Adhoc payroll -
Transaction Posting

5
J$ i Year: 2015 5 Month: |6 <

~

Process Date: | 15/06/2015 v

o
$ ? Process From: [01/06/2015 | To |30/06/2015 w
Frequency
- Contribution:  [Z]EPF
.
[ 50C50
&= -
Ad Hoc [IpcE
Process: Bonus / Allowance (To input your amount)
1 ) MontHly Fixed Allowance / Pending Payral
Description

Desaription 1@ Bonus (06.2015)
Description 2:

Ref1:

Ref2:

Final d
Payroll Transaction y

Employee:
g Code Name
001 LEE CHONG WAT
] |ooz2 KOO KIAN KEAT
[]|o03 NICOLE
] |oos WONG CHUN HAN
[] |oos YAP KIM HOCK.
I/ []|o000i  |asda
&
Process

h) Complete/ Check the pay slip

Welcome | 001

&

LEE CHONG WAI

Click to edit.

Wages: - Lean:
Allowance: -| Deduction:
Overtime: -| EPF:
Commission: -| SOCSO:

Double click “Bonus” to ™= -
call out detail at bottom. Padteave: -

-| LEE CHONG WAI
- Bonus (06.2015)

1,650.00 Employer EPF: 1,950.00

-| Employer SOCSO: -]

Director Fees: -| cP38: -| Computerized Calculation
Bonus: 15,000.00| Unpaid Leave: -| PCE: printPCB 66.50 C1
Advance Paid: - Advance Deduct: - Gross Zakat: =
Gross Pay: 15,000.00 Grass Deduct: 1,716.50 Gross NetPay: 13,283.50 (Adjustment)
Net Pay: 13,283.50
You can edit the detail here -
if you are not satisfied. r
TransDate  PostDate FPay Year Employee Description Amount EPF PCB ()
»|15/06/2015 | 15/08/2015 2015 |oo1 15,000.00]
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Customize EA form

How to print EA Form

1) Preview EA form

-Payroll/Government Reports/Print Income Tax EA Form

Leave Inquiry Tceols Window Help
¢ . New Payroll...

3 . Open Payroll...

¢ » Open Pending Payvoll..

Maintenance >

I~ Print Pay Slip...

F Print Payroll Summary...

F Print Payroll Summary (Work Unit)...
_E Print Coinage Report...

_F— Print Cheque Listing Report...

F Print Credit Bank Report...

|7 Print Contribution Info...

ove ent Repo &= Print EPF Borang A...
j: Print Yearly Payroll Report... ?; Print SOCSO Borang 2 (Joined)...
] =, Print Yearly Individual Report... a.? Print SOCSO Borang 3 (Resigned)...

&= Print SOCSO Borang 8A...

Print Outstanding Pending Payroll Listing...

ﬁ? Print Income Tax CP 39...
& PrintIncome Tax CP 39A...
'g? Print Income Tax CP 22...
&= Print Income Tax CP 22A...

— Print Income Tax EA Form...

&= PrintIncome TaxCP 8/ CP 159...
&= Print Income Tax CP 8D...
&= Print Income Tax PCB 2(Il)...

Print Zzkat Borang Skim Berkat...

v Print HRDF...

2) Fill in the details in red box and apply then preview
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Income Tax Borang EA == ==

w/|l...| Project: ] W
O vl e oL v
oL v

E NAME B-1 B-1-2-3 B-1-3-2 D-1 D-2 D-3 E-2 G-1
|LEE CHONG WAL 5,192.31 2,000.00 530.00 -100.40 ] ] -858.00

KOO KIAN KEAT 2,000.00 - 120.00 - - - -234.00

NICOLE 2,800.00 = 230.00 <] <] <] -335.00

WONG CHUN HAN 3,200.00 - 730.00 - - - -434.00

YAP KIM HOCK 5,192.31 = 750.00 <] <] <] -660.00

Please select employee Bl customize EA Form

3) If you want to amend the figure in EA form:

-Choose the employee and click on Customise EA form

[ncome Tax Borang EA n
2016

£ NAME B-1 B-1-2-3 B-1-3-2 01 D-2 0-3 E-2 G-1
#|LEE CHONG WAI 519231 2,000.00 330,00 -100.40 - - 358,00

KOO KIAN KEAT 2,000.00 - 120,00 - - - -234.00

NICOLE 2,800.00 - 230,00 - - - -335.00

WWONG CHUN HAN 3,200.00 - 730,00 - - - -434.00

YAP KIM HOCK 5,192.31 - 750,00 - - - -660.00

Please select employee 001 ¥ | Customizé EA Form

-Employee after amend will be in yellow colour.
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Income Tax Borang EA n

£ NAME B-1 B-1-2-3 B-1-3-2 0-1 D2 D-3 E-2 G-1
b LEE CHONG WAL 519231 2,000.00 530.00 -100.40 > > -358.00

KOO KIAN KEAT 2,000.00 - 120.00 - - - -234.00

NICOLE 2,800.00 3 230,00 g 3 3 -335.00

VIONG CHUNHAN 3,200.00 - 730,00 - - - 43400

YAP KIM HOCK 519231 3 730,00 g S 3 460,00

Please select employes F Customize EA Form

4) Manually key in the figure u want to amend and save ( blue disket )

PRLEIE

{C.F. B4 - Fin. 2008) MALZYSIA EA
CUHKAI PENDAPATAN Mo. Rujukan Cuksi Pekera

No. Siri im PENYATA SARAAN DARIFADA PENGGAJIAN

No. Majikan € BAGI TAHUN BERAKHIR 21 DISEMBER 2015 CawanganLHDNM

BORANG EA INI PERLU DISEDIAKAN UNTUK ISERAHKAN KEPADA PEKERJA
BAGI TUJUAN CUKAI PENDAPATANNYA

n BUTIRAN PEKER.JA

1. Nama Pznuh Pekerja/Pesars{En. /Cik/Pusn}

2. Jawatan 3. Mo, KakitznganMao. Gaji
4. Mo. K.P. Barn 5. Mo. K.P. Lams
8. No. KWEP

7. Jiks bekarjz tidsk genap sstshun, nystsksn:

{3} Tarikh muls bekarja

{E} Tarkh berhenti kerja

PENDAPATAN PENGGAJIAN, MANFART DAN TEMPAT KEDIAMAN [Tidak Termasuk Elaun/Perkuisit/
Pemberian/Manfaat Yang Dikecualikan Cukai) RM

1. Bgji ka=ar, upsh atau gaji cuti {termasuk gaji l=bih mass) 200,000.00)

Filtarmasuk fi pengarsh), komisen stzu bonus {Bonus bagi tempoh dari OVONEDIE »  hinges 3000402015 » )

Tip kazar, perkuisit, penarimaan sagu hati stsu 2lsun-slsun lzin {Perihal pembayaran 3

Cuksi Pendapstan yang dibsyar olzh Majikan bagi pihak Pekera
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Tax Benefit Info
1) Process Month End

&=

Final

)
&=

Frequency

- To process the month FINAL payroll -
Transaction Posting

Year: |2015 % Maonth:

Payroll Transaction

Process Date:  [30/06/2015 w

Process From: |01I06f2015 v| To |30m6;2[115 vl

Description

Desaription 1: | Month End (06.2015)

Ref 1: |

|
Description 2: | |
|
|

Ref 2: |

[indude Default Wages/Allowance/Deduction in addition to Pending Transactions

2) Select the employee
(eg : Lee Chong Wai )

Code
00001

Mame Welc
asda )
LEE CHOMG WAL

KOO KIAM KEAT
MNICOLE
WONG CHUN HAN

YAP KIM HOCK Print Pay Slip

Print Payrall Summary

Print Payment Summary

Process

Print EPF Borang A
Print S0CS50 Borang 34

Print Income Tax CP39
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Right click on an empty space and click on “Show Tax Benefit”

Commission:
Claims:

Paid Leave:
Director Fees:
Bonus:

Advance Paid:

H Code Mame | Welcome | o001 |
00001 asda

»|oo1 LEE CHONG WAL H @ |
002 KOO KIAN KEAT
003 NICOLE Wages:
004 WONG CHUN HAN
005 YAP KIM HOCK allcwances

Overtime:

LRI

Loan:
Deduction:
EFF:

S0OCS0:

CP35:

Unpaid Leave:

Advance Deduct:

[ -] LEE cHONG WAI
|I| Meonth End (06.2015)

396,00 Employer EPF: 458,00

14.75| Employer SOCS0: 51.65

Show Wages

[ -| ece: erintece

Gross Zakat:

Show Allowance
Show Overtime

Show Commission

Show Claims

Gross Pay: 3,530.00 Gross Deduct: 410,45 Gross Net Pay: Show Paid Leave
Net Pay: Show Director Fees
Show Bonus
Tax Benefit Show Advance Paid
S 5 !r = Show Loan
Show Deduction
£ Trans... & PostDate Employee Code Show CP38

Show Unpaid Leave
Show Advance Deduct

Show Tax Benefit

Show Tax Deduction

Show Payroll Info
Show All Details

Reset
<Ma data to display>
Insert the tax benefit and also the amount.
£ Code MName | Welcome ‘ 001
0001 asda :
»loo1 LEE CHONG WAL i J H @ - ‘ =
002 KOO KIAN KEAT : —
003 NICOLE Wages: Lgan: [ LEE cHONG WAL
004 WONG CHUN HAN a Month End (06.2015
005 AP KIM HOCK onance: [ monthend (05.2015)
Owvertime: l:l EPF: 396.00 Employer EPF: 468.00
Commission: l:l S0Cs0: Employer 50C50: 5165
Paid Leave: l:l
Director Fees: l:l CP38: l:l Computerized Calculation
Bonus: l:l Unpaid Leave: l:l PCB: Print PCE €030 C1
Advance Paid: l:l Advance Deduct: - Gross Zakat: o
(Gross Pay: 3,530.00 Gross Deduct: 410,45 Gross Net Pay: 3,119.55 (Adjustment) -
Net Pay: 3,119.55
e —
Tax Benefit ‘
Code Description Refl Ref2 Amount
Motorear: lotorcar
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Click code to select the tax benefit.

i SQL Payroll Enterprise Edition - saddsa [2015] - [Month End (0
ﬁ File Edit View Human Resource Payroll Leave [nquiry Tools Window Help

| | | | T

= Code Mame Welcome | 001 |
00001 asda :
&|001 LEE CHOMNG WAL H @ ‘ "
o0z KOO KIAM KEAT £
003 NICOLE Wages: 3,000.00| Loan: [ -] LEE CHONG WAI
2 T e ML All 530.00| Deducti Month End (06.2015
005 YAP KIM HOCK SEance: el [ | monthend (os. )
Overtime: |:| EPF: 396.00 Employer EPF: 468.00
Commission: I:l SOC50: 14.75| Employer SOCS0: 51.65
Claims: l:l Tax Benefit: 100.00
Director Fees: I:l CP33: l:l Computerized Calculation
Borus: l:l Unpaid Leave: l:l PCB: Print PCE 3470 C1
Advance Paid: l:l Advance Deduct: - Gross Zakat: o
Gross Pay: 3,530.00 Gross Deduct: 445,45 Gross Met Pay: 3,084.55 {Adjustment) -
Met Pay: 3,084.55
Tax Benefit
£ Trans... & PostDate Employee Code Description Refl Ref2 Amount
i 16/06/2015 |30/06/2015 |00 1 TE. 1000 | & |[EE=1 | | | 100.00
Alias Description
Motorcar Motaorcar
Driver Driver provided
Furnishing Househaold furnishings, apparatus and appliances
Entertainment Entertainment and recreation
Gardener Gardener
Servant Household servant
Vacation Vacation Benefit
Membership Recreational dub membership
Miscellaneous Miscellaneous
YOLA Yalue of Living Accommeodation
10
Fetchall A-- A=a New
T

Code EA Form (Section B)

Motorcar 2(a.i)

Driver 2(a.ii)

Furnishing 2(c.iii — Perabot dan Kelengkapan)

Entertainment 2(c.iii — Hiburan dan Rekreasi)

Gardener 2(d)

Servant 2(d)

Vacation 2(e)
Membership 2(c.iii — Hiburan dan Rekreasi)
Miscellaneous 2(f)

VOLA 3
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6) For example, I key in RM100 for “Motorcar”
- Select the tax benefit/ key in amount/ Click Save

asda
/001 LEE CHONG WAL m @ = ‘ o 7
02 KOO KIAN KEAT S
003 NICOLE Wages: Loan: |:| LEE CHONG WAI
004 WONG CHUM HAN
e E—— Allowance: - [ smoo| pedution: [ | Month End (06.2015)
overtme: | | EF 356,00 Employer EPF: 48,00
Commission: |:| 50C50: Employer SOCS0: 5165
Claims: l:l Tax Benefit: 100.00
Paid Leave: l:l
Director Fees: l:l l:l Computerized Calculation
Bonus: l:l Unpaid Leave: l:l Print PCB 3470 C1
Advance Paid: l:l Advance Deduct: - Gross Zakat: s
Gross Pay: 3,530,00 Gross Deduct: 445,45 Gross Net Pay: 3,084.55 (Adjustment) -1
Met Pay: 3,084.55
Tax Benefit
S Trans.., & PostDate  Employee Cods, Description Refl Ref2 Amoun
»}16/06/2015 | 30/06/2015 [001 !otcrmr Irmmrar

7) Now, we go to preview EA Form to check the tax benefit amount:
- Payroll/ Government Reports/ Print Income Tax EA Form

i} SQL Payroll Enterprise Edition - saddsa [2015]
’ﬁ File Edit View HumanResource [N Leave Inquiry Tools Window Help

J|® 00 JoNewPaywll -

'\ Open Payroll...

4% Open Pending PayralL..

Maintenance

Print Pay Slip...
Print Payroll Summary...
Print Payroll Summary (Work Unit).
Print Coinage Report...
Print Cheque Listing Report...
Print Credit Bank Report...
= Print Contribution Info... Ry

i
&z Print EPF Borang A...

g:n Print Yearly Payroll Report...
5 Print Vearly Individual Report...

&5 Print SOCS0 Borang 2 Joined)...
&5 Print SOCSO Borang 3 (Resigned)...

Print Outstanding Pending Payroll Listing...

5 Print SOCSO Borang 8A...

&5 Print Income Tax CP 39...

?{ Print Income Tax CP 39A...

?f Print Income Tax CP 22...

?f- Print Income Tax CP 22A..

7 PrintIncome Tax EC Form...

&5 Print Income Tax CP 8/ CP 159...
&5 Print Income Tax CP 8D...

&5 Print Income Tax PCB 2(1)...

Print Zakat Borang Skim Berkat...

Print HROF...

Past Payroll

Payroll Payslip

Payroll Summary

A

MALAYSIA
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8) Select the employee and apply:

Year: 2015

Branch: (] w||...| Project: O w
Department: O v Iob: O v
Group: Il [¥] Task: Il Y]
Enployee: S

9) Click preview and select any format :

Year: (2015 &
Branch: 1 v ... Project: [l W
Department: O ¥ ||aes | Job: | ]
Group: 1 w|..| Task: ] v
Employee: 001 v
e )
Apply

Income Tax Borang EA | Income Tax Borang EA | Income Tax Borang EA n
2015
£ NAME B-1 B-1-2-3 B-1-3-2 D-1 D-2 D-3 E-2 G-1
»|LEE cHONG WAL | 3,000.00/ 15.000.00 530.00/ -101.20/ - 4 -2,046.00

Select Report

PR.Tax.BorangEA-2015-English.Report
PR.Tax.BorangEA-2014-BM.Report
PR.Tax.BorangEA-2014-English.Repart

PR.. Tax.BorangEA-2013-BM.Report

PR Tax.BorangEA-2012-EM(NoDate) . Report
PR.Tax.BorangEA-2012-BM.Report

PR.. Tax.BorangEA-2011-BM.Report
PR.Tax.BorangEA-2010-BM.Report

[m] Select Al Ok Cancel
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10) Check the EA Form
**Nilai Kereta dan petrol = RM100

Fast Report |

BORANG EA INI PERLU DISEDIAKAN UNTUK DISERAHKAN KEPADA PEKERJA
BAGI TUJUAN CUKAI PENDAPATANNYA

I suTiRAN PEKERIA
1. ama penuh Pekerja/Pes ara(En/CikPuan) LEE CHONG WAI

2Jawdan _ 3. No. Kakitangan No. Gaii

4.No.KP. Baru 851212014321 5.No, Pasport

6.No.KWSP

7. Jika bekerja tidak genap setanun, nystakan:
(a). Tarikh mula bekeria 02002010
(b). Tarikh berhenti kerja

n PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN Tidak Termasuk Elaun/Pe rki
Pemberian/Manfaat Yang Dikecualikan Cukai)

1. GajiKasar, upah atau gaji cutiitermasuk gaii lebih masa)

Fi(termasuk i pengarah), komisen atau bonus
Tip kasar, perkuisit penerimaan sagu hatiatau elaun-elaun lain (Perinal pembayaran

Cukai Pendapatan yan g dibeyar okeh M ajkan bagi pihak Pekeria
2. Niai Manfaat atau kemudahan berupa barangan:
(a) Kereta (Tarikh sebenar diperuntukan )
(lenis Tahun ) Wodel
(b) Elekirk, air, telefon dan kemudanan ain
(c) Nilsi manfaat rumantangga : { *Potong yang tidak berkenaan )
() Separuh lengkap dengan perabotpenyaman udara*langsi*/permaidant’, atau
(i) Lengkap d i . pinggan mangkuk, peralatan atau perkakas, atay
(ii) Butiran berasingan:  Perabut dan kelengkapan
Perkakas Dapur
Hiouran dan Rekreasi
(d) Pembantu rumeh dan tu kang kebun
(#) Manfaat Tambang Percutian
(f) Lain-lain (misainya mekanan dan pakaian)
3. Nigi tempat kediamen (Alamat )
4. Bayaran balk daripada Kumpuian Wang Simpanan/Pencen yang tdak diuliskan
5. Pampasan kerana kehiangan pekerjzan

PENCEN DAN LAIN-LAIN
1. Pencen
2 Anuiti atau Bayaran berkala yang lain
JUMLAH
JUMLAH POTOHGAN

1. Patongan Cukai Berjadual (PCB) Tahun Semasa yang dbayar kepada LHDNI
2. Arahan Potongan CP 33
3. Potongan Zakat yang dibayar kepada phak berkuasa pemungut zakst

- CARUMAN YANG WAJIB DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG PENCEN ATAU SIMPANAN YANG DILULU SKAH

Nama Kumpulan Wang KWSP

Amaun caruman yang wajb dbeyar (nyatsken bahagian pekerja ssheja) R 2,046.00

n BUTIRAN PEMBAYARAN TUNGGAKAN DAN LAIN-LAIN BAGI TAHUN-TAHUN TERDAHULU (SEBELUM TAHUN SEMASA)

Raaran Fam Tahin lanie DanAanstan  lumiah havaran ML Fariman OAGO (DML Ontannsn Cuksi Aarisdusl (DAL DU
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