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Parameter Setup
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Note : All new companies created in the system MUST have relevant

information set in the Parameter Setup first before the system can

generate your company payroll correctly.

“® Go to Housekeeping > Setup > Parameter Setup
“B Click on each of the tab, Company Details, Pay Calculation, Pay
Calculation (2) & Control to check on the default values provided in

the system. You may change where necessary to suit your

company’s requirements.

|cmmymm|pa,mmjm,wzjﬁmd | At prmbering | |

Company Name
Address

SAGE SOFTWRRE SDN BHD

Suite 18-6, Level €, Block 1S,

Flaza Sentral, Jala‘:l Stesen Sentral 5,
Kuala Lumpur Sentral

1300837243

03-22614178

441389-K

61/01/1990

Phone Mo,

Fax Mo.

R.0.C. Ref. No.
Date of Incorporation

Country Payroll Manager
Country Code  |Malaysia [« Name My
Currency Symbal | R NRIC 200101-01-1234
| Month | e i MR
Tal. 03-222279%3
—— El Fax 03-22614179
This Year 2012

Report Date : 31/08/20132]

o | [ concel | [Laoow |

Upon completion of the parameter setup, your next step will be to set up
the bank and other statutory accounts like EPF, SOCSO, Tax, Haji and ASN

via Housekeeping > Setup > Addresses & A/C No.

There are three (3) tabs, Organisation Information, Your Company

Registered Information & Officer In Charge, available for you to key in

relevant information related to the Organisation Type selected at the

header.
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The default values whenever user accesses this screen will be:

Organisation Type |BANE Category |1

So, let us begin with the Bank Account setup and then move down the list.

Bank Account Setup

Step1l Go to Housekeeping > Setup > Addresses & A/C No. With the
Organisation Type defaulted to Bank, proceed to key in
information for each of the tab

Step 2 At Organisation Information tab, key in the bank information
for Bank Code, Branch Name and Branch Code and click Save
button to save and store the information
Note: Code, Branch Name & Branch code are provided by the
bank

,@ Addresses & Account No. @

Organisation Type BANE Category |1

Your Campany Registered Information ” Officer In Chargs

MName BANE

Code

Branch Name

Branch Code

Address 100, JALRN 55100

51000 EKUAZLZ LUMPUR

Lo o [ 2] [sove ][ ewt |
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Step 3 At Your Company Registered Information tab, key in your
company Registered Name & company bank Account Number.
Click Save button to save and store the information

At the APS — Auto Pay System section, key in the information
provided by the bank when you register for the banking facilities

f:‘y T * 3 .’,:h.

Organisation Type  BANE Category |1

P S—— |5¥mmmanyke-i-nemd1nfarmﬁmé|nﬁnuhﬁw¢e__

State Code
APS - Auto Pay System
Short Mame APS
Given ID {APS)
Organization ID  [APS)
Encryption Program Folder

afg

APS Format Mo, In Aps_Set.DEF

File Mame Far Disk/Internet Transfer

Field To Store RCFIG TEMEFIG1
Field To Store RCFIG2 2

Field To Store RCFIGE

Field To Store RCFIGE

“ [« i A

Step 4 At the Officer In Charge tab, key in details of the bank officer.
Click Save button to save and store the information.
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Organisation Type Category

Organisation Information ”YMCammyRegster’ -ed Information

Mame |
Mric

Position

Tel,

Fax

E-mail

[ [« Lo e ] A ] | save | et |

Note: If you are using more than one bank services, you may
continue with the set up for other banks by clicking on
the _ 2 | icon. There are ten (10) bank categories
available for your setup requirement

B ACEERE LN A |

3
Q
;

ALCDNT S

11323344 5EEE -

£

FHEETTEEL]

g g g

& in e b A R R T
o
-]
]

AR o i ke el A 0 S B G RE )

ATEAEBETT -

“5 Double-click on sequence 2 (Bank; Category 2) and
repeat Steps 2 - 4 to key in the relevant information

Organisation Type Category
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After setting up the bank account(s), we will proceed to the EPF
account setup.

EPF Account Setup

Step 1
Step 2

Step 3

Go to Housekeeping > Setup > Addresses & A/C No.

Click on the [ @ | icon to select EPF for the Organisation Type
Y8 double-clickto  [EREEiEEE -
select any of the | .

five (5) available

Note: The selected }
EPF category will then = 3
be displayed onto the | @ &

Organisation Type | = .
field I -

EPF categories. !
|
I

At Organisation Information tab, key in the information for
Name, Code, Branch Name and Branch Code and click Save
button to save and store the information

'&ddrus:s&hcmmuu. =3

Organisabon Type  EBF Category 1
Orgarssabon Informabon | Your Company Regstered Information | Officer In Charge |

MHame
Code

ETMEULRN WRNE SIMPRNRYN EFEKERJR

Brandh Mame
Brandh Code
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Step 4 At Your Company Registered Information tab, key in your
company Registered Name & File No. Click Save button to save

and store the information

P

k ” : 'I-'_ "' & - = &' “

Organisstion Type  EFF Category |1
Organisation Information | Your Company Registered Information | Officer In Charge |

Registered Name SAGE SOFTWARE SIN BHD
File Mo, 2233445566

'EPF Bank Account Mo.

APS - Auto Pay System

'Short Mame (aPs)
en ID (APS)
l Organization 1D (&PS)
Encryption Program Folder E]
PS Format Mo, In Aps_Set.DBF &0. EEF fmsd
= Mame For Disk/Internet Transfer EFFORMR2
2Id To Stors RCFIG [eaY_Tv.EPFCC
I Field To Store RCFIG2 |PAY TM.EPFWW + PAY
=14 To Store RCFIGS 'FAY_TM.EPF_PAY+PAY TM.EPF_PAY B+Fl
old To Store RCFIG4 : l
L sa | a | » [ o8 | £ |

Notes:

a. Atthe APS — Auto Pay System section, the related
information is defaulted upon selection of the EPF category.
The information on EPF Bank Code and APS — Auto Pay
System can be obtained from the respective bank

b. If direct submission to KWSP, ignore the above.

Step 5 At the Officer In Charge tab, key in details of the bank officer.
Click Save button to save and store the information
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e |« [ » [ w] p

| Sape | Emt |

With EPF account setup completed, we will now proceed to set up the SOCSO

account

SOCSO Account Setup

Step 1 Go to Housekeeping > Setup > Addresses & A/C No.

Step 2 Clickonthe [ g ] icon to select SOCSO for the Organisation

Type

Y8 double-click to
select any of the
five (5) available
SOCSO
categories.

Note: The selected

SOCSO category will

then be displayed

S e E

TYPE CATEGORY FLLE MO

u Eer
1y EEF
1 per

]
@

D 6w -

ACODUNT WO

1
.
.

Rirciiiioy

]
i
i
1

T T

onto the Organisation Type field
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Step 3 At Organisation Information tab, key in the information for
Name, Code, Branch Name and Branch Code and click Save
button to save and store the information

.mnmm. &
Orgaresabon Type | S0CS0 Cabegary 1

Organsaton | Veur Company Regetered informaton  Offcer In Crarge
Funme PERTUBOMAN K¥SELAMATAN SOSIAL

Code:

Branch Name

Branch Coge

Addrass

Lae e [ » [ oe CA] [soe | & |

Step 4 At Your Company Registered Information tab, key in your
company Registered Name & File No. Click Save button to save
and store the information

m

Orgarsaton Type 800S0 Categoey 1
op—-lh-.nl Tour Company Regstered Informaton Iﬂnhh |
Regstered Name ASC OOMPANY

Fie 1o, 3344556677

SOCSO Bark Code

SOCSO Bark Account Mo State Code

PAY_TX.$0C30CC
PAY_TH. SOCSONM
PAY_TH, SOCS0CCH PAY_TX. SOCSONR

(sa | a  » 2 [ p] sme | & |

. ASLED 205




Chapter 3:Payroll

Notes:

a. Atthe APS — Auto Pay System section, the related
information is defaulted upon selection of the SOCSO
category. The information on SOCSO Bank Code and
APS — Auto Pay System can be obtained from the
respective bank

b. If direct submission to PERKESO, ignore the above

Step 5 At the Officer In Charge tab, key in details of the bank officer.
Click Save button to save and store the information

e e =
B ot 8 Aot o =
Orgarsation Type.  SOCSD Category L
Org InFormat four Companry Reg *m!mwm
rame
P
Pognon
Tel,
Faw
Eal
14 < > | e [ £ ] sepe | Egt

Next, let us proceed to set up the Tax account.

Tax Account Setup

Step 1 Go to Housekeeping > Setup > Addresses & A/C No.

Step 2 Clickonthe [ g ]icon to select TAX for the Organisation
Type
“B double-click to select any of the five (5) available TAX
categories.
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Note: The selected TAX category will then be displayed
onto the Organisation Type field

LY PR r——— =
b A Y S O

TR CATEGORY FILE MO DCTLNT W
i o ] -
i L]
LT - Ll
i oer L ]
L= - H PIATREETY
1Y SOcEs I ]
|1 = ] 3
- -] L]
3
1 TIRAIEs TEREeedt
38 ThE 2
43 TRE 3
ad TR L]
1
|} | §
T s [ ] -

.

Step 3 At Organisation Information tab, key in the information for
Name, Code, Branch Name and Branch Code and click Save
button to save and store the information

| LEMBASA HASIL DALAM NEGERR
|

w Name

| pranch Coce

| Address Tingkat 1 Kanan, Blok 2a,
Kozpleks Bangunan Kecsjean
Jalen Duta

Harung Berkunci 11061
S0980 Kuala Luspur

174—]( A e ] o] p) e JLT_]

.
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Step 4 At Your Company Registered Information tab, key in your
company Registered Name & File No. Click Save button to save
and store the information

ti, * Ty ” m @

Organisation Type | TAX Category |1

R = |;¥kaegs1zredlnfmﬁmiloﬁﬂwhﬁml_

Registered Name |SAGE SCFTWARE sSmm BED

Employer File Mo, E1238567-10

Income Tax File Mo,

PCB Bank Code 35

PCB Bank Account No. | 1122223344556678 State Code 14
ShortName  (APS) '
Given ID {APS)

Organization D (APS)

Ericryption Program Folder (2]
APS Farmat No, In Aps_Set.DEF 75. TAX [CIMB] =
File Mame For Disk/Internet Transfer 12345671009 2011, TXT

Field To Store RCFIG PAY_TM.ITAXECB |

Field To Store RCFIGZ PAY TM.DED11§

Field To Store RCFIG3 3= oa :

Field To Store RCFIG4 .
Loa | « [ » [ 0 | £ | | sove || ewt |

Note: At the APS — Auto Pay System section, the related
information is defaulted upon selection of the TAX
category. The information on PCB Bank Code and APS —
Auto Pay System can be obtained from the respective
bank.

Step 5 At the Officer In Charge tab, key in details of the bank officer.

Click Save button to save and store the information
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ae) s [ » [ oa]p] e || & |

Run Steps 1 - 5 if you are required to set up the accounts for
Haji and ASN.

With the required bank and statutory accounts setup completed,
we will now proceed to set up the Allowance table which will

affect the payroll calculation.

This section is left blank intentionally
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Allowance Table Setup

Step 1 “® Go to Housekeeping > Setup > Tables Maintenance
“B Select Allowance Table and click OK button

Benefiv Im Wind Tekle
Cvertime Table
Worksng Houzs Table
Honchly OT Hours Tebls
nift Allcwance Table
Fiecs Races Table

ist & Ind Half Datés
IXT Ispart Takle
Apce Taple

Aeligicn Table
Denemization Table

Teer Defise Raze Iabie Fress OF Bulan

Mot End Update Table ‘
4 (=] o

Step 2 “® Key in the Allowance description.

YD Check the boxes where applicable if it is subjected to EPF,
SOCSO, HRD, NPL, Late, Bonus & OT — please refer to the
diagram below

YD Key in the EA row number as it should appear in Part B of
the EA Form

“B Click on the line in the Relief Code column to select the
relevant code to use, where applicable

“B Click Next button to proceed

a OT1 072 OT3 OT4 OT5 OT6 EPF SOC TAX HRD WPL Late Bonus PAY EA  Relief Code
] y I ] "L Al ] Tmeoze |
2| cENTIVE &l B il & v il il D T
r 7H Al A I I )
4[CFF-PETROL & ] B N ”
s| v ] IR0012[Mobile Phone, Hand Phone Bills, Pager, EDA
6] v 7 TROS19Medical Benefit Excended to Matermity, Ayur
7|ATIN. ALLW. B O P PR e [ v/ on Interest on Loans up to RM30O, |
| [Fo0p avw. T il i T m0021f0£21c1al Pevzel L
| s|wo tareness alla 7 Sl S S S offic1al Pecral ]
10|NC ABSENT F F Pl ﬂ\ N F B E TRO023JA11 m=nae or Subsidies for Childeare
| az]sarer ane: / i P v —
12|TIP ALL. SEGEVE YRS v v
12 | v v
14 v | v
15 = B o] | INAEsEaNa F
16 F = = 7 5 7
il PR PP PR PR R RRERBPPRPRR ® -
- oo ] o) (o]
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Step 3 “B Click on the relevant checkboxes in the Day Based column
for those allowances that are subjected to attendance for
payroll processing

“B Click Next button to proceed

) R —— Ir - = SIS ‘l ﬁ
4 2| mERTIVE LO0EDG000L000 Hoke:

3 [MEAL 1305000501000 b of o day based

& [OFF-PETROL 1005000803002 { *
M [1 1002000001004 f
- 1002000501008 | i

7]ATTH, ALLR, LO00DO0S0L000 il
{ | _=|Toon ALiw. 1000000501000 {
| | s[me Larewess 100006000000 !
| iojwe msErut 1000060001808
' | 1aleRTET ALr: 1002000003002
- | aft1e mit. 1909000801000 ]
AT i 1000 ]
TED 1000000001008 ]
£ 8 1902000002000
| 18 1000060001000 z
¥ LT 1G820C00-01 000 - ks

ws | [aea] | e | [ gme
b .

Step 4 “B Check the Type and Formula setting to ensure correct
payroll calculation

I Aowance Tabie &l |
| Mo, Description Formuls for type Fand ¥ -
+ imemre By :
3 [MEAL ] "
slorr-veraes 0T pows
[ Ejaw M
& ] | e
T[ATTH, ALLW, QY [IIFRhTmNe0, 30, IIFGAATTHa=i, 30, B1) | . 1
&|roon atiw. Qv = BN * (NB+NFL] /NDOH | =
W0 LATENESS §V oL
10|60 ABSENT IV u‘"
O T [] ol
12118 ALE. W |TIEEOINT*TIERATE=EW, KEAT po
) 1 cEEs
T B TTFROIST
15 T TIPATE
16 ¥ Ty
1 B - LATEHR
Teverse ariendance (R4 ¥ |
—T =10 &1 | (e ] e m | oo |
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The Abbreviation code list for setting the Type :
F - Fixed Allowance
V - Variable Allowance
S - Shift Allowance
D - Daily Allowance

With all the control settings done, we will now proceed to set up
the employee’s record.
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Personnel File Maintenance

Personnel menu is the place for you to maintain employee’s information.
Appended below is the set up flow for proper sequence of setting up the
employee record to ease your payroll processing and reporting:

[ T ——

Employees Categories For 2™ level grouping of employees

1. Employees’ Line No. Maintenance

Step 1 On the left panel, click on Personnel > Add/Edit Line No.

AddiUpdate Employees —— Check/ List Employees —— Historical Listing

. Line No. Description Lo
s ew L
1st Half Normal Pay i
2nd Half Normal Pay
Employee

|y

i O weetass |

“1st Half Normal Pay

Update Leave / Fund Entitled
2nd Half Normal Pay
Employee Personnel Reports

Add | Edit Category i -

Line Ho. ? |
39 _aoa i Edn Lme to. Nr—— ]
Aad | Edit Branch (et | [ A | s [sae ] voer [comnenl

Aad | Edit Department
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Step 2 “B Click Add button to key in Line No and Description
“B Click Save button to save and store the information
“B Click Cancel button upon completion
“B Click Exit button to close the listing screen

2. Employee’s Categories Maintenance

Step 1 On the left panel, click on Personnel > Add/Edit Category

3 =

AddUpdate Employees —— Check / List Employees —— Historical Listing

(S st vt Payeol
1| Government
(5 o EDR SUPERVISOR

1st Half Normal Pay
2nd Half Normal Pay

Employee
,-ﬁ Search —
14 more Tasks |
1st Half Normal Pay -
Updats Leave / Fund Entitled
2nd Half Normal Pay
Employee Personnel Reports L 5 -
Iﬂ Add | Edit Category [E= [EXECTTIVE |
[ scereatine no Brint ... P | s E Deiete || ganced |

@9 acereateranc

[§3 scereatpepanment

Step 2 “® Click Add button to key in Category and Description
“B Click Save button to save and store the information
“® Click Cancel button upon completion
“B Click Exit button to close the listing screen
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3. Employee Personal Details

Step 1 “® On the left panel, click on Personnel > Add/Update
Employees to open the Personnel File Maintenance
screen

“B Click Add button to create new employee and personal
details in the Per. Details tab

e T e e T

Fie  Payments. Personmiel - Giovestinent. Misosiments Mooty Ared Yoarly. Housekecging Wiad -Conespondence el

ECE Control Board Task Flow
I Employes Mo, 001 Mame | TEQ AH BENE
Initial
Per. Detals | pay | Goven. | Non-Gitzen |[setung || Atow./Ded. || 1« | re. Rele || prev. vear | o 1tem
Employee Code Add type:| Local =] eme. told)
Address 23 JALMN SS2/10 TCHo. Plew] | 700317-12-2345
DAMANSARR UTAMR 1 Calour B
1st Half Normal Pay Post Code |23000 Town |Bg Passport No.
2nd Half Normal Pay State SELANGOR Nationalty |y [2]  sex ale =
Employee Country Code 6] Race Chinese =]
T G i vee =l
Highest Edu. Religon ) [«
Working Exp. . . Marital Status Marzied [=]
7 Date of Birth 17/03/1970 |
B i Clutenine L
Spouse Name Mame L_
1st Half Normal Pay
S Update Leave | Fund Entitie{ | sp. 1/C No. adiress
Employee Personnel Reports :‘:m b i i
Add ! Edit Category Spouse Working | ves [v] Phone fo.
Add [ Edit Line No.
A “ | < Chlmial e S
‘Agad / Eait Department
Step 2 YD Key in relevant particulars required in the following tabs:
ap P DOSE
Pay for employment details and pay package
Govern. for Bank, EPF,SOCSO & Tax setting
Non-Citizen for non-local (expatriate)
Setting for settings that affect payroll calculation
Allow./Ded. for setting of values on allowances and
deductions for payroll calculation
Pre. Relief Information on previous employment
Prev. Year for input of arrears (amount unpaid) from
previous year
BIK for setting of values on Benefit In Kind

“B  Click Save button to save and store information after
completing each tab
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Chapter 3
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In This Chapter
Advanced Pay
Update Pay
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Reports

Government Reports Submission
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1. Update Advance Pay

Advance Pay is a sum of money paid in advance to an employee before 1%
Half Payroll or 2™ Half Payroll processing. When you process the payroll
later, the amount will be deducted accordingly either from 1°** Half Payroll

or 2™ Half Payroll.

e

“B On the left panel, click on 2" Half Payroll > Advance to Individual

e |

File Payments Personnel Vearly Housekeeping Wizard C Help
Personnel - Quick Entry -—— Normal Pay —— Process Pay e Management Reports
[$ 15t Half Payrol |
= i
=7 NetPay - Cash/ Bank/ Thru. Bank Via Diskette PrintPay Siip
LA hew e
1st Half Normal Pay
204 Half Normal Pay
Employes
£ searcn
D More Tasks. :
15t Half Normal Pay
=P [§] checTransaction |5 advance to inaividual
n rmal Pay
Employee [8] viewPaysiip [3] Generate Tio Rate/Amount
[8] Holigays Maintenance
[8] Leaves waintenance
[8] oirectorFee Lising
[8]  pecuctionListing

“B Key in the Advance
value for those
employees who
took advance

“B  Click Save button to
save and store the
information

Ei 2nd Half Payroll - Advance to Individual E

Employee No. | Basic Rate Advance -
002 5000.00 0.00
Name : TEO AH BENG Date Commence : 01/01/2008
Pay Rate Type : MONTHLY Date Resign )
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2. Reporting

a. Listing

‘B Go to Payments > 2" Half Payroll > Advance > Listing

1. Add / Update

5 2. Process Pay
, 3 Check Transactions
) 4 ViewPay Siip
5. Print Pay Slip - — Process Pay o Management Reports
»
6
V| 2.Cosh/Bank/ Others R *
NetPay-Cash/Bs 2 TipAllowance H Print Pay Slip
Others A Annual Leave To Allowance »

% Eeiployes Mo, [#] - |sgzaee [E]
| LMo | mEsTETIETE @
Sabrom (R —
Departmerit Fram {_J'__] * | ETTEETIIIT
Cabegory ¢ EIITEIITIT
Emploves Code From fﬂ . :utuum;
Confidaribial Lewel -
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“B  Click Preview or Print button to view / print the Advance Listing report

Advance Listing
EMP.NO. LINE NHO. HAME B_RATE ADVANCE
Tool  AcC TEOH KEE YONG 5000.00 2000.00 =
il
TOTAL : 2000_.00
ADVANCE LISTING PAGE 1
AUGUST 2012
SAGE SOFTWARE SDN BHD
EMPLOYEE MNAME PAY RATE BASIC RATE ADVANCE SIGNATURE
NUMBER TvPE
Toor TEOH KEE YONG WONTHLY 5000.00 200000
TOTAL FOR LINE : ACC 200000

TOTAL : 200000
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b. Advance Pay Slip

Go to Payments > 2™ Half Payroll > Advance > Print Pay Slip

1. Add/ Update
2. Process Pay
3.Bonus e
AR 3. Check Transactions
o ! Lo
5. Print Pay Slip —_ — Process Pay —
6: 2nd Half + Bonus = Commission = Extra » 61 z T,
i oy 7. Cach / Bank / Others v
- NetPay-Cash/gg 2 TipAllowance .
L new Others A. Ainnual Leave To Allowance v

1st Half Normal Pay
2nd Half Normal Pay
Employee

“B Click OK button to print the Advance Pay Slip

: Employes No.[w]
|Partial Rdvance Pay Slip
| eoretofon | 2]
| oo To
Confidential Level

Pay Slip Date [26/02/2012 |
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“B Click Preview or Print button to view / print the Advance Pay Slip

SAGE SOFTWARE SDN BHD

ADVANCE [AUGUST 2012]
HAME : TEOH KEE YONG PAY SLIP DATE 26/08/2012

PAY RATE TYPE o MONTHLY EMPLOYEE NO. Too1
PAY METHOD BANK LINE NO. ACC

DATE COMMENCE : 02/03/2012 BASIC RATE 5000.00
DATE CONFIRM B Tl g
ADVANCE 2000.00

EMPLOYEE'S SIGNATURE

Note: You will have to process the payroll first (refer to Process Pay steps
on Pg 41) for the Advance Pay to take effect and be updated into
the 2™ Half Payroll> View Pay Slip > Other Deduction.

BIRFEPEIALIR

:
?

i
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Update Pay

You will be required to update the pay information before processing
payroll. Follow the steps below to update the pay information:

“® Goto 2nd Half Payroll> Normal Pay

Process Pay

e 1anagement Reports

i

Net Pay - Cash / Bank/ Thru. Bank Via Diskette Print Pay Slip
B Hew Others
1st Half Normal Pay
2nd Half Normal Pay
Employee

YD At Basic Pay & Overtime tab, key in the Working Days and the
number of DW (Day Worked) and save the entry

Employee Mo, | TO01 |TEOH HEE YONS ] |
e [ mete. |

1.0 TIME 0,00 HRS
Pav Davs No Pay Days ERIER G.00| MRS
DW | 26.00] NoPay L5 | 2.0 TIMES 9.08| HRS
; Balance | MoPay MPL | 0.co| FOTIMES -
a | o0.00] 0.00 | MoPay a8 | o.0q| RESTDAY | 0,09/ DAYS
Mc 0.00| 0.00 | MoPay[ | 0.pg] FUBHOL [ @.00| DAYS
ol s ]
MR | 0.00 Wark Hours [ a.0a
o | o.o0 Lateness 0.00
H | o.00] L Early Dep. a.00
B | o oosays) | 0.00[7] Ma Pay Hour 0.00
T
4

ome
HEH

=
8|

5

(e < e dielial)




Chapter 3:Payroll

“B Variable Allowances and Deductions should also be maintained, if
applicable

“B Click Save button to save and store information
“B  Click Exit button to close and exit from screen

Employee No. |TO01 |TEOH EEE YONG |
Line: Ho. ACC
[
Amount Allowances Amount L‘
0.00] 1L SHIFTAL: 0.00
12, TIP ALL. 0.00
3. 0.00
2. Incentive 0.00 14 0.00
3. Meal 0.00 15, 0.00
4 0.00 = o b
EE—
5 0.00 1. B 2
& L .
7. ATTN. ALL'W. 0.04 -
S FOODAWY. | 0.00| T
9. NOLATENESS .00 DW Allowances Adjustment [ o.00
‘10, NO ABSENT 0.00
Employee Mo, |T001 |TEOH EE YONG |
1 t! yate
(14 | = .
Amount Deductions Amount
: 0.00 2. 0.00
3, 0.04 s 0,00
4 0.00 14 0.00
5. 0.00 15; 0,00
6. 0.00

7 0.00

Message
a8 0.00 i
9. T. BAITULMAL 0.00 | |
10, FJW. LEWY 0.00 < m

(e | <« Ca e LA oot pay || save | B |
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Process Pay

To run the payroll process in the system, follow these few simple steps:

“® Go to 2nd Half Payroll > Process Pay

“B Click to select staff to process payroll selectively or leave it open to
process payroll for all staff

“B  Click OK button to start the payroll process

PO — wwm

et
et P - Cas | Bank | LT [ —— i
Others
o @ - mm 2
[——— & - semnes 15
Categ v @ - e (3
& searcn _E_‘ i [ - [#]
191 Half Normal E |
i ¥ cnece Transaction
2 Ha Nomma Pay
Empioyse (8] viewPaysip o . -
8] Holidays Mainienance To check caiculsiion, set bo Empicyee f. i e same.
B Lewes manssnance
== X
(@ cehebistiong
[ peauonon Lsting

“B Upon completion of the m

) Process Pay
process, a message box will | Process nd haf payred pay.

be prompted.

YD Click OK button to close
and exit the payroll process
screen
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Management Reports

After payroll processing, you may print out monthly management reports
such as Employee Pay Summary, Allowance Report, Deduction Report and

so forth.

Stepl ¥ Go to 2™ Half Payroll > Management Report
“B  Select Category and click OK button

! Eck conra E’;;-
My saworites |

ﬂ Pecsonnsl Quick Enlry cmipun NomalPay P [T S —
E
| Nt Pay - Caan i Bank/ .t -
LT e amers Brascr
C—- ]
20 Half Normal Pay Ereject
Empiayee. srou
& search
& more Tasks
1t Haf Narmai P -
N S CoackTransach
2na Half Norma Py s
Empiojes 5 viewPay sip
§ Houdays Mainten|
& Lesves Mantena| m ]
= - |
& Duector Fee Lissl
5 Desuction Listing

Step2 YU Select required report from the list of management reports

YD At the Paper Size field, click on the drop down icon to select
and set the required paper size for the selected report

o)

Click OK button

At the print dialog box, click Preview or Print button to view
/ print the selected report

>
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Management Reports By Category

i » | Employee No. ZIERE .
Lllpwance Beport . - T

Deduction Beport P Line No. E] - |zzzzzzzzzz |E]
Overtime Report M4 Branch From _ [#) - [zz22 [
jLeave Report HCS Department From [ IE] - lzzzzzezee: |E]
Pieces Done Report MCE - - —~———t
More Allowance Report MCT gy : 2] - [s2z2222222 [2]
More Deducticn Report MCE Elm:iwee(:odeﬁm: 'E] - iﬁz-:izz:ziiix_]@
Tax Relief Tramnsaction List MCBH g
Compensation/Gratuity Beport MCL

Categery Total — Pay Summary B Confidential Level e L _—

Category Total - Allowance Bepor ContractWorker (211  [«]

Category Iotal - Deduction Repor | Report Date _aﬂ_;ag’fzﬂji

Category Total - Overtime Report [Pmsm, (a3 EII

Categery Iotal - Leave Report

Category Total - More RAllowance

Category Total - More Deduction

Preview ‘ ‘ Select Printer
Directory C:\UBSPAYO0)\ TEMP, #]

| Excel ... | | Conyerter |

[ — .IE [ — ]
2ND HALF PAYROLL - PAY SUMMARY MC1 PAGE

PRINTED BY PIN 0

SAGE SOFTWARE SDN BHD 310

NO. EMPLOYEE NAME EMPLOYEE EMPLOYER TOTAL MONTHLY
NUMBER BASIC OVERTIME AW, GROSS DED. PCB EPF SOCSO NETT EPF SOCSO EPF 50CSO GROSS TYP

1U001 UKMKI
3000.00 3000.00 - - 330 1475 265525 390 5165 720 66.40 300000 M

2T0m TEOH KEE YONG
5000.00 5000.00  2000.00 - 550 1475 243525 850 5185 1200  BB.40 5000.00 M

TOTAL : 8000.00 - - 3000.00  2000.00 - 830 2950 5090.50 1040 10330 1520 13280 8000.00
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Bank Reports

1. Bank Listing

“Y Go to 2" Half Payroll > Net Pay — Cash/Bank/Others
“B Click to select Bank from the list
“B Click OK button to proceed

W cosh /pankjothers |
[casn #!| confidental =
Line Ho. From 2] - [srzzzaeas £
Branch From [ [£] - [2222 (2]
= == T
Category From | [ - | I2)
15t Half Normal Pay EnployeeCodeFrom | | 2] - |zzezeszazzez (4]
2na Half Normal Pay Balriy e =
Employes Report Date svoserz|
CreditDate [3170872012 |
Bark Category 1]
Bank Charges 0.00|
reve se. 1 -
13t Half Normal Pay B eirrmsedie
2nd Half Normal Pay [ 1ssue Cheque to Bark
Empteres [8] viewPpaysip
i « o
[8]  Leaves Maintenance

“B At the print dialog box, click Preview or Print button to view / print

the bank listing report

Directory  |Cz\UBSPAY90\TEME\ B
[ Excel ... ] [ Converter ]




SAGE SOFTWARE SDN BHD 441383 .K
Suite 1B-5, Level 6, Block 1B,

Plaza Sentral, Jaan Stesen Sentral 5

Kuala Lumpur Sentral

The Manager

CIDD BANK BHD

100, JALAN 99100
50100 KUALA LUMPUR
Aftn - Officer In Charge

Account No. . 123433456789

Please credit the salary listed to the respective employees’ account on 31/08/2012 and debit the total amount to our account

Chapter 3:Payroll

PAGE 1

310872012

maintained with your bank
NO. EMP.NO. NAME VC NO. BANK ACCOUNTNO. NET PAY
1 To01 TEQOH KEE YONG 701225121235 111234456678 243525
2 U001 UMM 880808-08-8181 514222008776 265625
FIVE THOU SAND NINETY AND FIFTY CENTS ONLY Total to be credited 5090.50
Thank You
Yours Faithfully Prepared by
SAGE SOFTWARE SDN BHD
Verfied by
Approved by

Authorised Signature(s)

2. Online/Diskette Submission

To submit via diskette or online to bank, follow the steps below:

“B Go to 2" Half Payroll > Thru Bank Via Diskette

“B  Click Generate button to proceed

“® At the Thru Bank Via Diskette screen, key in the date at Salary

Credit Date field

“B Click OK button to generate the text file.
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et Pay - Cash / Bank / u. Bank'
L new omers
1st Half Normal Pay

-~ Mame
2nd Half Normal Pay

J
» I
Employee | APS - Auto Pay System |
- APS Number &=
475 Flle Hame
APS Bank BANK [E]
& search

: |
1st Half Normal Pay - |
Check Transaction
2nd Half Normal Pay o=

| 70 GENERATE APS FILE : TESTLTXT
| FOR APS NUMBER 6
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“B Click Select button to select a directory to save the text file for
submission

“B Click OK button at the message dialog box

| eubspaydly J
. [=rch :

L]

S ubzpay30

Select
s
=]

£ graphics
i £ MYCOMPany
C o nekdll
'E: Fithl:I T S
| Clreports i
| [ zample

M T tools p
@ Generate completed.

1. EPF Reports
2. 50C50 Reports

3. Income Tax Reports
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1. EPF Reports

“® Go to Government > EPF Reports
“B Select EPF Borang A and click OK button to proceed
“®  click Preview or Print button to view / print the EPF Form

w—

'OF Borar
|EPF View Contribution
|EFF Berang B3CD Order By Epf Wo. [=] [CBycash
|EFF Zddress By Disk i - [¥] By Disk

Name Ext, -
Format 2007 [+] [ Pre-Print Format
No Rujukan Barang A

VB AM Pard S s vy 1

Nama 2y I
No.KP  |200101-01-1234 |
Jawatar |HR MANAGER
No.Tel. |03-22227383
No.Fax. |03-2261417%

E-mail
. L
For Diskette Submission (EPF Borang A) [ Message ﬂ

“D Click to select Open Format option "
“B Click Disk button to proceed { ;"ﬂ?&ﬁiﬂ:}'fm
YD Click Select button to select a

directory to save the text file for ——  ——

submission i

“® Click Yes button on the dialog box to view the list; or No button to
close dialog box
“B  Click Exit button to close and exit from the screen

For Diskette Submission (EPF Borang BBCD)
“B User is required to print out EPF Borang BBCD as an attachment.
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2. SOCSO Reports

“® Go to Government > SOCSO Reports
“B Select SOCSO Borang 8A (Contri.) and click OK button to proceed
“B  Click Preview or Print button to view / print the SOCSO Form

< Government Reports =]

t <]

: g Hame
50C50 Lampiran X Sl 3 8

Format SBEAZ| | Pre-Print Format
S0CS0 Borang 2 (Joined) El o
SOCS0 Borang 3 (Resigned) For The Month Ended 31/08/2012
S50C50 - Must Print

Cek Mo

Mame Ext. =

Disedia Oleh

sl phy

No.Tel.  |03-22227999

« [Update Parameter Setting m

For Diskette Submission (SOCSO Borang A) | T _M

“B Click Disk button to proceed

“B Click Select button to select a directory
to save the text file for submission

YD Click Yes button on the dialog box to
view the list; or No button to close

i | Sending has completed.
(¥ Do you want to list?

[ v ]| Mo

dialog box
“B  Click Exit button to close and exit from the screen

For Diskette Submission (SOCSO Lampiran A)
“B User is required to print out SOCSO Lampiran A as an attachment.
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3. Income Tax Reports

“® Go to Government > Income Tax Reports
“B Select CP 39 (Monthly) and click OK button to proceed
“® Click Preview or Print button to view / print the Income Tax Form

Income Tax Reports

31/08/2012 | [¥]Send data by diskette
[ Print Prefix '0S' and 'SG"
[¥] Print foreign worker DOB

CP 33A Monthly CP3D Group

\cp 22 Menthly Order By

cP 231 Menthly Format [~ print Heaider
ce 258 Monthly Far Monthly [w] [T]Pre®rint Format
ITE 1 Monthly

TP 2

|TF 3

é!‘!ark Te Print For Any Pay
|List EA Form Status

|List Taxable Figures
|List Relief Claim

m

EI.iat Tag Exempted Allowance Mama AMY
CE 8 Yearly No. kP  |800101-01-1234
CEP ER Yearly Jawatan [HE MANACER

CP &C Yearly Mo, Tel,

e s RS | - —
| CP 38 12 Mths

|List Tax Categeory
| Texable Pay

| Taxable Pay By Employee 12 Mths _ -
e = == Update Parameter Setting -

For Diskette Submission (CP 39) T —g|

“D Click Disk button to proceed

“B Click Select button to select a Sending has completed.
' Do you want to list?

directory to save the text file for
submission

“® Click Yes button on the dialog box to
view the list; or No button to close
dialog box

“B Click Exit button to close and exit from the screen
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Chapter 4

2 Administrative Task

In This Chapter
Backup
Month End Closing
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Backup
“B Go to File > Backug & Restore > BackuB

'File | Payments Personnel Government Miscellaneous  Monthly /
Backup &t Restore 3 1. Backup

Undo CTRL+Z 2 Restore

Redo CTRL+R 3. Scheduled Auto Backup
Cut CTRL+X
Copy CTRL+C [ _ |
Paste CTRL+V eled2ly —

Exit... ALT+F4

Click on Browser button and select thebackup destination path to
store your backup data

Click Backup button to start the backup process

Click OK button at the message box

Clcik Cancel button to close and exit the backup screen

DD D D

HNote:
In network environment,
pleaze make sure you are the only user to access to this option.

Default Folder C:lubspay30mycompany'|,

Badup To e \backupl, -~
Badkup Progress m kem 162 of 162 ]
Fil= Progress 100% vwovncal obf _]
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Month End Closing

“®  Go to Housekeeping > Month End to perform the month end
closing process

L

2. Maintain Password

Language
Language Editor

“B Select option as indicated below and click OK button to proceed

Mote:

In network environment,
please make sure you are the only user to access to this option.

MONTH END PROCESSING FOR SEPTEMBER

ermove | ransactions

IUpdate Working Days
1st half working day for coming month 0.00
2nd half working day for coming month 26.00




Chapter 3:Payroll

“B Ensure you have backup your data and click Yes button to proceed

Message Iﬁ

Are you sure to continue?

| ] e |

@ Please backup data before proceed with Month End Process,

“B A message box will be prompted upon completion of the month end
process. Click OK button to close and exit the screen.

Hote:
In network environment,
please make sure vou are the only user to sccess to this option.

rMcsng: “

0 Menth end processing completed.

=)

Low [ omed ||

%%k %k The End % %k %k




