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Chapter 1. Getting Started

1.1. System Requirements

The following requirements are needed in order to run SQL Suite Application

1.

For Standalone or Client (Workstation) PC

Microsoft Windows 2000 and above (recommended Windows XP).
SVGA - minimum of 65K colors (16-bit) recommended.

Pentium 111 and above computer (recommended Pentium 1V and above).
256 MB of RAM (recommended 512 MB).

180 MB of available hard disk space.

Microsoft Windows Compatible Printer.

. For Server PC

Microsoft Windows 2000 and above (recommended Windows XP).
SVGA - minimum of 65K colors (16-bit) recommended.

Pentium 1V and above computer.

512 MB of RAM (recommended 1GB).

180 MB of available hard disk space.

Microsoft Windows Compatible Printer.

100 Base-T NIC.




Chapter 2. Installation

2.1. Standalone Installation

1. Onceyou finish install the SQL Application, double click the SQL Application icon at the desktop and the below
dialog will appear.

2. Click Create Group.

W osqL Payroll Database Group

SQL Payroll Database Group

Create Group

fudd Group

A. Create Group : Useto create multi access server.
B. Add Group : To add the Existing Group Server.

3. Enter File Name example Default. It advisable to not to enter too long name and make sure the name does not
had any spacing.




Installation

Mew Database Group File @
Save ih: | |9 Share vl QT mE-
Recent
=
[
Desktop

2

by Documents

iy Computer

-

File narne: |Default W |

kA Metwork, Save as bype: | D atabasze Collection Files [*.0DCF) v | [ Cancel ]

4. Click Save and you will see the below dialog.

Database Group Properties ['5__(

Descripkion: |SQL Payroll Database |

Dakabase Engine: |Fire|:uir|:| Embedded Database W |
SEFver: | Part Ma: I:I Leawve Blank &s Defaulk
Database Usernarne: | | Leawve Elank As Defaulk
Database Password: | | Leave Blank As Default
Folder: |C:'|,F‘ru:ugram FileslestreamtS0L PayralliDE), | B

Status: Connection Active
Test Connection

Server Yersion: WI-¥1.5.4.4910 Firebird 1.5

ok || cancel |

A. Description : This is the Group Title. Very useful for user who wanted to access to multiple server. (E.g.
Standalone Version)

B. Database Engine : Which Database to be use for the SQL Application. (E.g. Fire bird Embedded Database)
C. Server : The Server Name or |P Address. (For Network Installation Only (E.g. 192.168.0.1))
D. Port No : Isthe Port Number to be use by the Database Engine.

E. Database User name : Database Engine User Name.




Installation

F. Database Password : Database Engine Password.
G. Folder : Show where to keep the database.

H. Test Connection : To check the Connection Status. If the Status shown in Red color or Connection I nactive,
make sure

Database Engine you select is correct and Installed.
¢ Server Nameor IP Addressis correct.
¢ Database Username & Password is Correct.

Port Number is correct.

5. Click OK and you will see below dialog.

T 0L Payroll Database Group

SQL Payroll Database Group

Create Group Database Group
Add Group

Mebwark Yersion
Standalone Yersian 192,163.0,1
Ci\Program FlesieStream)S0L.. \Program Filesiestream|S0L.

6. Double Click the Icon and you will see below dialog




Installation

Mew Database Information

Database: |F'M-EIEIEII.FDE=

Company Mame: |Fate Sdn Bhd

Rermark; |2|:||:|? |

Admin Password: ADMIN ’ i_hange Password ]

[ oK ] [ Cancel

A. Backup : Backup the selected Database.

B. Restore : Restore the Database from the Backup.

C. Create New Database : Create actual database.

D. Create Sample Database : Create a database with sample transaction.

E. Find Database: To find the lost link database Automatically.

F. Add Database Link : Manually Add thelost link database

G. Back to Database Group : Go back to the Database Group Option (Back to Step 5).

7. Click Create New Database and you will see below dialogs.

T SOL Payroll - 5QL Payroll Database

SQL Payroll Database

Housekeeping DCF Database
Backi .-

Restore...

Management

Create MNew Database
Create Sample Database
Find Databhase

Add Database Link

Back to Database Group C:Program Files'eStream’, SOL Payroll’,Share' Default. DCF

A. Database : Isthe Database file Name. May leave it as defaullt.
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Installation

B. Company Name : The company name for the new Database.
C. Remark : Additional Information for differentiate the same company name.

D. Admin Password : Password for ADMIN user. Click the Change Passwor d to change the password. Default
isADMIN

8. Click OK and you will see the login screen as below.

5QL Payroll Database

" _SQL Payroll

¥Yersion 1.0.0.24

Enterprise Edition

vy, 2l com. g Q

Caompany:  Fate Sdn Bhd 2007 E]
User: |ADMIN |
Password: |***** | L Log an ]
[ ]Logon automatically

A. Logon Automatically : Thisuseful for single user & single company asyou can by pass entering the password.
B. 3 Dot button : Click this button to back to Step 6.

9. Enter ADMIN password and click Log on.

2.2. Network Installation
2.2.1. At the Server Side

1. Follow the Standalone Installation.

2. Full Sharing the Share Folder (in C:\Program Files\eStream\SQL Application).

2.2.2. At the Client or Workstation Side

1. Onceyou finish install the SQL Application, double click the SQL Application icon at the desktop and the below
dialog will appear.

2. Click Add Group




Installation

Open Database Collection File

Laak jn: |&}hin Vl 4] T -

o
[0}
i} o]
i
=

"

Desktop

by Documents

€

iy Computer

File narne: | W | Open

Py Metwark | Files of bpe: | ['atabase Collection Files [*.DCF) v | [ Cancel ]

L

3. Inthe Look in look browse to the Entire Network (My Network Places) and ook for your Server PC Name.

4. Inthe Server PC folder, double click the Share | Default.DCF file.

T 0L Payroll Database Group

SQL Payroll Database Group

Create Group Database Group

Add Group
Metwork Verson
192.168.0.1
W\ TitankShare\Default, DCF

5. Double Click the Newly Added Database Icon (e.g. Network Version) and you will see below dialogs.




Installation

T SOL Payroll - Network Version

Network Version

Housekeepirg DLCF Database

Backup...

Restore.. !:aba Sdn th.
Remars: UL
Version: 27

PAY-0001.FDE

Registerad: Falsa

Management

Create Mew Database
Create Sample Database
Find Database

Add Database Link

Back to Database Group ' Titan" Share' Def ault.DCF

6. Double Click the Company Name where you wanted to enter.

7. Enter Your User Name & Password and Click Log On.




Chapter 3. Overview

3.1. Features

3.2. Standard Functions & Buttons

Button [Shortcut |[Description Button [Shortcut [Description

% Ctrl+X Cut L—“’] Ctrl+E Edit Current Record
Ctrl+C Copy l_a Ctrl+Del | Delete Current Record
Ctrl+Vv Paste [ |] Ctrl+S Save Current Record

L

Q First Record @ Esc Cancel Record

Q Previous Record F5 Refresh

0 Next Record A Ctrl+F Find Record

0 Last Record F7 Print

'w.':'-l"
ﬂ Insert Insert New Record F6 Preview

3.3. DataSet Buttons
3.3.1. Set 1

Can befound in all Data Entry.

A. New : New Records.

Edit

Delete

Save

Ilz

(]

IIII E
KB

Cance|

Mote

Preview

Browse




Overview

B. Edit :

I. Edit : Edit Current Record

I1. Edit AsNew : Copy Current Record and Paste as New Record.
. Delete : Delete Selected record.

. Save : Save current Edited Record.

m O O

. Cancd : Cancel current action.

T

. More:
[. Copy XXXX : Copy Current Record.
G. Preview : Preview Report
I. Print : Print Report
[1. Export To XXXX : Export To the Specific Report Type.

H. Browse/ Detail : Toggle data between Browse and Detail mode.

3.3.2. Set 2

Can be found in Report Designer

Design

Delete

Rename...

Clane

Import...

Export...

Close

. New : New Report Format.
. Design : Edit the selected Report.
. Delete : Delete selected Report.

. Rename : Rename the Report Name.

m O O W >

. Clone: Copy to New Report Name or Report Type.

T

. Import : Import from the other Database.
G. Export : Export the Selected Report to other Database.

H. Close : Close Current Report Designer.

10



Overview

3.3.3. Set 3

Can be found in Lookup

A. Save & New : Save and Click New Record.
B. Save: Save Current Record.

C. Close : Close the window.

Save 2 Mew

Save

Close

11



Chapter 4. Human Resource
4.1. Maintain Employee

4.1.1. Personal

Enter the Employee Personal Profile like Gender, D.O.B, Home Address and etc in the Personal Tab.

L] Employee

Code: Job Title: |S';.-'sten'| Support and the er... T don't know | Ackive

Mame: |KOSLIKE FALNG TECK WAL |

A. Code : Employee Code or Number.
B. Name : Full Name of the Employee.

C. Active: Untick the Active to indicate the employee isresign

Personal |Categu:ury | Family | Payroll Info. | Allowance | Deduction | Mate |

Gender: | (& Male e |

D.0.B: 0140171001 v|

Address: 30 JALAM 13 KAW 19
LOROMG PRAL

41050 KLANG

SELAMGOR DARLL EHSAMN

Phane: 03-33411772(no more) Mobile: ||:|1r5-33|:|3511 |
M&
Email: |suppnrt@sql.cnm.my |
New IC: |123456-10-1204 |
old 1C: |A3683451 |
Passport: (56465465465 |
|

Imrnigration Mo: |

4.1.2. Category

Thistab is recording the Employee Category or Group.

12



Human Resource

Personal | Category | Family | Payroll Info, || Alowance || Deduckion | Moke

Branch: ER1 L Project: Fz »
HR Group: Group A w Jak: 1z w
Cepartment; | ADMIN v Task: Salary w
Cateqory: CAL 22 w Calendar: w
Counkry: MY w
Race: ZH w Leave Group; | ---- W
Join Dake: 031212006 w
Confirm Date: |27/12/2006 W
Resign Date: W

A. Branch : Which Company Branch he/sheis.

B. HR Group : Which Company Human Resource Group he/shein.
C. Department : Which Company Department he/shein.

D. Category : Which Company Category he/sheis.

E. Project : Which Company Project he/sheis.

F. Job : Which Company Job he/sheis.

G. Task : Which Company Task he/sheis

H. Calender : Which Calender Typeis (For Leave Application)

I. Country : Which Country he/she from.

J. Race: What is he/she Race

K. Leave Group : Which Leave Group he/she is (For Leave Entitlement Calculation)
L. Join Date : When he/she Join the Company.

M.Confirm Date : When he/she Confirm.

N. Resign Date : When he/she Resign from Company.

4.1.3. Family

This recording the Employee Spouse or Family Information. Useful for 1.C.E. (In Case of Emergency).

13



Human Resource

Personal | Category | Family | Pavroll Info. | Allowance | Deduction | Mote

Spouse Mame: Sakura Matd

Spouse Address: |48 JALAMN SETIA IMPIAM U13/2H
SETIA ALAM SEKSYEM U135
40170 SHAH ALAM
SELAMGOR DE
Spouse Phone: | 03-4646457 Spouse Mobile: |016-4737975
03-52465243
Tax Branch: KLAMG

Tax No: SE495

Spouse IC Mo Q57654321051

4.1.4. Payroll Information

This recording the Payroll Calculation like EPF, Socso & Tax Information.

Personal | Category | Family | Pavroll Info. | allowance | Deduction | Mote

Wages Type: --—- W S50 Mot Ssdfad4a54
Wages! 2,900.00 SOCS0 Type: EN First Cateqory
Contribution: - w Tax Branch: MERLI
Frequency: ---- R" Tax Mo: SG123456789-02(1)
Payment Method:  |HLE “ Marital Status: I Single e
Bank Account Moi | 1234-3234-6547-9875 viepe 3t ) 0

Spouse Warking
EFF Mo : 2132165 Tax Category: 1 L
ME: a EA Serial Mao: 12354
Initial:

A. Wages Type : Which Wages type like Daily or Monthly.

B. Wages: Amount per Month or per Day

C. Contribution : Which Contribution Calculation like EPF Rate, Working Per Month and etc.
D. Frequency : How many payment per month.

E. Payment Method : The salary is pay by Cheque or Bank.

F. Bank Account No : Bank Account No (For Bank In or Bank Transfer)

G. EPF No : Employment Provided Fund (KW SP) Number. (For Borang A)

14



Human Resource

H. NK : Refer to Borang A NK column.

I. Initial : For EPF Borang A Electronic Transfer.

J. Socso No : SOSCO Number

K. Socso Type : Which SOCSO Typeis use to calculate (Norm is First Category)

L. Tax Branch : Tax Branch where the employee file is open.

M.Tax No : The employee Tax File Number.

N. Marital Status: Either Single, Married, Divorce or Widow. (For Tax Calculation (PCB or CP 39))
O. Tax Deduction Child : Number of Children which Deductible in Tax Calculation (PCB or CP 39)
P. Spouse Working : For Tax Calculation (PCB or CP 39)

Q. Tax Category : Tax Calculation Category (May Ignore it cause system will allocate for you)

R. EA Serial No: For CP 8A (EA Form)

4.1.5. Allowance & Deduction

The fixed Allowance or Deduction for the Employee.

Personal | Category | Family | Payroll Info, | Alowance | peduction | Mote

[+

£ Allowance DESCRIPTION AMOLMT EPF S50 PCE 0 OT - EA  HRDF
B :HP hand phtone 300

A. Allowance/ Deduction : Allowance or Deduction Code.
B. Description : Description to shown in Pay dlip.

C. Amount : Amount to be pay or deduct.

D. EPF : Include the calculation of EPF.

E. SOCSO : Include the calculation of SOSCO.

F. PCB : Include the calculation of PCB

G. OT : Include the calculation of OT.

H. EA : Shownin EA Form (CP 8A).

I. HRDF : Include the calculation of HRDF (Human Resource Development Fund).

4.1.6. Note

Additional Information and the Employee Photo. Advisable to use JPG format with Max resolution is 300 x 300 dpi.

15



Human Resource

Personal Categary || Famiy Payroll Infa. | Mowsncs | Deduckion | Note

Mobe: Phiata

4.2. Human Resource Maintenance

The below screen is applied for the following Maintenance.
» Maintain Branch

» Maintain Department

» Maintain Group

» Maintain Category

» Maintain Project

* Maintain Job

* Maintain Task

* Maintain Race

* Maintain Country

16



Human Resource

cina
I Branch

- B

e

Code |E‘R1 |

Edit

Descripkion |Eran|:h 1

Delete

Active ’ Set as Default ]

More

Presiew

Browse

A. Code: Code
B. Description : Full Description.
C. Active: Untick it if the Code is not use anymore.

D. Set as Default : If Clicked it will auto select the Code In the New Employee.

17



Chapter 5. Payroll
5.1. New Payroll

Process or create New Payroll.

5.1.1. Final

Use to process the Month Pay Salary and Final Pay Salary.

*# Final Payroll Process

¥ - To process the month FINAL payroll -
‘g Transaction Posting

Year: (2007 = Month:
Process Date: |20,/09/2007

% Drescription

Frequency Description 1 |M|:|nth End (09,2007} |

— Description 2 ; | |

- -'"-{'} Refl: | |

i“}{ Ref 2 : | |
Ad Hoc

[ Process

A.Year : Year to be process.

B. Month : Month to be process.

C. Process Date : Posting Date (Norm is end of the Month)
D. Description 1: Information to be shown in Open Payroll.

E. Description 2, Ref 1 & 2 : Additional Information which can be shown in Report Eg. Pay dlip.

5.1.2. Frequency

Use to process the Payroll which pay not pay on the Last Month (not Last payment of the Month)

18



Payrall

7 Frequency Payroll Process

] To process the MID month payroll
$' - Transaction Posting Employes:
L Year: 2007 = | Month: |9 - I 3 Code I
Firual ' ) - b D002 A Mori
Process Frequency 004 Rinko Jerrard
by ¥ Frequency: st hak J 0008 Mizuho Kazami
JL._.”‘_ Sequence: |3 Seq DayFrom DayTo | Contrib (%)
Freguency b [ |1 1 15 50 |
]
. $ w' P 1T i
Pd:l Hoc ayrod ransacoon

Fe

uTD Contrb %t 100 3 Process Date: | 200052007 w

Process From: | 01092007 s | To | Z0J09[2007 s

Diesoription
Desoripbion 1@ | 1sthalf (09.2007)

Descriplion 2 :
Ref 1
Ref 2

Frocess

A. Year : Year to be process.

B. Month : Month to be process.

C. Frequency : Frequency Type to be process.

D. Sequence : Which Sequence to be process from the selected Frequency Type.

E. UTD Contribution % : The % to be paid for EPF, Socso & Tax.

F. Process Date : Posting date.

G. Process From & To: Calculation Range Date.

H. Description 1: Information to be shown in Open Payroll.

I. Description 2, Ref 1 & 2: Additional Information which can be shown in Report Eg. Pay dlip.

J. Employee: List of Employee(s) will be process.

5.1.3. Ad Hoc

It same like Frequency. The different isthe Frequency is keep presel ected contribution and employee.

19



Payrall

*# Ad Hoc Payroll Process

¥ - To process the MID manth adhoc payrall -
$-";r Transackion Posting Employee:
L i Year: 2007 - Month: |9 —~ . - Code s
Final - ! 3 o001 KOSUKE FALNG TECK Wi
- Payroll Transaction [#] 00Dz Ai Mari
("D UTD Conbrb % 100 = Process Date: | 20/09/2007 w [¢] ooos  |Maho Kazami
$ -;r . . : 1 1 nonz Kiosuke Liski
It rocess From:  (01)09/2007 + | To |20/00/2007 BT booos “Frveearar
Frequercy Fined Transaction [#] ooos Tnumany
0o0E Sgiichiro Sano
. | Allesance: w
iy | O (] [#] 0007  |Rebert Haydn
$ e | Deduction:  [] (] [#] ooos  Mizuho Kazami
| nota frturia Pendragon aka 5:
Ee [[Iwages [Jerr [Osocso [Jrce
Pending Transaction
Allowance: [ ] w [Z]
Deduction: [ w C]
[]w¥ages [] vertime [[] Commissian
=" [(JBonus [Jowector Fees [ Tax CP38
[JPadLeave [ |Unpaid Leave [ | Advanced [[Loan
Description
Description 1 @ |Ad Hoc (09, 2007)
Description 2 :
Ref 1:
Ref 2 10

A.Year : Year to be process.

B. Month : Month to be process.

C. UTD Contribution % : The % to be paid for EPF, Socso & Tax.

D. Process Date : Posting date.

E. Process From & To: Calculation Range Date.

F. Fixed Transaction : This section isto process the Fixed Transaction which Maintain in Maintain Employee.

G. Pending Transaction : This section is to process the Transaction which had being Maintain in Pending Payroll.
H. Description 1: Information to be shown in Open Payroll.

I. Description 2, Ref 1 & 2: Additional Information which can be shown in Report Eg. Pay dip.

J. Employee: List of Employee(s) to be process

5.2. Open Payroll

This option isto Open the Past Process Transaction.

20



Payrall

¥ Open Payroll

Open Payroll

Sep 2007 Payroll

Sep 2007

Yo
" Month End (09.2007)

@ 01/09(2007 to 30/09{2007 @

Year: 2007
9 pavralls

Past Payroll from 2006 - 2007

3

Year: 2006
& pavralls

Mew Payroll

A. Show the Current Working Month Process.

B. Past Transaction in Y early.

Click on the Month icon and Right Click and you will see the below popup menu.

Cpen Payrall,..

Print Payslip. ..

Prinkt EPF Eorang A. ..

Print Payroll Summarsy...
Prinkt Payment Summary. ..

Prinkt 2050 Borang S4...
Print Income Tax CP39...

Delete

QOpen \Wages. ..

Cpen Alowance, ..
Open Paid Leave. ..
Open Owerkime. .
Open Claims...

Open Director Fees...
Open Commissian. ..
Open Bonus...

Refresh

A. Open Payroll : Open All Employee for the Selected Month Payroll Process.

Open Loan...

Open Deduction, ..
Open Unpaid Leave. ..
Open Advance. ..
Open CP3S...

B. Open : Open All Employee by Typein listing.

C. Print Paysdlip : Print the Pay Slip for the Selected Month.

D. Print Payroll Summary : Print Payroll Summary Report for the Selected Month.

E. Print EPF Borang A : Print KWSP Borang A for the Selected Month.

21
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F. Print SOCSO Borang 8A : Print Socso Borang 8A for the Selected Month.

G. Print Income Tax CP 39 : Print Potongan Cukai Berjadual (PCB) for the Selected Month.
H. Delete : Delete the Selected Month process.

I. Refresh : Refresh the Open Payroll List.

Click on the Year icon and Right Click and you will see the below popup menu.

Qpen,..,

Brint Yearly Report, .,
Print early Individual Report, ..
Print Income Tax EA Farm...

Refresh

A. Open : Open the Selected whole year Payroll Process.

B. Print Yearly Report : Print the Yearly report by Type (E.g. Yearly Wages, Y early Allowance etc)
C. Print Yearly Individual Report : Print Individual Payment Salary Report By Monthly.

D. Print Income Tax EA Form : Print the CP 8A form. (For Individual Income Tax)

E. Refresh : Refresh the Open Payroll List.

Double click the Month icon and you will see the below dialog.

"' Menth End (09.2007) [Period: 09 / 2007]

B 0001 EOSUEE FAUNG TECK WAL
ooz Ai Mori
0003 Kosuke Uski
0004  Rinko derrard
0005 Inurnany

0006 Seichir Sano [ ewepaysip || PrinkepFBoranga

L il e I Print Payroll Summary ] I Print SCeC50 Borarg BA I 9
000a | Meuho Kazami

0003 Maho Kazami | Prirk Paymert Summary | | Prit Income Tax cP39. |

0010 | Arburia Pendragon aka Saber

Q@

Process Missing Employee

10

A. List of Employee Name. Double Click one of the employee to open the detail of payment and you will the below
screen.

B. Click any of the button to print the Monthly required reports.

C. Process Missing Employee : This to progress the Employee where is not being processed because of Processis
done before the Employee Create.
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3 Month End (09.2007) [Period: 09 / 2007] =)t
E Code Hame Welcome | 0001 ' D010 | oooe
» (TSI 05 UKE FaunG TEG | H O
ooz Al Mori ] U
000z Kosuke ek - ™
‘wages: 2,900.00 -
— T w— 2 L= | [C— KOSUKE FAUNG TECK W
noos Trwrmnary Allowance: 810,00 -
000G Saiichiro Sano 1
Orvertime: - 366.00) Empl EPF: 399.00
Qoo Robert Haydn e |
000s Meuho Kazami Commission: - S0C50: 14,75  Employer S0C50: | 51,65
000 Maho Kazami Elaims: PCE
0ol Arburia Pendragon ¢ i J Maorithly : 40,00
Paid Leave: - CP3a: et s
Director Feses: ] Unpaid Leave: - Direchor Fees
Borus: - | Advance: -|  Total: 40,00
—
4 Gross Pay: 3,710,000  Gross Deduct: 420,75 MNetPay: 3,?89.25
[ ﬁ.luwm
2 -MO
Z Trans Date  Post Date Code Deseription Amaunk
} 11/09/2007 |30/09/2007 --- Default Alloweance 100,00
11/09)2007 30092007 FLUEL FUEL 400,00
11/08/2007 30/09/2007 AllL alll 1.00
11/09/2007 30/09f2007 Al altz 2,00
11/08/2007 30/09/2007 Alk alk 3.00
o |
—ount =7 G10.00
Process Missing Employee |

Mouse over the each Type (where it circle with blue color) and click on it to view detail (E.g. Mouse over the
Allowance and Click on it and you will see something like the above screen).

A. Money Plus & Money Minus: To add or delete record.

B. Flag : To highlight what is currently added (Only work if the record isin Edit Mode (i.e. The highlight will reset
after Click Save).

5.3. Open Pending Payroll

Useto record the transaction which to be process at the Process Payroll. By Default it will display the Current Working
Month.
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p Pending Payroll (09.2007) [Period: 9 1 2007]

Pending Payroll - Sep 2007

Pending 2007 With Transactions -
Pending Navigator

p -"',_') COrwerbime

@' 4 transactions

—_———

Without Transactions

[ P
§ Wages f ., Allowisnce
$ = i $ i

———— | |

> >
i, Paid Leave o Claims w
Show all Pending Payroll

A. Pending XXXX : Show the Current Y ear Pending Transactions in Monthly. XXXX isthe Current Working Y ear.
B. Pending Navigator : Show the Current Months Pending Transaction in Month View (In Day)

C. Show All Pending Payroll : Show All the Pending Payroll in Y early.

D. With Transaction : Show which Type which had transactions.

E. Without Transaction : Show which Type which doesn't had the transaction.

5.4. Payroll Maintenance
5.4.1. Maintain Wages

This to maintain the type of wages is going to pay and the contribution.

=

Code PCS_LIOM |
(e |-
Description |'-.-'-.-'it|‘| (el |
(o] |F‘CS | Delete
Save
Auctive Set as Default ]
Contribution Zance|
SOCS0 EA ,
PCB HRDF
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A. Code : Wages Code.

B. Description : Full Wages Type Description.

C. UOM : Unit Of Measurement for Wages (e.g. PCS, Day, etc). For Monthly may ignore thisfield.
D. Active: Untick if the record isno morein use.

E. Set asDefault : If Click it will auto Insert on New Employee.

F. Contribution : Does this Wages type need to include the calculation of EPF, SOCSO, PCB, OT, EA &
HRDF(Human Resource Devel opment Fund)

5.4.2. Maintain Frequency

Thisto Maintain the number of Payment in a Month.

¥ Frequency

Code Multi [#] Active [ Set as Default J

Description  Multi Freq Edit |:

£ SEQ | DayFrom Day Ta Contrib % EFF SOC50 PCH Abvwance  Deduckion
» 1 ! 14 0 @ = = =
2 15 21 | [+ [+ [+

A. Code : Frequency Code.
B. Description : Full Frequency Type Description.
C. Active: Untick if the record is no more in use.
D. Set as Default : If Click it will auto Insert on New Employee.
E. InThe Grid
i. SEQ : Cdculation Sequence. Normally start from 1.
ii. Day From & Day To : Which Range Day to be calculate.
iii.Contrib % : The Percentage to be pay for the Contribution Calcul ation.
iv. EPF, SOCSO, PCB, Allowance & Deduction : Which Contribution to be calcul ate.
The above example is base on the below condition
I. From Day 1to 14 pay for 30% for all Contribution and Wages.
I1. From Day 15 to 21 pay for 20% for all Contribution and Wages.

I11.From Day 22 to end of Month pay for balance 50% for all Contribution and Wages.

25



Payrall

5.4.3. Maintain Contribution

Thisto record Does the EPF, SOCSO, PCB, EA, HRDF & OT isto beincluded for Bonus, Director Fee, Pay Leave
& Unpaid leave calculation?.

17 Contribution

Code Employee [¥] ctrve [ tew ]
Descrption | OT Cak Base ©On Maintain Employes [ Set as Default I Edit ﬂ
Delete
EPF SO0CS0 PCB EA HRDF o1
Bonus 0
Direckor Il L] i
*
Pay Leave M [
Unpaid Leave [+ C]
I =]
Emploves EPF Rate  |11% Working Day Per Month 26 o
Employer EPF Rate  [12% ‘Working Hour Per Day el —
COryertime Caloulation base on Maintain Employee Satting

A. Code : Contribution Code.

B. Description : Full Contribution Type Description.

C. Active: Untick if the record isno morein use.

D. Set as Default : If Click it will auto Insert on New Employee.

E. Employee & Employer EPF Rate : The Percentage or Amount for KWSP for Employee & Employer. (For
KWSP Borang A).

F. Working Day Per Month : Show how many working day per month. (For OT Calculation)
G. Working Hour Per Day : Show how many working hours per day. For OT Calculation)

H. Overtime Calculation base on Maintain Employee Setting : If Untick the Overtime Calculation will base on
the Process Month.

5.4.4. Maintain Allowance, Deduction & Commission.

Below screen is apply to Maintain Allowance, Maintain Deduction and Maintain Commission.
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- B

s
1 Allowance

Mew

Code |HP | Active

Edit

Diescription |HANDF‘HDNE

Delete

J

Amount | 100,00 ’ Set as Default ]

Contribution

[]EPF []Jor
[]s0CS0 [ ]EA More
[]PCB [ JHRDF

Presiew

Browse

A. Code: Code.

B. Description : Full Description.

C. Active: Untick if the record isno morein use.

D. Set as Default : If Click it will auto Insert on New Employee and Pay Sheet.

E. Contribution : Does this Type payment need to include the calculation of EPF, SOCSO, PCB, OT, EA &
HRDF(Human Resource Devel opment Fund)

5.4.5. Maintain Overtime

i

Overtime

=

Code |Hr|-:.f1 | Ackive
(o |
Descripkion |S|:ri|:|t Hourly |
Rate | 1.00|
Unit Ty pe [ Set as Default ]
*
Pay Rate Scripk |0T - Hourly L |

Contribution

Maore
D EPF EA
[Jsocso [JHeor

A. Code: Overtime Type Code.
B. Description : Full Overtime Type Description.

C. Rate: Rateto be pay
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D. Unit Type: Overtime is calculate on either Daily or Hourly.
 Daily : Overtime Amount = (Wages/ Working Day Per Month) * Rate
* Hourly : Overtime Amount = ( Wages/ Working Day Per Month / Working Hour Per Day) * Rate
E. Pay Rate Script : Thisisto override the System Overtime Calculation. (Refer to Maintain Script for Detail)
F. Active: Untick if the record isno morein use.
G. Set as Default : If Click it will auto Insert on Pay Sheet

H. Contribution : Does this Overtime type need to include the calculation of EPF, SOCSO, PCB, EA &
HRDF(Human Resource Devel opment Fund)

5.4.6. Maintain Claim

e
- ' m:
|
G

Descripkion |T|:|II

Delete
Amount | 100.00 | [ Set as Default ] @

Active

Mare

Presiew

Browse

A. Code: Claim Code.

B. Description : Full Claim Type Description.
C. Amount : Default Claim Amount.

D. Active: Untick if the record isno morein use.

E. Set as Default : If Click it will auto Insert on Pay Sheet.

5.4.7. Maintain Payment Method

Thisto maintain the Salary Payment type for the particular Employee.
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£ Payment Method
Mew
Code |MEiB Active
-gdit

Description MAYBANK EHD | P
Bank. | b | ﬂ]
Barik Account Mo, | 1324657496454 | Save
Mext Cheque Mo | | Eemedl
Payment Tvpe | Direck Transfer; «
Branch |KL.|5.I"-.IG
Address |ME=B ADDR1

MEE ADDRZ

|ME=B ADDR3 [

MEE ADDR#

Referencel |

Referencez |

Phomel |123

Phonez |

Fax |

|
|
|
|
|
Contact Person |wh|:| ever know what to do |
|
|
|
|
|
|

GL Account |

Set as Default l

A. Code : Payment Method Code.
B. Description : Full Payment Method Description.
C. Bank : For Bank Electronic Credit Transfer Only.
D. Bank Account No : Company Bank Account Number.
E. Next Cheque No : Next Running Check Number.
F. Payment Type : Payment Type
» Cash : Pay by Pure Cash (For Coinage Report)
» Cheque : Pay by Cheque (For Cheque Listing Report)

* Direct Transfer : Pay using Direct Debit or One Cheque Pay All Employee or Bank Electronic Credit Transfer
(For Credit Bank Report)

G. Branch : Bank Branch.

H. Address: Bank Address.
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I. Contact Person : Bank Person In charge.

J. Reference1l & 2: Additional Information.

K.Phonel & 2: Telephone Number 1 and 2

L. Fax : Fax Number

M.GL Account : General Ledger Bank Account Code (For Linking with SQL Accounting)

N. Set as Default : If Click it will auto Insert on New Employee.
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Chapter 6. Leave

6.1. Leave Entitlement Processor

Theto process the Annual Leave Entitlement. Normally process at the beginning of the year only.
5

Leave Entitlement Processor

Transaction Posting

Year: 2007 o

Process

A. Year : Select the year to be process.

B. Process : Start the Calculation.

6.2. Leave Application

Thisto record the L eave taken by employee.

Current Leave
Open Leave |maaamas

Mew Leave Application I

#0 applicakions

Leave Inquiry

A. New L eave Application : Open the new Leave Application.

B. Leave Inquiry : To check which employee is taken what leave type and in which day.

Click on the New Leave Application and you will see below screen.

Mew Leave Application 3]
Emploves: |IIIIIIEI4 v|
Year: (2007 &
[.ﬁ.ppl':.f Leave l ’ Cancel ]

A. Employee: Select the employee to be apply.
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B. Year : Year to apply.

Y ou will see below screen once you click the Apply L eave button.

3 Leave Application

- — o, -
i e Mo & O G
i Dae Learve Type Description Doy | Employes: 0004
503007 AL Arviial Lesrva 1.0 Mame:  Rinko Jerard
REaT (AL AT L 1.0 T AZEEIML T4
ZZfiEE0T (MO Hedical Leave 1.0
afdfzonT  MC tedical Leave L0 pearve History:
-"3.I'D+.|EIII? aL Arrval Lesvs 1.0 e P— o T e .
ol e O e ore Lo L0} 16,0 0 0.0 16.0
CEMSEZ00T MO M al Legyve 1.0 Mo 2.0 0 0.0 7.0
L3Ry MO Medical Leave 1.0
IORED0T AL Arrisal Lesrea 1.0
SFEI0T AL Annal L 1.0
B ZTiOGZ00T | MC ek al Leave 1.0
1L 2
poc] e [
4 Jerussry 2007 Frebrisry 2007 March 2007 Aprd 2007 Mary 2007 Jure 2007 3
SMTWTFS SMTWTFS SMTWTFS SMTWTFS SMTWTF &S SMTWTF S
1 2 3 45 & 1 2 3 1 2 3 I 2345 6T I 23465 1 2
7B 9IDANIZA3 4 5 & 7 8 %00 dHE?HElD E.I.EIIII.EHH- & 7 & B0l iz 34546 T8O
1415 16 17 18 19 20 1012 13 14 15 16 17 I 12 13 14 15 16 17 15 16 17 ]HHZU 21 1314 15 :Iﬁ']ﬂ 19 L0141 12 13 14 15 16
21 233425 X627 1519 20 21 22 23 24 1819 20 21 B 23 2+ M HTH M2 E2 242526 LT 18 1920 21 22 23
X203 N 2526 2T 28 XMHITMAWN 2930 2T 28 2230 ;1 MEXTM2 N
Juky 2007 August 2007 September 2007 Cctober 2007 Hovember 2007 Drcanber 2007
SMTWTFS SMT®WTFS SMTWTF S SMTWT SMTWTF & SMTW TF 5
1 2348 &7 1 2 3 4 1 1 23 4 58 & 123 1
8 %1011 12 12 14 EET.EID]] £ 31 456 78 T8 210011213 45 6 78 9510 231456 7 8
IS 16 17 1B 19 20 21 12131415 161718 210 08 12 14 15 415 1617 18 19 20 L1212 1415 16 17 SIOLILIZIZ 1415
LTI IS D6 IT A 192021 2223 M 25 I6 17 18 21 22 2l 22 23 24 25 26 27 I8 19 &0 21 22 23 24 L6 17 18 19 &0 21 22
22 30 3 2627/ 23 29 25 2626 22 229303 2526 27 28 27 30 2324 2526 27 28 29
3 |

A. This area show the list of leave type which maintain in Maintain Leave Type. Click on any button.
B. Click the date in this area where the particular wanted to take.
C. You can change the Description and Number of day (i.e. From 1 to 0.5 for half day) in this Area.

Right Click at the Y ear Icon and you will see the below popup menu.

Cpen Leave Applicakion, .
Open Leave Histary. ..

Leave Entitlement. ..

Refresh

A. Open Leave Application : Open the Leave application for all employee.
B. Open Leave History : Open the past L eave application by Monthly

C. Leave Entitlement : Open the all employee Leave Entitlement List.
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% 2007 Leave

= Code Mame
k0001 KOSUKE FAUNG TEC
oooz Ai Mari
0009 Maho Kazarni
0oo3 Kosuke Ueki
0004 Rinko Jerrard
0ans Inumaru
000a Seiichiro Sano
ooz Robert Haydn
000s Mizuha Kazami <
o010 Arturia Pendragon &

BX]
]

Welcome

’ Print Leave Application Report

’ Print Attendance Repark

’ Print Leave Balance Report

’ Print early Leave Repaort

i

Leave History

2007

January [£ Leave Date
02/0z2r2007

February ozl
0zf0z /2007

March | gsi0ziz007

April | |08/02{2007
07/02}2007

May
08/02}2007
June | osjozizoo7
July | 09/0z{2007
13/02/2007
August | on07
September 14/02/2007
October | |15/02/2007
15/02 /2007

November

December |C|:uunt =24

New Application

Employes Marme Leave Tvpe Leave Day ™
0oo1 KOSUKE FaUMG TECK Wal Mz 1.0
a]a]nje] Maho Kazami P 1.0
0oo1 KIOSUKE FAUMG TECK Wwal aL 0.5
Q009 Maho Kazami PL 1.0
0oo1 FOSUKE FAUMG TECK Wal MAL 1.0
0oo1 KIOSUKE FAUMG TECK Wwal aL 1.0
ooz Ai Mori 1L 1.0

0009 Maho Kazami M 1.0
0009 Maho Kazarmi PL 1.0
ooo1 FOSUKE FAUMG TECK \Wal MAL 1.0
000z Mizuho Kazarni AL 1.0
0004 Rinko Jerrard AL 1.0
000z Mizuhio Kazarni AL 1.0
o001

| 235 |
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¥ Leave Entitlement - 2007 |:”Elr5—_<|

oy . & A I IF
’ Calculate Entitlement ]
Code Marme AL BF [

3 EI:IEIIJI EKOSLIKE FaALNG TECK YWal a.0 0.0 14.0
ooo:z Ai Mari a.0 0.0 14.0
oooz Kosuke Ueki 16.0 0.0 z22.0
0004 Rinko Jerrard 16.0 0.0 2z.0
0005 Inurnaru 16,0 0.0 2.0
0006 Seiichiro Sano 16.0 0.0 22.0
0oa7 Robert Haydn 16.0 0.0 2z2.0
00as Mizuho Kazami 16.0 0.0 22.0
ooog Maho Kazami 6.0 0.0 11.0
o010 Arkuria Pendragon aka Saber 0.0 0.0 0.0

Counk = 10
L >

6.3. Leave Maintenance

6.3.1. Maintain Calender

It maintain the different group of employee or state where their Rest Day or Public Holiday is different from others.
Thisuseful in Leave Application
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E Calendar I"_”l\:l E|
Code - [] Ackive E] R B Annual Rest Days
Descripbion  Default Calendar 1 - LR g = h 2007

S MTWTF S SMTWTF S S M TW T F 5

i e ault peecor 1 23 4§

12 1

8 91011 12 S 6782 sarn-;
£ Date Descriptian - 15 16 17 16 19 12 13 14 15 16 1z 13 14 15 1
¥|Sat Jan 05, 2007 |Riest Dy 22345 1920 21 22 23 @15 20 21 22 2

il i e | 26 27 28 B 26 27 28 29 3
Sak Jam 13, 2007 Rest Day EEII'-:

Sat Jam 20, 2007 Resk Day il 2007 Felary 2007 June 2007
Sat Jam 27, 2007 |Rest Day

Sak Feb 03, 2007 |Rest Day
Sat Feb 10, 2007 |Rest Day
Sat Feb 17, 2007 | Rest Day
Sat Fob 24, 2007 Rest Day
Sab Mar 03, 2007 Rest Day

M TW TF S35 SMTWTFS SMTW T
2 3465 6 1 23 ¢

910 11 12 13 7B 2I0DN
617 18 19 20 141516 17 18
24 25 26 27 2122234 25

EBH

3 4 5 6 7
UL 12 13 14 ]
15193]2122

28 29 30 31 RN 25 26 27 26 2%

EEEr
2=

ok Mar 10, 2007 |Rest Day July 2007 August 2007 Sephember 2007
Sat Mar 17, 2007 |Rest Day 5 M TW TP SMTW TF S SHM TW TF S
Sat Mar 24, 2007 Rest Day 3 4 5 B 1 2 3
Sak Mar 31, 2007 |Rest Day 9108 12 13 6 7 B 910 34587
Sal e 07, 2007 [Rast Dy et o2t 2o o #30'ia
Sak Apr 14, 2007 |Rest D .

B = 30 31 27 26 29 30 31 24 25 26 27 28
Sat Apr 21, 2007 [Rest Day
Jat Apr 28, 2007 Rest Dy Cictober 2007 Hovemher 2007 December 2007
Sat May 05, 2007 |Rest Day SMTWTFS SMTWTEFS5 SMTWTFS
Sat May 12, 2007 |Rest Day 1231465 12
Sat May 19, 2007 Rest Doy & 910 11 12 5 6 7 8 9 34567
S Rl R 2223 24 25 28 192021 2 29 1716 19 20 2
= 2 ;
Gab n 2. 207 Rest Dav 20 %) 9 26 27 28 29 %) 24 25 26 27 28
104 w 31

Working Day HRest Day Public Holiday
A. Code: Code

B. Description : Full Description.
C. Active: Untick it if the Code is not use anymore.
D. Set as Default : If Clicked it will auto select the Code In the New Employee.

E. W, R & P button : It the Working Day, Rest Day & Public Holiday indicator. Click on of the button (E.g P button)
then select which day isthe public holiday (e.g. 31 Aug 2007).

F. Annual Rest Days: Thisto set Rest Day in batch.

Annual Rest Days ['5_(|

Year 2007 —

b,

Make every |Saturday | as Rest Days
[ oK

| [l ]

6.3.2. Maintain Leave Type

Y ou may create New Leave type (E.g Study Leave) in here.
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) pave Type A=k

Mew

Code |.ﬁ.L |

| Edit

Descripkion |.ﬁ.nnual Leave

ot |
IsEntile [ ]Is Unpaid E.Farward S
*
Style | v | Zance|
Active | setasDefaul

Mare

Presiew

Browse

A. Code: Code

. Description : Full Description.

B
C. Caption : Caption to be shown in Leave Application.
D.IsEntitle: Isit with Limited Days?

E

. IsUnpaid : Is under unpaid category?

m

B.Forward : Can it be Carried Forward to next year?
G. Style: Color Caption to be shown in Leave Application.
H. Active: Untick it if the Code is not use anymore.

I. Set asDefault : If Clicked it will auto select the Code In the New L eave Group.

6.3.3. Maintain Leave Group

Thisto determine how each Leave typeis calculated. The script calculation can be change in Maintain Script

 Leave Group

o (o]
Description | Default Leave Group
e T
E _mave Type Erttithe Process Benoiunk BF *
kAL #nnual Leava Enbitlzment Palicy Leavs Entitlemant Processor
WC Medcal Leave Entitlement Policy Leave Entitlement Processor
UL Leave Caloulates Amounk
A. Code: Code
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B. Description : Full Description.

C. Active: Untick it if the Code is not use anymore.

D. Set as Default : If Clicked it will auto select the Code In the New Employee.

E. Entitle: Leave Entitlement Formulafor Each year (Eg <2 years - 12 days leave, >2 years - 16 days €tc).

F. Process : Leave Calculation Formula (Eg. If start work on 6 Sept - the default formula is average by 365 days,
from Join date).

G. Amount : Leave Cal culation Amount Formula (Eg. Default deduction on unpaid |leave, is wages/numbers of days
in month).

H. BF : Number of Leave can be carried forward to next year.
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Chapter 7. Tools
7.1. Maintain User Group

This to maintain the User with certain User Right in Group.

Click Tools| Maintain User Group... and you will see the below diaog.

i Groups =S

= Code Diescriptior
| ADMINISTRATORS ADMINISTRATORS
HRGroup HR Group Only
2
Iser and Groups ] E Access Control 4

Delete

=
KN

Freview

Detail

A. User and Groups: View in User vs Group.
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* User vs Group

EH@J"’"“\E e M

Code | Mame |sDMIMNISTRATORS  HR.Group
ADMIN ADMIMISTRATOR IF] IF]
FaLNG FaLNE ]

| Counk =

B. Access Control : View by User Right vs User Group
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" Groups Access Control

Options Access Rights |
) : = o M ’ 1 3
Access Rights - —— | = 4 @ @
Reports
Description I ADMINISTRATORS HRGroup
[+ Group : File
I% Group : HR
* Group : Ingquiry
= Group ; LY
Leave Application " Mone
Leave Entilement Processor ® Mone
B Maintain Calendar LMNEDRPVE W Mone
Maintain Leave Type v Execute . Mone
Mairtain Leave Group ¥| Entry: New More
: [| Entry: Edit
Print Attendance Report [V]Ertry: Delete Mone
Frint Leave Balance Repork [+] Repart: Process None
Prirt Yearly Leave Report EEPJ: :iﬂtl More
+ Group : R P e
B Crom + Tods [] Repart: Export

Count = 77

[ Game || Revoke |

A. Grant : Tick All the selected Access Right.

B. Revoke: Untick All the selected Access Right.
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E}Graups

Code HRGroup |

Description  HR Group Only

I Access Control u

i User Marme
]  a&oMd ADMINISTRATOR

Save
Cance|
I FaLkG FaLNG ¥
|

9 - .

A. Access Control : Assign the Access Right to Selected User Group.

B. User List which under this Group Code.

¥ hccess Contral - HRG roup

Options ErOUp Aooess Right Ll
] — = am, | M - LS
SCEN H B0 o 5 e @ O
Repots )
[ Entry Report s
[ Diescriptian Exaoute e Edit Delets  Process  Prink  Zreview Export
[+ Group ; Fik
[ Group : HR:
[=! Group ; Inguiry
SOL Pavier Saarch | O
= Group ; LY
Laave Application =
=
= ]
= =
= ]
=
Print Yearky Leawe Report
= Group : PR
Blew Payrol [+
Open Payrell [+]
Cipen Pending Payrol [+
Mainkan Wages [¥] [+] 4 | [
Painkain Freguency [=] [ 1 | &
Maift sin Contribution [#] [#] = | [
Maintain Alowance [] [ 1 | [
|Maint ain D ietine [l | [l [ [se] [l [l Il l
Count = T7 o |

| Grark || Rewke |

A. Mouse over here and you will see aBlack Arrow. Click onit to select the whole row.

41



Tools

* Access Control - HRGroup

Options | aroup Access Right | Reports |
Zptions : = e
: : t?—“ N jewi| .
Access Rights : H @ Q e = 1| ‘ @‘ @ r
: i | - nﬁp
Repoks
= Report Mame Execute

Module : Human Resource
[= Module : Leave

[

LY. Attendance. Report

L', Balance,Report

LY. Yearly Report
LY .Enkitle, Report
LY. Application. Report

LY. Tvpe . Report

LY. Attendance, Report

LY. Yearly Report

LY. Balance.Report
LY. Entitle, Report
LY. Application, Report

K EEE EE R E E E(E E E

LY. attendance-HeaderDesc
Module : Pawvroll
Module : Syskem

| Court = 119

[ arank ] [ Revake

7.2. Maintain User

This to maintain who can Login the Application.

Click Tools| Maintain User ... and you will see the below diaog.
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Code
ADMIM
& FALING

ADMIMISTRATOR

FaLMG

Active

User and Groups ] |

Access Contral

Mew

Edit

Delete

Pressiew

Mare

Det ail

A. User and Groups: View in User vs Group.

B. Access Control : View by User Right vs User.

Code
Mame

Signakure

FAUNG Active
FAUNG
’ Change Password ] ’ Arccess Conkrol
= Marne
|:| ADMIMNISTRATORS ADMINISTRATORS
HR. Group Cnly
2

*

Edit

Delete

Save

Cance|

More =

Presiew

Browse

A. Change Password : Create or Change the Password.
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Tools

B. Access Control : To override or Assign the Access Right.

C. List of User Group.

7.3. Maintain Script

This use to override the Default System Calculation (e.g. Overtime rate, L eave Entitlement, etc).

In this also can see the Default System Calculation.

The language use in Script is Pascal.

Description QT - Hourky

Soript Type | Owvertime Pay Rate A

Script e ———————— A e———————————
B S
Leave Entilement Paolicy Save
Leave Entitlement Processor
Leave Caloulate Armount
Leave Calculate BF

ofdld

o
[




Chapter 8. Electronic Transfer
8.1. Salary Transfer

add

Index

8.2. EPF Borang A Transfer

Payment for Monthly KWSP using Magnetic Media (Disc).

Click Payroll | Government Reports| Print EPF Borang A... and you will see the below dialog.

'@ EPF Bo rang A r'_| ['E”E
Year: 2007 - Manth:
Payment Method:
() Cash (%) Cheque/Money Orders/Cthers |
Fa
I Apply l ’ Presview ]
(EPFBarang & &
Sep 2007
£ NAME Emploves EFF EmployerEPF ~
P KOSUKE FAUNG TECE WAl 368,00 401.00
A Mori 5.00 5.00
Kosuke Ueki 368,00 401,00
Rinko Jerrard Seh5. 00 596,00
Inurnaru 616.00 672,00
4,763.00 5,195.00 | o,
Submission of K\SP's Borang A via Magnetic Media

A.Year & Month : Year & Month to be pay.
B. Payment Method : Payment By what Cash or Cheque. If other then Cash please enter the Empty box.
C. Apply & Preview : Calculate & Preview the report for the condition selected as above.

D. Submission of KWSP's Borang A via Magnetic Media : If payment by disc..
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Electronic Transfer

3 Submission of KWSP's Borang A via Magnetic Media

Processing Date ; |3EI,|'EI‘3,I'2EIEI? » |
Submission Media ; |Diskﬂtte W |
Sawve ko ! |F'-:'l. E]E]l Save
1. Export Borang A
Z. Print BBCD
3. Print Disc Label
< Back Mext ] ’ Cancel

A. Processing Date : Date of Process. Normally end of the month.

B. Submission Media : Either via Diskette or CD type.

C. Save To : Where to save the output file. Click Save button to output thefile.
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Electronic Transfer

¥ Submission of KWSP's Borang A via Magnetic Media Z E'E'

Payment Method

 |ChequefManey Ord v | |CIME 123456

Marne |5al:|er |

IC Mo, : |P.389IIIS?E~1

1. Export Borang A

|
Position : |Manager |
|

Phone Mo, : ||:|3-334129|39

Z. Print BECD

3. Print Disc Label

< Back H Mext = H Cancel

A. Payment Method : The method of payment.

B. Name : Person in charge of payroll.

C. IC No: Person in charge NRIC number.

D. Position : Person in charge Job Position.

E. Phone No : Person in charge Contact Phone Number.

F. Print : To Print the Borang Bayaran Caruman Bulanan - Pita/Disket(BBCD).
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Electronic Transfer

¥ Submission of KWSP's Borang A via Magnetic Media : E'E'

Employer Mame |Sample Conpany Sdn B|

Emplover Ref Mo, |12345I:| |

Mame of Person |Sa|:uer |

Phone Mo, + 0333416909 |

1. Export Borang A Submission Type
() Test DiskettefCD | FOR TESTING

Z. Print BECD

(%) Production Diskette/CD
Month & Year of Contribution

3. Print Disc Label

A. Employer Name : Normally is Company Name.

B. Employer Ref No: Isinternal reference (not for KWSP).

C. Name of Person : Person in charge of payroll.

D. Phone No : Person in charge Contact Number.

E. Submission Type: For First Time select Test Diskette/CD else Select Production Diskette/CD

F. Print : To Print the Disc Label.

8.3. SOCSO Borang 8A Transfer

Payment for Monthly SOCSO using Magnetic Media (Disc).

Click Payroll | Government Reports| Print SOCSO Borang 8A... and you will see the below dialog.
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Electronic Transfer

B 50CS0 Borang BA

o =1ES

Year: 2007 - Manths
Payment Method:
{yCash (%) Cheque/Money OrdersiOthers |
.
I Apply l ’ Prewview ]
S0CS0.Barang 84 | (% |
Sep 2007
= Employves Employes MName Conkribukian MRIC L
3 EEII:IEII OSUKE FALIMG TECE WAl 66,40 (123456101204
ooz Ai Mari 57.40|123246104767
ooaz Kosuke Ueki 66,40 |123468-10-1054
oo Rinka Jerrard 66,40 | 326534123214
0005 Inurnaru 66,40
Counk =19 588,60 "
Submission of 50C50's Borang 8A via Magnetic Media

A.Year & Month : Year & Month to be pay.
B. Payment Method : Payment By what Cash or Cheque. If other then Cash please enter the Empty box.
C. Apply & Preview : Calculate & Preview the report for the condition selected as above.

D. Submission of SOCSO's Borang A via Magnetic Media : If payment by disc..
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Electronic Transfer

% Submission of SOCS0's Borang BA via Magnetic Media

B=1(ES

1. Export Borang 84

Z. Print Lampiran A

3. Print Disc Label

Save ko |.ﬁ.:'|, E]E]l | Save |

< Back Mext

|| cancel

A. Save To: Where to save the output file. Click Save button to output thefile.

% Submission of SOCS0's Borang BA via Magnetic Media

1. Export Borang 84

Z. Print Lampiran A

3. Print Disc Label

Payment Method : |Cheque,|'r'-“||:|ney Crd v| |

Marne |5al:|er |

Phone Mo. : [03-33416909 |

Submission Date & [31/10{2007 v |

<« Back ] ’ Mext

|| cancel

A. Payment Method : The method of payment.
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Electronic Transfer

B. Name : Person in charge of payroll.
C. Phone No : Person in charge Contact Phone Number.
D. Print : To Print the Borang Lampiran A.

E. Submission Date : Date to submit the Disc.

8.4. PCB Borang CP39 Transfer

Payment for Monthly PCB (Borang CP 39) using Magnetic Media (Disc).

Click Payroll | Government Reports| Print Income Tax CP39... and you will see the below dialog.

& PCB Borang CP 39 [Z] |E|[5__<]

Year: 2007 - Month;
Merge Bonus to current vear
ah
I Apply l ’ Prewview ]
| BCE.Barang CP 39 ENn
Sep 2007
£ NAME PCE P35 a2
P KOSUKE FAUNG TECE WAl 43.00 -
kosuke Ueki 43,00 -
Rinko Jerrard 187.00 -
Inurnaru 265.00 -
Seiichiro Sano 432.00 -
Robert Haydn 629,00 -
Mizuho Kazami 51.00 -|—
2,316.00 - |
Submission of LHDN's Borang CP39 yia Magnetic Media

A.Year & Month : Year & Month to be pay.
B. MergeBonusto current year : To include the Bonus PCB to current year (i.e. Last year Bonus pay in this year).
C. Apply & Preview : Calculate & Preview the report for the condition selected as above.

D. Submission of LHDN's Borang CP39 via M agnetic Media : If payment by disc..
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% Submission of LHDN's Borang CP39 via Magnetic Media Z E'E'

1. Export Borang CP39

Z. Print Disc Label

Save ko |.ﬁ.:'|, E]E]l | Save |

< Back Mext ] ’ Cancel

A. Save To: Where to save the output file. Click Save button to output thefile.

i3

1. Export Borang CP39

Z. Print Disc Label

Submission of LHDN's Borang CP39 via Magnetic Media

Emplayer Mame |Sample Company 5dn Bhd |

Emplayer Ref Mo, |E?654321-GK |

Month & Year of Contribution : MM WYY 2007 5

A. Employer Name : Normally isthe Company Name.
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Electronic Transfer

B. Employer Ref No : Company Tax Number.
C. Month & Year of Contribution : The Y ear and Month of payment.

D. Print : To Print the Borang Disc L abel.
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Chapter 9. Statutory / Government

Forms

Below isthe list of Government Forms and the usage.

Government | Form Description

EPF/KWSP |Borang A | Monthly EPF Contribution.

SOCSO Borang 8A |Monthly SOCSO Contribution.
Borang2 |Newly Join Employee for the Month.
Borang 3 |Resigned Employee for the Month.

IRD/JHDL |CP39 Monthly PCB Contribution.
CP 39A Outstanding Monthly PCB / Bonus PCB unpaid
CpP22 Newly Join Employee for the Month.
CP 22A Resigned Employee for the Month.
CP 159 List of total paid PCB during the Y ear.
PCB 2(I1) [Receipt on monthly PCB Paid.
EA Employee earning report for the Y ear.




Chapter 10. Fast Report
10.1. Design Toobars

Button [Description
N A standard mode of operation, in which a cursor allows to select objects, modify their sizes,
etc.
Dragging areport page.
&M agging areport pag
Q Clicking on the left button doubles the zoom(adds 100%), while clicking the right one

' zooms out by 100%. When holding the left mouse button while dragging, the selected area
would be zoomed.

T Clicking on the "Text" object allows editing its contents right on the report page. If you

I |hold the left mouse button when movi ng the cursor, the "Text" object appears in the sel ect-
ed place, and then its editor launches.

. The button becomes enabled when the "Text" object is selected. When clicking on the
"Text" object with the |eft button, it copies formatting, which has the previously selected
"Text" object, into the object.

_.- |Allows creation band on a design page, of an areawhich has definite behaviour; according
=~ |toit'stype

.= |CrossTah.

e

= DB Cross Tab.

Print Barcode.

] Displays aformatted text in Rich Text Format (RTF).

.z |Displaysany object using OLE technology.

= Displays gradient background.

v] Displays a checkbox with either a check or a cross.

A Displays one or several text lines within the rectangular area.

i Displaysagraphic filein "BMP","JPEG","ICO" or "WMF" format.

3 Allows inserting an additional report design page inside the base one.

5 Displays service information (date, time, page number, etc), well as aggregate values.

P "Draw" category represent different geometrical figures (diagonal line rectangle, rounded
rectangle, ellipse, triangle, and diamond).
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Appendix A. Appendix
A.l. Frequently Ask Questions

1. What isthe different between Entry Date, Trans Date, Post Date & Process Date?

Entry Date => Wen the transaction was entered. For record purpose only.
=> Not involve any cal cul ation
Trans Date => The Date of the Transaction. For record purpose only.
=> Use in Pending Payroll
Post Date => The Date of the transaction suppose to post.
=> | nportant for payroll processing
=> Use in Socso8A Report.
Process Date => The payroll process date when this transaction was processed

Al'l report is using the Process Key to link only. In order word....
Al'l only display purpose only.

2. Why the EPF Calculation Incorrect If using Ad Hoc and Final together?

Make sure the Process Date for both Process is different el se System unabl e
to bal ance the EPF.

3. What isthe Monthly PCB maximum EPF can deduct?
You may refer to http://ww. hasil.org.ny/cP/ upl oad/ For nf Nyat a/ Not aPCBWeb. pdf
4. How isthe Bonus PCB is Calculate?

Eg For 2007 (max EPF is RM500 per month)

Basic Salary Rvb,000 (less EPF ) ====> nonthly PCB payable = RML92
Bonus RMb, 000 or RMA17 per nonth
So ..... Get RM 5417 (less EPF) ====> nonthly PCB payabl e = Rwv42

As a result, PCB payable = RM 242 - 192) * 12 + RML92 = RW92
OR

Mont hly Basic Salary = RWVb, 000
PCB Tax Paid for each nmonth = RML92
Total Salary received from01/01/2007 - 31/12/2007

Bonus recei ved = RM, 000
Bonus distributed to 01/01/2007 - 31/12/2007 = RWVb, 000/ 12 = RVA416. 67

Actual Monthly Basic Salary = Rvb, 000 + RV16. 67 =RM 5, 416. 67
Actual PCB Tax suppose to pay for each nonth = RW42 (refer to PCB Tabl e)

PCB Tax paid for nmonth Decenber = RM 242 - 192) * 12 + RML92 = RW92
OR

Actual PCB Tax payable from 01/01/2007 - 31/12/2007 is RWv42 * 12 = RM, 904
She has paid PCB of 11 nonths = RML92 * 11 = RM, 112
On Decenber she should pay = RM2,904 - RM2, 112 = RWF92
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Appendix B. Appendix
B.1. SQL Power Report Tools

A typical report box can be seenin al reporting screen in SQL Application. The parameter (Date, Document No etc)
will be different for each reporting needs.

Group/Sort By :

Document No "-;u)
Customer Code

Agent

Area

Currency

T

Group with Subtotal Sort Sequence

In any report presentation, SQL Application our user can Freely manipulate on data SORTing & GROUPing any
combination in report presentation.

Data Sorting : In every reports, the default sorting sequence will be by date. For instant, if you want your report
to sort by <Customer Name> , than just highlight on <Customer Name>, use arrow key to arrange on the sequence
you. Click on <apply> button.

Group/Sort By :
=

, System will sort by
Date - Customer name
Document No - than by
Customer Code - Date
Agent than by
Alea - Document No ....elc
LCurrency -

Data Grouping : Normally the default setting does not group by any parameter. But if you want your report to group
by ie. <Customer Name> , than just check on <Customer Name>, Click on <apply> button to view result in print
preview.
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i

Group/Sort By
! Customer Name —

Document No
| Date

Customer Code .
| Agent

Area
| Currency »

B.2. Main Form

In SQL Application, you can view the windowsin 2 mode.

Just Click View and select you view choice

Data Group by Customer with
subtotal will be provided

Data still will sort by
- Document No
than by
- Date ....etc

B.2.1. Multiple Document Interface (MDI) View

Thisisclassic or normally seenin al application.

¥ SQL Payroll Enterprise Edition - Sample Company Sdn Bhd [PR (Don't Delete)]
¢ File Edit View HumsnResource Payroll Lesve Inquiry Took ‘Window Help

QO 43 (&

-
o~
I Report Designer
9 A llowance
&) 1 Contribution
] Descripbion
fmmm Default Contribution
0T Calke Base On Maintain Employes
Delete
|2
o
S04 Payral Enberprise Edition Working Dabe: |02/11/2007 v| Logon:  ADMIN - CAP | mUM WI-¥1.5.4.4910 Firebird 1.5

B.2.2. Tabbed Docking View

Thisisnew look which also similar like Firefox Explorer or Internet Explore 7.
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- BX

% SQL Payroll Enterprise Edition - Sample Company Sdn Bhd [PR (Don't Delete)]

. File Edit Wiew Human Resource Pavroll Leave Ingquiry Tools ‘Window Help
o = _ R
VOV & EH o = " |

Report Designer -~ Allowance  Employes =
i Code Description Amount Auctive

HF HANDPHOME 100,00

FLEL FLEL 300,00 =

—— Default Allowance - —

Allz allz -

All4 all4 -

Alls Al - 1

(oo |-

: |

Working Date: 02/11/2007 '+ | Logon: | ADMIN AP |NUM WI-¥1.5.4.4910 Firebird 1.5

B.2.3. Auto Run

Y ou can also set the Auto open the window on login the SQL Application.

This Setting can be enable in MDI View.

Mouse
Click
Here

= Minirmize

O Maximize | [Kosuke U

- - | [Rinko Jer

¥ Close Alt+F4 Inumaru

B | |Sedichiro
Auko Run P,

: | |[Robert H

= ke
B.3. SQL Power Grid

How SQL GRID can help you throughout the system:
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B.3.1. Build-in MS Excel® Style Data Filtering

To activate this function mouse just over the header you wanted to filter and click down the arrow.

3 Code Description W Actiee
{islly Al
AF {Custonm, .. ) ¥
AL [] aAFGHANISTAN
Dz ] ALBANIA
A5 ] ALGERIS o
e [ AMERTCAN ARG,
[] amporrs
it ] amcoLa
. [] amTIG0A AND BARBLIDA L)
i [] ARGENTING
i Claruea i |
kAU ool ] AUSTRALTA
AT [] ausTRIA
AZ [] azErBATIAN [+
ES [] eaHamas v
BH BAHRAIN [+]
ED BANGLADESH
EE BARBADOS
EE BELGIUM
EZ BELIZE
EJ BENIN
B BERMUDS [#]
ET BHUTARM
233 3

Select the (Custom...) and you will see as below

x]

Custom Filter

Shiow rows where:

Description

ke v | (AU |
@aNp (OoR
| vl | |

IUse ko represent any single character

Use % ko represent any series of charackers I Ok ] [ Cancel ]

B.3.2. Automatic Sorting Against an Unlimited Number of
Columns

All the grid in our system allows you to sort against one or more columns.

To activate this function : Simply hold your SHIFT key and click on the column header
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Invoice Mo Date
[v-00008 1741242004
[v-00056 04/06/2004
[/-00051 18/03/2004
[v-00052 18/03/2004
[v-00053 |18/03/2004

B.3.3. Automatic Runtime Column Selection

Y ou can easily customizethe columnsyvisible on-screen with intuitive drag and drop, just asthey canin M S Outl ook®.

Toactivatethisfunction : Right click at the column header, choose" Field Chooser" or "' Quick Column Customisation”

Mouse
Click
Here

P cmployee

b Code
Laide. iL| Resign Date
Address 3 [ ] Marital Status
Marne |:| Wages Type

[#] Active []wages

[ ] ender [] contrib,

[ ] Mame 2 [] Frequency

[ ]DoE [ Pavment Method

[ ] address 1 [ ] Bank Account Mo,

[ ] address 2 ] EFF Ma,

[ ] Address 4 [Ine

[ Phone 1 [ Iniikial

[ Phone 2 [] 5050 Mo,

[ Makile [ 50050 Type

[ ] Email [] Tax Category

[ ] Mew IC [ ] Tax Branch

[ Ic [ Tax Mo,

[ I Y—— " | I I R U IR Y |

Marne

kWAl

aka Saber
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b 0001 [KOSLKE FALING TECK WAL * lgt'“’
ooz £ Mari [#] -
0009 Maho Kazami ] e |7
0003 Kosuke Uieki Dalete
0004 :R.Inlu:u Jerrard [v] -

0005 Inumans
0006 Seiichiro Sano [+
0007 [Robert Haydn
\oooa |Mizubio Kazami o =
aoLo Arturia Pendragon aka Saber By -.:m
ol Shird Emiva Address 2 ~
' ' Address 3 ) | Ereview |+
Addrass 4
R
Branch
Calendar
Categary
Confirm Date
Cantrib.
Country
Department
m -
1 EA Serial No. b
—

B.3.4. Instant Runtime Summaries for All Grouped Nodes
and Summaries Footer

To activate thisfunction : Y ou can summarize information by Right click at the footer, choose the formulayou want.

& Sales Document Listing

Doc Ho Date | Compary Hame dwea | Cure., Met Total | Can..
+ Agerit: —
+| Agent ; HALIM
=| QT-00002 08A2/20.,.  ABEST TELED:IHMI.IHIEA..IEHJEAP..J S5 | 1?..4ﬂﬂm| ]
| Iitem Code  Project|Location!| Qiy | UOM || SubTetal FremDe £ Sum
M3210 | — | 10,00 lurat 5,200.00 £ Mn
| YEETT = — | 10.00 |UraT £,000.00 & o
E-T10: [E= = 10.00 |UNIT 4,500.00
| = Count
HBAT = = 20,00 |UNIT 1,800.00
[ear | - —~ | 1000 UMIT 500.00 4 hyerage
+| OT-00005 12112720, |ABEST TELEUJHHUHlEﬁ..JSmEﬁF...l 5t | None
= Agernt:NF : e
[ o OT.ONM_1NA2/0 | &R FNTFRFAISF SNMRHA | PL | e | wnnnnl [
il:uﬂ =9 98,607.50 -

B.3.5. Data Grouping

To activate this function : Simply click on the column header which you wanted to group, drag it and drop it in the
Group By Box.
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& Sales Document Listing

_ - Agentp
i
Doc Mo [ ate Company Mame Area | Cur.. Met Tatal E}
+| OT-00009 |03/01/2... |ALPHA &BETACOMPUT...| SY |RAWA.. | - | 5.00
+| OT-00007 |22/0042. | KITTY SECURITY SDM B...| HALIM | 'whaf 20.,000.00
+ OT-00011 |15/06/2.  Testing - CR Ctil s | o 1| maw | 50.00
—[iAT-00002 (08242 |ABEST TELECOMBLMI. .. LF  |5IMGA.. | 5% 1740000
Item Code Project Location | Qty uoM SubTotal From Doc... From Do
M-3210 10,00 [UMIT E.200,00
M-2210 | = | — | woofunrr | £,000,00 |

B.3.6. Export to external file format (excel, text, jpeg, html
etc.)

To activate this function : Right click at the column header, choose "Grid Export".

P Employee

Marne

24 Sort Ascendng [y

il Sort Descending

=

Q003 =4 Group By This Field
000+ E Group By Box
0aos
onne Q Foakter
ooz
ooos Remove This Column
0010 @ Field Chooser '
011
A Best Fit
Best Fit {all columns)
Filker Riow
v | Quick Calurn Customization
v | Columns Auto width
Find Te:xt in Grid. ..
Find Text in Colurmn. ..
Garid Layaout L4
Print Grid
arid Expork Export to Excel...
11

Properties...

Export bo HTML. .. =
Export ko Texk. ..
Expart ta xML...
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B.3.7. Incremental Search for each Column

Y ou can instantly locate any information displayed within individual columns without the need to scroll the entire
contents of the grid.

To activate this function : Just click on the column you wanted to search and start enter your keywords.

i * Maintain [tem E|@”g
Item D escrnption Group UoM Ref. Pice a E

CROCONELL-S CROCO-YELL-S LIy UMIT 24.90

CROCO-ELL-=L CROCO-YELL=L LILY UMIT 24.90

D-FRE-100 DIGI PREPAID-RR100 FRE UNIT 100,00

D-FRE-S0 DIzl FREFAID-RME0 FRE UMIT 50000

E-A1018: ERICSS0M 1018 HP UMIT 500.00

E-BAT ERICSSOM BATTERY ACC UMIT 150,00

E-T10: ERICSSOM T10s HF UMIT 200,00

E-T18: ERICSS0M T-18 HP LMIT 1.100.00 I

E-T20s ERICSSOM T20= HF UMIT 2.000.00

E-T28: ERICSSOM T28: HF UMIT 2.400.00

HFE. HAMDS FREE KITS ACC UrIT 15.00

HSEG HOUSING ACC URIT 990 N

KP-RAlM KEYFAD - RAINBOW ACC UMIT 1.50

LCLIP LEATHER CLIP ACC UrIT 1.20

M-BAT MOTOLORA BATERY ALCC UNIT 150.00

M-FTEES MOTOLORA F7ES3 HF UNIT 388.00

M-FRE-120 MaXIS PREFPAID-RI120 FRE UHIT 12000 B

M-FRE-E0 M5 PREPAID-RMED FRE UNIT 60.00

b-F-GF300 MOTOLORA RADIUS GP300 HF UMNIT 1.000.00

M-5TW MOTOLARA STAR TACY SERIES HP LNIT 2,9858.00

-5 MOTOLORA STAR TAC < SERIES HF UMIT 1.588.00

M-TB LS MOTOLORA TRI-BAMD L - SERIES HF UNIT 3,500.00

B3 [beme -

B.3.8. Standard and Extended Multi-Selection Support

Thisisuseful for preview selected record only.

To activate this function : Simply hold your CTRL (to Multi Select) or SHIFT(to Range Select) key and click on
the record in the grid.
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2% Employee

E Code Mame
+ [l KOEUKE FALMG TECK WAl

of

@ —
LY oooa ]

Kasuke Leki -

L D004 Rinko Jerrard m
o005 Inumary [
|06 ‘Seichir Sano
0007 Robert Haydn [¥]
loooe Mizuho Kazami
B‘_Hrb.ria Pendragon aka Saber
011 e

Shed Erepe | [Ereview |

B.3.9. Find Text With the Grid and Column

To activate this function : Right click at the column header, choose "Find Text in Grid" or "Find Text in Column"

Find Grid
Find what: | malaysia | | _FindNext |
[ Match whale word onlp Direction
[ ]Match caze CUp @ Down
L P— li=1E3
£ Code Descripkion fickive i
=0
K KLIMPATT —
LA LAO PEOPLE'S DEMOCRATIC REPUBLIC e
LE LEBAMNON -
LS LESOTHO . Delete
LR, LIBERIA
Ly LIEBYAM ARAR JAMAHIRIYA
LI LIECHTENSTEIN =1 ¢
Lu LUXEMBORG
MO MACAL
[ o |
M MADAGASCAR
M MALAWI
g [ |0
B MY MALAYSIA
RALY MALTATUIES ':I D t |
D .
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Find Grid Column - Description

Find what: | nz | | _FindNext |
[ ] Match whale word arily Lirection
[]Match caze OUp ©Down
" Country =]t3
= Code Descripkion Active
:
M5 MOMNTSERRAT
Ma MOROCCO Edt |-
Mz MOZAMBIOLUE
MM MY ANMAR L Delete
T MAMIELA
] MALRL
NP MEPAL 5
ML METHERLAMNCIS =
AN METHERLAND'S ANTILLES
T MEUTRAL ZCME (BETWEEN SAUDT ARABLA AR h ﬂ
M MEW CALEDONIA .
(o |-
3] MEW ZEALAND
RIT BIT/ T S0 ST LN I:‘
T — LAl
233 r
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