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Important Notice
The information contained in this document is strictly confidential. The unauthorized
use, disclosure, copying, alteration, or distribution of this document is strictly

prohibited.

Version Control

The history and reasons for the changes in this version of this document is as follow:

Version Date Author Change Description

1.0 28 Sep 2022 Alex Chow Enhancement 2021

2.0 03 Mar 2023 Claude Bonares | Enhancement 2022

2.1 16 June 2023 Alex Chow Included Payroll Interface and
Exception

3.0 30 Jan 2024 Mariae Ho Add section: Append BOTH Payroll

transaction records and Payroll
transaction details records in one
Excel Template (Pay Transaction

Details)

3.1 30 Mar 2025 Mariae Ho Added [Important Notes] on page
165

Where significant changes are made to this document, the version number will be

incremented by 1.0.
Where changes are made for clarity and reading ease only and no change is made to

the meaning or intention of this document, the version number will be increased by

0.1.
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Pay Group
Before the processing of pay, pay group must first be set up. The Pay Group is used to
set up the pay period, proration and statutory requirements. Payroll processing is

based on the employee’s pay group assigned.

The Pay Group code setup requires the following key parameters to be defined:
e Company Code /Name

e Statutory requirements like Company CPF No. / Voluntary No.

e Pay Period (Day Start, Day End, Day Mid , values)

e Bi-Monthly Method

e Basic Pay Proration policy

e Payroll Currency

Note:

e A company can have multiple pay groups to cater to different employees whose
pay configuration differs.

e Pay processing frequency is NOT defined in Pay Group. Instead, we refer to the
employee’s master record under Salary tab and look for Pay Mode. (eg. Monthly,

Bi-monthly).

Below table is a sample illustration (for month of June 2022) showing the link between
Pay Group, Company, Employee Pay Mode and Pay Run in one database:

Pay Group Company Emp Pay Pay Run Code/Name

Code Mode (linked to Pay Group Code)

PGA_M Company A  Monthly 2022-06-01 : Whole Month Run [PGA_M]
PGA_E Company A | Monthly 2022-06-02 : Whole Month Run [PGA_E]
PGA_NE Company A Monthly 2022-06-03 : Whole Month Run [PGA_NE]

PGB Company B | Bi-Monthly | .2022-06-04 : 1°t Half Run [PGB]
. 2022-06-05 : 2" Half Run [PGB]
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Creating New Pay Group
Access: Personnel Module > Reference > Assignment > Pay Group
1. Click * and the following screen will appear. Enter the relevant information. Note

that the statutory fields settings would vary depending on the country you are

logged in.

Day Mid

Bi-Monthly Method

First Half Salary Factor

Basic Pay Rounding Method
Basic Pay Rounding Amount
Basic Pay Proration

Resign in Current Run
Payroll Currency

CPF No

MSQO No

CPF Voluntary No

CPF Voluntary No 2

Min day between Bank File and Pay Run

-- Please select --

Work Day

-- Please select -- =
0.00
Work Day

-- Please select -

-- Please select --

-- Please select -- =

Mo -

OT Day End
Date of OT Payment

~| Date(s) of Salary Payment

a. Day Start — first day of the month

b. Day End — last day of the month

Note: Day Start and Day End value can also be define according to user’s definition

of first day and last day of the month, according to respective company’s

requirement. For example:

Day Start
Day End

Day Mid

- Day Start

- Day End
. Day Mid
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Day Mid (For Monthly Payroll) — It is obsolete since monthly payroll covers the

whole month from the first day and last day of the month.

. Day Mid (For Bi — Monthly Payroll) — This is used to determine the starting day for

2" Half Month.
In the screenshot example on the left, when the Day Stat and Day End is the normal
first to last day of the month, 15 is indicated as Day Mid, which means system will
default the Bi-Monthly Payroll period as follow:
e 1-15-Coverage of the 1%t Half
e 16-31- Coverage of the 2" Half
In the screenshot example on the right, since Day Start and Day End starts on the
24% of the months and ends at 23" of the following month, hence 8 is indicated as
Day Mid which means system will default the Bi-Monthly Payroll period as follow:
e 24 -7 —Coverage of the 1% Half
e 8-23 - Coverage of the 2" Half
Bi — Monthly Method — This field need only to be defined when pay group is Bi —
Monthly.
Example: When Pay Group is Bi-Monthly, Bi-Monthly Method needs to define as
either Work Day, Divided by Two or Salary Factor.
e Work Day — System will compute salary based on the number of workdays in
each half month.
o For the month of July 2020, from 1% to 15% July, there are 11 days.
o For the month of July 2020, from 16" to 31°t July, there are 10 days.
Note:
e The above breakdown is based on 5 day work week pattern — Monday to Friday
(work day); Saturday (off day); Sunday (rest day).
e Divided by two — will automatically divide the employee monthly salary equally
by 2.
o 50% will be paid on the 1% Half
o 50% will be paid on the 2" Half
e Salary Factor — will automatically divide the employee monthly according to
specified First Half Salary Factor, i.e. 0.40 means 40%.
o 0.40 or 40% will be paid on the 1 Half
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o 0.60 or 60% will be paid on the 2" Half
First Half Salary Factor - This field needs to be defined with a value when Bi-
Monthly Method defined as Salary Factor.
Example: 0.50 — means salary will be divided by a factor to 0.5 for the 1% Half and
2" Half,

2. Click Update button to save the configuration.

Security Access to Pay Group

After the creation of the pay group, the administrator needs to add the access that pay

group. Without that access, the administrator will not be able to use the pay group to

run the payroll.

Access: Setup > Security > User Access

1. Click [ ¢ !icon under Payroll module.

4 Payroll (0=0) 0=0)
User HRM v/ Lock Access
System Payroll
Pay Group Access |001
Read Access (0=0)
Write Access (0=0)

2. Click - on Pay Group Access field and add the Pay Group.

3. Read and Write Access must be specified to all modules to have access.

4. Click Update button to save.
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How to Create a Pay Run

Before processing any payroll, the administrator will need to create a Pay Run first. The
Pay Run is basically the menu in which administrator can define information such as
the Pay Group, the Pay Run Type and other payroll related information.

Access: Payroll Module > Reference > Pay Run

1. Click * to create a Pay Run. Make sure to select the correct Year and Pay Group.

Year 2022 -
Pay Group PG555 - Pay Group 555 v
=+ | Code Name

2. Enter the relevant payroll run information.

Add Pay Run

Month March
Year 2022

Run Type | Whole Month v

Pay Group | pG555 - Pay Group 555

Pay Run Whole Month Mar 2022 [PG555]

Value Date |03/31/2022 -

e Month / Year — Enter the month and year to process
e Run Type — Select from:
o 1% Half Month — Only for bi — monthly payroll
o 2" Half Month — Only for bi — monthly payroll
o Whole Month — For monthly payroll
o Separate Run — For separate payroll processing, example, some company
would require the Bonus to be processed separately from the regular
monthly payroll.
e Pay Group — Select the pay group to process

e Pay Run — A free-text that will default the naming convention to Run Type,
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Month and Year.
e Value Date — If having more than 1 Pay Run within the month, the Value Date
will determine which Pay Run's tax will process first.
Click OK button.
The date populated will default to the settings of the Pay Group under Personnel
Module > Reference > Assignment > Pay Group.

For Monthly Payroll — Pay Run Settings:

a. Run Type —This will default from the selection in Step 2
b. Day Start / Date End — This will default to the Day Start and Day End in Pay

Group settings
c. Month Start / Month End — This will default to the whole month coverage (as

defined by user in Pay Group) regardless of Run Type.

Example below shows how the the Pay Run will default from the Pay Group:

d. Use Pay Period No - If set to Yes, Pay Period No. will be displayed in Pay Run

Master.
Code M
Name Singapore Payrall
Company BIPO Service Singapore Pte Ltd
Day Start 12 OT Day Start
Day End 317 OT Day End

Day Mid 162 Date of OT Payment

o lo o o
Ah b 4 4

Bi-Monthly Method - Please select - v Datefs) of Salary Payment
First Half Salary Factor

Basic Pay Rounding Method Down

SGD - Singapore Dollar
CPFNo 2202222222

MSO No

CPF Voluntary No 33333333

CPF Voluntary No 2

Min day between Bank File and Pay Run =

Days Based On Working Days

Use Pay Period No. Yes

Obsolete No

Update Delete Close
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Note: If Pay Group’s Date Start and Date End is set as 24™ of previous month and
23" of current month, the Pay Run will also be defaulted to the same date range
as well.

For Bi — Monthly Payroll — Pay Run Settings:

® Run Type — This will default from the selection in Step 2

e Day Start / Date End — This will respect the Day Start, Day End and Day Mid in
Pay Group settings

e Month Start / Month End — This will default to the whole month coverage (as
defined by user in Pay Group) regardless of Run Type.

Example below shows how the the Pay Run will default from the Pay Group:

Day Start
Day End

Day Mid

Bi-Monthly Method Salary Factor

First Half Salary Factor
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Pay Run: 15t Half Month

Code 5G2022-07-08 Value Date 15-07-2022 -
Name st Half Month Jul 2022 [M] Month Start 01-07-2022 -
|Run Type st Half Month - | Month End 31-07-2022
Pay Group M - Singapore Payroll v Show Payment Data (Payslip)
Pay Period Mo 13 Additional Wage Pay Date -
Pay Batch | OT Start (Payslip Display) v
Date Start 01-07-2022 v OT End (Payslip Display) v
Date End 15-07-2022 - Arrears Cut-Off -
. ond
Pay Run: 2" Half Month
Code $G2022-07-09 Value Date 31-07-2022
Name 2nd Half Month Jul 2022 [M] Month Start 01-07-2022
Run Type 2nd Half Month ~ ~ Menth End 31-07-2022
Pay Group M - Singapore Payroll - Show Payment Date (Payslip)
Pay Period No. 13 Additional Wage Pay Date
Pay Batch - OT Start (Payslip Display)
Date Start 16-07-2022 - QT End (Payslip Display)
Date End 21-07-2022 > Arrears Cut-Off

Note: If Pay Group’s Date Start, Date End and Day Mid is set as 24, 23 and
8t respectively of the respective month, the Pay Run will also be defaulted to
the same date range as well.
Show Payment Date (Payslip) — This is to allow user to choose to show a specific
payment date inside the payslip when generate under ESS. When Show Payment

Date (Payslip) is ticked and a date is selected, system will display the date in the

payslip:

Value Date 30/06/2022 v
Month Start 01/06/2022 -
Month End 30/06/2022 hd
v| Show Payment Date (Payslip) b
Additional Wage Pay Date -
QT Start (Payslip Display) -
CT End (Payslip Display) -
Arrears Cut-Off -
Approval Cut-Off -
Show in Payslip (ESS) 30/06/2022 hd
Employee Range
=]

BIPO Singapore Pte Ltd

Mame of Employee  Scarlett Sim Xue Er Employee Code SG0001 Identity No SXXAKI00C
Join Date Department Sales Department Designation Operations Manager
Date of Payment Mode of Payment Bank Account No 1130091900

Period 01/06/2022 - 30/06/2022
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Note: To use this feature, Date Payment field need to be configured in Payslip

Information in Field Selection first.

Select | Payslip Information
+ No. | Field Countries/Regions Caption Display
Q 7| % |DatePa @ ~ .
r 10 Date Payment * Date of Payment
No. 05
Field Date Payment
Countries/Regions | =
Caption Date of Payment
Page 1 of 1 (1 items) n Page Size (100~

Note: In the event the Show Payment Date (Payslip) is unticked, then the system
will respect the date selected in Show In Payslip (ESS) as the Date Payment value.
Show in Payslip (ESS) — set the actual date where the payslip will be available to
view in ESS. Employees will not be able to view the payslip prior to this date.
Employee Range - filter the employees who will be able to view their payslip in
ESS on the date specified in Show in Payslip (ESS). Default setting is
blank/undefined which means every employee can view their payslip after the
date.

Lock Run For Processing — used to lock the Pay Run once it has finalized and there
will be no further amendments. This is to ensure that the Pay Run is closed, and
no processing and amendment should be done. For more information on Lock Run

For Processing, refer to Validation for Lock Run For Processing.

Arrears Cut-Off — Date that will determine the cut-off date for arears calculation.
Example, Arears Cut-Off is 23™ March, employee join 29t March, hence, salary

from 29 to 31% will be paid in April as Arrears.

Code MY2021-03-01 Value Date 31/03/2021

Name Whole Month Mar 2021 [BIPOMYPG] Month Start 01/03/2021

Run Type Whole Month - Menth End 31/03/2021

Pay Group BIPOMYPG - BIPO Malaysia Pay Group v Show Payment Date (Payslip) M
Pay Batch +  OF Start (Payslip Display)

Date Start 01/03/2021 - OT End (Payslip Display)

Date End 31/03/2021 v Arrears Cut-Off 23/03/2021
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Note: This field need to work in conjunction with Personal Master > Salary tab,

Salary Arears and Salary Arears Month fields.

Statutory

Employee | 5G2001 - Wendy Tan

Address

Attefl

Wark Days Per Week 0.00

Wark Hours Per Day 0.00

Wark Hours Per Year 0.00

Aoy " r Yagr

Wark Days Per Year 0.00

Salary Arrears Vas -

Salary Arrears Month | 2022-06 -

Freeze Payment -- Please select -- =

Salary Currency -
Pay Group - Al -- ~ || Normal - Join Date || 27/06/2022 (M | |Departme ~ ||SEC - Security [| |Exit Date ~
Pay Run 5G2022-07-01 - Whole Menth Jul 2022 [SGM] M Confirmec ~ CPF Meth ~ | #C - Singapore | |Manager ~
Employee $G2001 - Wendy Tan v Total Employee: 7
Basic Pay 350000/ *= [/ ©Openin Pay Transaction Locked
Overtime Amount 0oor T vl # Type  Code Name Quantity Amount | Source | PTD
Unpaid Deduction 0.00 7 N__| #5G CDAC Fund - CDAC 150 1,50 Fund 0
Allowances (CPF) 636 * O A SG_AR_BASC Arrears Basic Pay 636.36 636.36 | Arrears (4]

| Show Al Value Date 31/07/2022
Deductiens (CPF) 0.00 7|
o Remarks
otal Pay 4,136
CPF Type #C Payment Cash v
NS Pay 0.00 | . =
—

Note: In accordance to Singapore Employment Act, your employer must pay your

salary at least once a month and within 7 days after the end of the salary period.

For more information on Paying Salary, refer to Singapore Ministry Of Manpower

website via:

https://www.mom.gov.sg/employment-practices/salary/paying-salary

10. Multiple Salary Run Cut-Off — This is used to determine the cut-off date for each

payrun in a multiple salary run within the same month to exclude existing

employees from new/resigned employees based on join/resign date.

Note: MultipleSalaryRuns config need to set to Yes as shown:
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Access: System > Config > Payroll > Parameter > MultipleSalaryRuns

Name MuhiIeSala Runs| |

Value Y
Description Steps for Multiple salary runs feature:
Scenario #1

- Enter the cut-off date first salary run in the Pay Run master, to exclude employees who join/resign on or after the cut-off date
- For the second salary run (the payrun with null cut-off date), only new joiners and resigned staffs are processed.

Scenario #2
- Empty the cut-off date for all salary runs
- For the second or subsequent salary runs (payrun with null cut-off date), only employees who do not exist in earlier salary runs will be processed.

Update Version

Example:
When the config is set to Y, system allows to have multiple Whole Month Run
(Salary Run) created within the same month, as shown:

15t Whole Month Run

23-12-2021

In the scenario above, 1st Whole Month Run has a Cut-Off Date = 31 Dec, it will
process all employees with Join Date < 31% Dec or Exit Date < 315 Dec. If 2nd Whole
Month Run has a Cut-Off Date = NULL, then system will process all employees that
had not been processed in 1st Whole Month Run.

Alternatively, if the 2nd Whole Month Run has a Cut-Off Date = 25" Dec, then
system will process all employees from 1%t Dec to 24™ Dec that had not been

processed in 1st Whole Month Run
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11. Approval Cut-Off — It is used to set the cut-off date for payrun approval.
12. Click Update button to save.

Lock Run for Processing
Lock Run (of payroll record) is a feature in payroll Pay Run record. This is used to
prevent payroll records from being updated or re-computed when the Pay Run is

finalised.

When you first create the pay run record, the setting for Lock Run for Processing field,
set to —Pease select--. This will allow for payroll transactions to be
input/update/deleted, pay processing performed. Payroll Summary record can also be
edit and processed. Reason being both these records (Pay Transaction and Pay

Summary are open, not locked.

Once payroll is finalised, go to the pay run record, lock the records as follows:

No of Locked 6 - [_l Mo of Locked 5+ P
e 6 of Locke : |j
No of Unlocked 19 o u No of Unlocked 03 [TJ

Next, change the setting for Lock Run for Processing field, set to Yes.
This will ensure that the Pay Run is closed, and no processing and amendment should

be done to the Pay Run and its respective Payroll Summary and Transaction Entry.

Validation for Lock Run for Processing

When the Pay Run is finalized and there will be no further amendments, user can
utilize Lock Run for Processing to lock and secure the respective Pay Run by selecting
Yes. This will ensure that the Pay Run is closed, and no processing and amendment
should be done to the Pay Run and its respective Payroll Summary and Transaction
Entry.

Access: Payroll Module > Reference > Pay Run
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No of Locked o n Approval Cut-Off
No of Unlocked 20 ﬂ Multiple Salary Runs Cut-Off
+ | Language Name Show in Payslip (ESS)

Employee Range
No data to display

Show in Payroll Report (ESS and Role User) - Please select - +
Ad-hoc Allowance Cut-Off (Payroll Qutsourcing)

Payroll Transaction Cut Off

| Lock Run for Processing Yes

All records in this pay run must be locked |

1. When Lock Run for Processing is set to Yes and No of Unlocked is not 0, system
will prompt All records in this pay run must be locked message upon clicking
Update to save the pay run record. System will check No of Unlocked field before

allowing user to save the record.

Lock Run for Processing field
can only be setto Yes once all
records in Pay Run has been
locked.
[ Loc

[omee | e | eon |

Note: Default setting is --Please select-- which will behave the same way as No.
2. When Lock Run for Processing is set to Yes - system will also disable the No of

Locked and No of Unlocked button upon clicking Update.

Multiple Salary Runs Cut-Off
Remarks
Payslip (ESS)
No of Locked 6. When Lock Run for Processing is
. selected as Yes - No of Locked and No. e Range
No of Unlocked 0. . : .
of Unlocked will be disabled in Payrun.
+ | Language Name User will not be able to
locked/unlocked button.
No data to ey Payroll Report (ESS and Role User) - Please select -- +
Ad-hoc Allowance Cut-Off (Payroll Qutsourcing)
Payroll Transaction Cut Off
| Lock Run for Processing Yes v |

Refer to point no.1, No of Unlocked field need to be equal to 0, otherwise error
message will prompt.
3. In Payroll Summary screen, the Locked checkbox will be hidden for the affected

Pay Run when Locked Run for Processing is set to Yes. User will be unable to
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unlock the Pay Run of the respective employees manually.

Access: Payroll Module > Payroll > Payroll Summary

Pay Group Al « [Normal  +  Edtinterview De ~ Sample Org Stru
Pay Run §G2021-11-01 - Whole Month Nov 2021 [M *|  MonthofloinD = 8/1/2007 120000 Ak | Salary Gross  + | 2500000 Pay Type - Monthly
[2EP PSP 005 — One Emoloyed - B otal Employee: 2 endichest
B P, ") t
000 * [ | # |Type | Code Name Quantit
0.00 ") F Fund - E
h 1l fall (& 1, 1
0.00 v o
0.00 7 Remard

4. Add, Update, and Delete button in Payroll Transaction will be disabled, hence, user
will be unable to manually make amendments to the selected employees

transaction entry in the Pay Run.

Pay Group BIPOMYPG
Pay Run MY2021-04-01 - Whale Month Apr 2021 [BIPOMYPC ~

Employee

Quantity Rate Formula Amaunt | Source Basis Amount Ao Status Last

AJAIN 5,000.00 10000 1.0000 500000 Entry 000 500000 Locked hem

When Lock Run for Processing is
selected as Yes - Update, Delete
and + button will be disabled

Note: The same validation has been added to all other payroll related screens, e.g.,
Payroll Transaction by Allowance, Ad-hoc Allowance, Append Transaction, Amend
Transaction, Hold Payment, etc. User will be unable to amend, add, delete or

process transaction, as shown in the Append Transaction example below:
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Step 1 Start a new Global Update

Step 2 Append from Excel (Pay Transaction)

Step3 One or more Pay Run has been locked for processing.
Pay Year 2021

Pay Month 2021 July

pay Run

Uploaded Fil
ploaded Files When Lock Run for Processing is

Excel File set as Yes AND Step 2 = Append
from Excel, error message
prompted.
Excel Fields Mandatory: EmployeeCode, AllowanceCode, Quantity

Optional: CurrencyCode, OccuredDate, Remarks

5. Prior to Bank File generation, user have the option to enable system to auto-check
whether the respective Pay Run has been locked (Lock Pay Run for Processing=Yes)
using LockRunPriorBankFileGeneration config.

Access: System > Config > Payroll > Bank File

Name LockRunPriorBankFileGeneration

Y=Yes, N=No. Default v
Lock Run for Py in Master) needs to be set to Yes prior to Bank file generation.
Eg. 56=Y,
That means for SG, system will require user to set the Lock Run for Processing in Pay Run manually before the bank file is allowed to be generated. As for the rest of the countries, there itis
not mandatory for the field to be set to Yes.

Coe [ ]

age 1 of 1 (17 item) [ 1] Page Size 200

When set to *=Y, means all country/region is require to set Lock Pay Run for
Processing = Yes for the respective Pay Run prior to bank file generation, otherwise
system will prompt “Please set Lock Run for Processing (in Pay Run) to Yes before

generating the bank file”, as shown:

Value Date 30/11/2021 . vl 562021-11-01 Whole Month Nov 2021 [M]

ords paid previously (based on Date Payment in Payslip)

With Email Netification or Processing (in Pay Run) to Yes before

Display Employer Bank Info

Parameters

When the value is set to *=N, system will not check the Lock Run for Processing

Page 25



B l Po | Make Life Easier.

field. This is the default system behavior. The default config setting is *=N.

Note: Please also refer to Payroll Upload Workflow Setup which also has

additional settings that are related to Lock Run for Processing.

Batch Pay Run

Batch Pay Run is used to create a Pay Run for multiple Pay Groups under one
transaction. This feature is to enable user to create a Pay Run with the same
configuration (example, same Month, Year, Run Type, Arrears/Approval Cut-Off, Show
in Payslip (ESS) and etc.) to be created for multiple Pay Group, instead of creating it for
one Pay Group at a time.

Access: Payroll Module > Payroll > Generate Record > Batch Pay Run

Whole Month

PH-SEMI2,PH

21/03/2023

Sequence Base On | Previous Month

Show Payment Date (Payslip)

28/03/2023

28/03/2023

Show in Payroll Report (ESS and Role User) -- Please select -

1. Specify all the fields:
a) Step 1-Start a new Global Create
b) Step 2 —Select Batch Pay Run
c) Month /Year /Run Type — these 3 fields refer to the month, year and run type
of the Pay Run you want to create in multiple Pay Group. Refer to How to
Create Payrun point #2 for more details.
d) Pay Groups - select the few Pay Groups that you want to create the Pay Run.

e) Value Date — refer to How to Create Pay Run for detailed definition.

f) Sequence Based On — select either Previous Month or Pay Group Code
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Step 1 Start a new Global Create
Step 2

Step 3

Month

For example:
Current Pay Group in June 2023 consist of the following code PG1, PG2 and
PG3. Their respective Pay Run (for Run Type = Whole Month) is as follow:

Pay Group | Pay Run Code | Run Type
PG1 S$G2023-06-02 | Whole Month
PG2 $G2023-06-01 | Whole Month
PG3 $G2023-06-03 | Whole Month

Note: In the example above, we are filtering out the Run Type = Whole Month.
In actual scenario, the Pay Run code is generated by default based on the order
of creation within the Pay Group, i.e., If Pay Run with Run Type = Separate
Month is created first, the code sequence will be default to $G2023-06-01. If
follow by Whole Month creation, then by default it will be $G2023-06-02.

o |f select Previous Month, while using Batch Pay Run to create July Pay

Runs for the Pay Groups, system will create pay runs as below:

Pay Group | Pay Run Code | Run Type

PG1 SG2023-07-02 | Whole Month
PG2 SG2023-07-01 | Whole Month
PG3 SG2023-07-03 | Whole Month

System will follow the sequence pattern for the Pay Run code following
previous month, June 2023.
e |f select Pay Group Code, while using Batch Pay Run to create July Pay

Runs for the Pay Groups, system will create pay runs as below:
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Pay Group | Pay Run Code | Run Type

PG1 S$G2023-07-01 | Whole Month
PG2 SG2023-07-02 | Whole Month
PG3 SG2023-07-03 | Whole Month

System will create the Pay Run code based on the ascending order of Pay

Group for the month of July 2023.

Pay Groups

Selected Value : Select all / none
ACCT_PGO1 - ACCT PayGroup 01 # Code Name
BIPO_MY - BIPO MY Pay Group_Sunny

BIPOMYPG - BIPO Malaysia Pay Group

ACCT_PGO1

4 ACCT PayGroup 01
v | BIPO_MY BIPO MY Pay Group_Sunny
Based on system v\  BIPOMYPG BIPO Malaysia Pay Group
ascending sequence — : -
which based on JMPG Jason Malaysia Pay Group
alphanumeric sequence WGC-PGO1 WGC PG 01

Whale Manth Jul 2

Separate

CIEE (RSENEY fegp

Separate Jul 2023 [BIPOMYPG] Separate BIPOMYPG

Note: Every Batch Pay Run creation will be based on the sequence of Pay
Group ascending order.
g) Remarks — this field is optional and can be used for additional instructions.

h) Show Payment Date (Payslip) - Refer to How to Create Pay Run point #5 for

more details.
Overwrite is used to edit the following fields before clicking Go:
Note: Once the Overwrite check box has been selected, the other checkbox will
be activated for selection. Make sure you select the check box of respective fields

before entering the values on the right side.
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v Overwrite

Select all / none

Wpproval Cut-Off v
Show in Payslip (ESS) v
Show in Payroll Report (ESS and Role User) — Please select - ~
Pay Batch

Date Start v
Date End v
Aonth Start v

Aonth End v

By default, the system will respect the existing Pay Run values (i.e. June 2023
Approval Cut-Off, Arrears Cut-Off etc.) when creating the following month’s Pay
Run. The purpose of Overwrite is to allow user to overwrite/edit the values of each
respective field for the new Pay Run instead of following the existing values.
Hence, for the following field, user can edit accordingly:

a) Arrears Cut-Off

b) Approval Cut-Off

¢) Show in Payslip (ESS)

d) Show in Payroll Report (ESS and Role User)

e) Pay Batch

f) Date Start

g) Date End

h) Month Start

i) Month End

Show in Payroll Report (ESS and Role User) -- Please select-- ~
Pay Batch

Date Start

Date End

Menth Start

Month End
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3. Once Go button is clicked with specified field, it will show a summary:

4. Click Process to proceed.
5. It will now create the Pay Run for Multiple Pay groups specified.

Access: Payroll Module > Reference > Pay Run

Year
Pay Group
+ Code Run Type Combine Tax Run Type Pay Group
Q . . .
#  PH2023-03-01 Whole Month Mar 2023 [PH] Whole Month PH - Philippines Payroll 3170372023}
P
W PHI
P
e -0
+ Name a
Reg I
Year
Pay Group
- Name Run Typ Combine Tax Run Typ Pay Group
Q . . . -
# | PH2023-03-01 Whole Month Mar 2023 [PHI Whole Month PH - Philippines Payrof 31/03/2023
#  PH023-03-02 Whole Month Mar 2023 [PH-SEMI2] Wihale Month PH-SEMI2 - PH Semi Monthly 2 31/03/2023
Nar donth Mar 2023 [PH-SEMI2]
Ru le Mont!
P PH-SEMIZ - PH P
Pay
Da
Da
Rem
No 02 n

Basis Allowance
Basis Allowance is used to mapped multiple allowances amount to a specific
allowance. It also eliminates the long expression in mapping the Payroll Formula by

just simply selecting Pay Transaction and Basis Amount.
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Example:
New Joiners are eligible for additional allowance called SANJ — Standard Allowance
for New Joiner which is composing of:

e 80% of employee’s Transport - Car Allowance

e 20% of employee’s Clothing Allowance

If employee is getting:

Transport - Car Allowance 200

Clothing Allowance 150

SANJ — Standard Allowance for New | 160 (80% of 200) + 30 (20% of 150) = 190

Joiner

PayGroup | —All—- . Noms . |ExtintenviewDate

Pay Run

* | 1/1/2019 120000 AM

Employee  JMLOI

ROROROROR

Setting Up Basis Allowance

Access: Payroll Module > Reference > Allowances > Basis Allowance

Amount

1. No —is the creation number of Basis Allowance.

2. Allowance - Select the pay code that will display the overall total of Basis
Allowance. In this example, the pay code is SANJ — Standard Allowance for New
Joiner.

3. Type - Select from:

e Simple —which will enable only Basis Allowances field.

e Detail — which will enable Basis Allowance, Plus Minus, Basis Amount, Exclude
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Retro/Arrears field.
4. Basis Allowance — Select the 1% Basis Allowance. In the example above, the first
allowance is Transport — Car Allowance.
5. Basis Amount No - if unspecified or —Please Select— it will be automatically 1. In

this example, Transport — Car Allowance is the 1% Basis Allowance.

Since there are two Basis Allowance in the sample which is:
e 80% of employee’s Transport - Car Allowance
e 20% of employee’s Clothing Allowance

Then, the Basis Amount No for Clothing Allowance would be 2.

6. Period - This will be when the Basis Allowance will start. If current run is selected,
that means that the system will get 80% of Transport — Car Allowance and 20% of
Clothing Allowance in the current run. Other selections are Current Month and
Previous Month.

7. Plus Minus - to indicate the Basis Allowance is addition or deduction i.e. in this
case Transport - Car Allowance and Clothing Allowance is add together, then this
field will be +.

8. Basis Amount — this filed is to indicate the Basis Allowance captured is based on
the following selection:

a. Quantity

b. Quantity x Rate

c. Quantity x Formula

d. Quantity x Formula x Rate
e. Formula

f. Amount
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9. Condition — Specify if there are condition for this Basis Allowance. (0=0) means it

applies to all employees.
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Basis Allowances PTD is used to eliminate the creation of payroll formula with nested

case and complicated SQL.

Access: Payroll Module > Reference > Allowances > Basis Allowance PTD

[ veiae | oo | om ]

PN_1301, SG_TPT, STAL

1. No -is the creation number of Basis Allowance PTD.

2. Allowance — Select the pay code that will display the overall total of Basis

Allowance PTD. In this example, the pay codeisA_OT1.5, A OT10and A_0OT2.0

3. Type - Select from:

Type Behaviour for each Basis Allowances
Recurring SELECT TOP 1 Quantity FROM TblRecurring WHERE

Employee=EM.EmployeeCode AND
DateStart<=PTD.DateStart AND (DateEnd IS NULL OR
DateEnd>PTD.DateStart)

AND AllowanceCode in ('Define in

ThblBasisAllowancePTDDetail')

Pay Transaction

SELECT SUM(Amount) FROM TblPayTransaction WHERE
Employee=EM.EmployeeCode AND

PayRunCode LIKE 'XX%' AND
SUBSTRING(PayRunCode,3,7)=FORMAT(PTD.DateStart,'yyyy-
mm’)

AND AllowanceCode in ('Define in

TbIBasisAllowancePTDDetail')

Avg 3Mths Pay Transaction

SELECT AVG(Amount) FROM TblPayTransaction WHERE
Employee=EM.EmployeeCode AND
PayRunCode LIKE 'XX%' AND

SUBSTRING(PayRunCode,3,7) BETWEEN
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FORMAT(DATEADD(m,-3,PTD.DateStart),'yyyy-mm') AND

FORMAT(DATEADD(m,-1,PTD.DateStart),'yyyy-mm') AND

AllowanceCode in ('Define in ThlBasisAllowancePTDDetail')

Avg 6Mths Pay Transaction SELECT AVG(Amount) FROM TblPayTransaction WHERE
Employee=EM.EmployeeCode AND

PayRunCode LIKE 'XX%' AND

SUBSTRING(PayRunCode, 3,7) BETWEEN
FORMAT(DATEADD(m,-6,PTD.DateStart),'yyyy-mm') AND
FORMAT(DATEADD(m,-1,PTD.DateStart),'yyyy-mm') AND

AllowanceCode in ('Define in TbiBasisAllowancePTDDetail')

4. Details — Specify the Basis Allowance/Plus Minus/Basis Amount.

Mapping to Payroll Formula

Since that we have already created the Basis Allowance for pay code SANJ — Standard
Allowance for New Joiner, which is Transport — Car Allowance and Clothing Allowance,
we are now going to map these allowances to the Payroll Formula.

Access: Payroll Module > Reference > Allowances > Payroll Formula

&3 1 [PT)[BasisAmount] * 0.8 + [FT].[BasisAmount2] *0.2 (020} v

Expression | [PT}[Basisamount] * 0.8 + [PT}[Basisdmount2] 0.2

1. Code - Select the code that you would want to map the formula, i.e in the above
example will be SANJ — Standard Allowance for New Joiner.

2. Name — Name of the formula for identification

3. Country/Region — Select the Country/Region that this formula will be applicable
to.

4. Click + to add/create formula.
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5. Expression - In this Payroll Formula, the system will calculate 80% of Basis Amount
(which is Transport — Car Allowance) and 20% of Basis Amount 2 (which is Clothing

Allowance), as shown in the screenshot below:

Expression Builder

Table Field Value

| Pay Transaction - ” Basis amount - I -- Please select -- -

a

# L) Basis Amount
Expression Basis Amount 2

PT].IBasi * + asi 0.2 |
[PTLBasisamount] * 0.8 + [PT)[Basisamount2] “02 o e & noing 3

Source Amount
Status
Source

Reference Number ~

6. Onceitis done, click OK.
7. After creating the Payroll Formula, it should be mapped to the pay code, as shown
below:

Access: Payroll Module > Reference > Allowances > Allowances

n Reg Yes
Payslip [ -]

8. Once all the above steps been completed, add the allowance code to the
respective employee’s transaction and do payroll process. Once done processing,
the Allowance Code (SANJ — Standard Allowance for New Joiner) will appear in the

Payroll Summary with the amount calculated based on the mapped formula and
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Basis Allowance setup.

Payroll Summary = v
PayGroup il - v Nomsl -  ExitinteniewDate Position Allowance - |o00 Sample Org Structure
Pay Run PH2022-03-04 - 2nd Half Month Mar 2022 [PGS55] ~ | Month of Join Date - 17172019 120000 AM Salary Gross - 4000000 PayType - Monthly
Employee  ML001 - Manager One - E Total Employee: 5
2000000 * [y OpeninFayTrensacion Locked
Overtime Amount e | & Type  Code Name Quantity Amount | TaxGross Up | Source | PTD
Unpaid Deduction wl - W A Clotho3 Clothing Allowance 15000 15000 000 | Recur
R A SAN) Standard Allowance for New Joiner 1900 19020 000 | Entry ]
= v A TRAN-CALL Transport - Car Allowance 20000 20000 000 | Recur
Allowances (Supplementary) s M G e Value Date 0373172022

Payroll Preparation Configuration

Payroll Preparation is a new feature allowing users to verify all the payroll data, e.g.,

staff movement in the month, payroll interface data, etc. before user performs the

payroll processing.

Access: System > Config > Payroll > Parameter

System Config (Payroll)

Section Parameter -

Q
N O

Section MName

¥ || UsePayrollPreparation ¢

Name UsePayrollPreparation
\alue =y
Description To determine if payroll preparation to be used before payroll process, Comma delimited countries that use this function.

*=N, HK=Y means all countries disable this function, except HK.
By Default is *=N

Update Version

1.
2.

If users do not wish to use this feature, set value of UsePayrollPreparation as *=N.

If users wish to use this feature, set value of UsePayrollPreparation as *=Y.
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EE Data Field Selection Setup

EE Data Field Selection is used to show fields other than standard fields that users

wish to show in Employee Data Verification and Payroll Interface Data.

Access: Payroll Module > Reference > Payroll Preparation > EE Data Field Selection

-+ Sequence Section Capt
Section | Resigned Employee Info -
Caption | Resign
breme
> 1 | New Employee Information New Employee Information

Page Size 10

Page 1 of 1 (1 items)

1. Click+ to add a new Section or + to modify an existing setting.
2. Caption — Enter the Caption of the Section.

3. Click Update button to save your setting.

=+  Sequence | Section

Q :
& 1 | New Employee Information
Va 2 Resigned Employee Information

Section  Resigned Employee Informatic ~

Caption Resign

Detail
L 3 No. | Field
S o 1 Department
BO 2- -

Page 1 of 1 (1 items)

Column Title

Department

Caption

New Employee Information

Resign

Display Countries/Regions Width In % | Width In Pixel

Both * 0 0
03 0<
Page Size 10 ¥

4. A field selection grid box will be shown after clicking Update button. Click + to

add a new field or -

from Employee Master.

to modify an existing field. Available fields are those fields

Note: When user creates a new record in the Detail table, the Countries/Regions

will be defaulted to the Application Country.
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[SG] HR Master (DO NOT DELETE) . €

Payroll

EE Data Field Selection
=+ | sequence | Section Caption
Q Sk ¥
Section  Resigned Employee Information
Caption |Resign
Detail
+ No. | Field Column Title Display Width In % Width In Pixel | Countries/Regions
&S o 1 Department Department Both ) ol se
BD 23 03 o :|se
Page 1 of 1 (1 items) Page Size| 200

If Employee With Salary Adjustment or Employee With Org Structure Adjustment is
selected under Section dropdown, an additional field called Changes Items will be

visible. This is for users to select which field value change is required to be shown in

the verification process.

EE Data Field Selection S
+ - * Captior
a ¥
Sectio Employee djustm:
Caption
Changes hems
# 1| New Employee nformst

Selected Count: 0

If the section selected is Employee With Salary Adjustment, the multi-selection values

of Changes Item include fields from Salary Tab, Salary Variable or Spare Salary fields

that are being used.

EE Data Field Selection B

+ | Sequence | Saction

Selected Value
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If the section selected is Employee With Org Structure Changes, the multi-selection
values of Changes Item include fields from Org Structure, Spare Org Structure fields

that are being used.

Pre-Payroll Processing

A new menu Pre-Payroll Processing with 5 Sub-Menu, Employee Data Verification,
Payroll Interface Data, Ad-hoc Allowance, Append Ad-hoc Allowance and Submitter
Payroll Setup has been added. This menu will be visible if system config
UsePayrollPreparation parameter is set to Y.

Access: Payroll Module > Payroll > Pre-Payroll Processing

< + | PayYea Pay Ru P I [ mi U
. Q
Transaction <
Pre-Payroll Processing ™
Employee Data Verification No data to paginate Page Size |10~

Payroll Interface Data
% Rejected @ With
Approved © Cancellation Rejected © Cancellati

Ad-hoc Allowance Pending Sul
@ Cancelled

Append Ad-hoc Allowance
Submitter Payroll Setup

Payroll Processing

Employee Data Verification
Employee Data Verification can be used to generate and submit Employee Data
Verification of the selected Pay Run. First, the workflow is needed to set up for the

verification approval.

Access: Setup > Workflow > Workflow Setup

Workflow Type IEm ployee Data Verification Apply -|
+ No. | N
& 2 test
No. 24 CC List
Name test CC Email
Rejection Workflow | Reject Continue - Pay Group | =
Workflow Method | Normal - Same for Workflow Cancel
Skip Workflows
Allow Modify Workflow Upon Submission
Employee Range | (0=0)
Descriptio
+ evel | Appraver evel Type evel Number | Type CC List CC Emal Skipped Approval
& 1 | #ROLE_Payroll - Payroll Approval Workflow

The approval workflow will follow the newly created Employee Data Verification
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Apply Workflow Type.

Access: Payroll Module > Payroll > Pre-Payroll Processing > Employee Data

Verification

+ | Pay vear Pay Run Pay Group
Pay Year | --Please select-- ~
Pay Group | -- Please select --
PayRun - Pplease select --

Employee | & Employee Code | Employee Name Join Date Exit Date

No data to paginate

Date Submit

Status

Page size: 10~

1. Select Pay Year, Pay Group and Pay Run.

2. Click ! to select employees to be included in the verification process.

Employees will be sorted by New Joiner(s) of the selected Pay Run, followed by

employees who has exit date within the selected Pay Run’s Date Start and End,

then followed by the existing Employee Code.

3. Enter Pay Year, Pay Group and Pay Run, click GO button to generate the employee

grid table. User can select or deselect employees at the grid table before

proceeding to Generate Data and Workflow.

+ | Pay Yea Pay Run

Q ~

& 201 5G2021-03-01
Pay Year 2021 -

Employee | &

Employee Code | Employee Name

Mo data to display

Mo data to paginate

Join Date

Exit Date
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Pay Year 2021 -
Pay Group M - Singapore Payrol -
Pay Run $G2021-03-01 -
Employee v  Employee Code | Employee Name Date Join Date Resign
v MY0002 MY Employee 0002 11/01/2021
v MY0001 MY Employee 0001 02/11/2020

4. Click Generate Data and Workflow to generate

Employee Data Verification

records.
1101 Chow Alan
vl | 1201 Testing 01
vl | 2001 John Tan
v | ANDYG Andy Gan
v | MYO0O1 Testing 01

04/01/2021
29/03/2021
02/01/2018
01/04/2020

01/07/2017

Page 1 of 2 (11 items)

2

| Generate Data and Workflow |

5. There will be 5 tabs generated, including:

a. New Employee Information

Employees where their current pay run is their first pay run will be listed

under this tab. Employee Code, Employee Name, Date Join, Date Resign and

Salary Fixed are standard fields.

Mew Employee Information

=+ | Pay Year Pay Run
Q -
Pay Year 2021 -
Pay Group M - Singapore Payrol
Pay Run $G2021-03-01 -

Employe= Code |5G016,5G021,5G017,56018,5G010

Resigned Employee Information

SG01T

Employes Code

Page 1 of 1 (1 items)

Employee Mame

hd
Tan Mikita

Employee With Salary

Drate Jaoin Date Resign Sa.lar}f
Fixed
Y MR hd
01,/01/2021 31/03/2021 S000.00
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For employees who Join and Resign Date fall within the selected Pay Run, the
employee will be shown under New Employee Information tab only but not

Resigned Employee Information Tab.

Q
& 1 New Empleyee Information New Employee Information

Detail
+ Mo. Field Column Title Display Countries/Regions
|#a 1 Company Jeotn -
P - Page Size 1

e If users wish to select other fields to be shown in this tab, go to EE Data
Field Selection screen.
e Select New Employee Information under Section.

e C(Click + to add fieldsto be shown.

-’ Pay Year Pay Run
Pay Year 2021

Pay Group M - Singapare Payroll

Pay Run $G2021-03-01 - Whole Month Mar 2021 [M]

Employee Code | 5G016,5G017,5G018,5G019,5G020

Resigned Employee Information Employee With Salary Adjustment Emp

New Employee Information
Salary

Employee Code | Employes Name Date Join Date Resign [ Company T
ixed

SG016 Lim Henry 03/02/2021 IES/BIPO Service Singapore Pte Ltd 9000.00

Page 1 of 1 (1 items) [ 1 ]

e Company column will be shown in Employee Data Verification’s New

Employee Information tab.

b. Resigned Employee Information

Date Submit

+ Ye Pay R Pay p
Q

Pay Year 2021

Pay Group M - Singapare Payroll

Pay Run -1 - Whole Month Mar 2021 [M]

Employse Code | 5G01 21,5G017,5G018,5G019

Page 10f 1 (1 items) ]

Employes With Salary Adjustment

Employee With Org Structure Changes

Employee With Bank Detail Chang

Salary
Fived

9000.00

Employees where their Exit Date fall within the selected Pay Run will be listed
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under this tab. Employee Code, Employee Name, Date Join, Date Resign and

Salary Fixed are standard fields.

Employee with Salary Adjustment

¢ B ~0
i

Employees who had changes on Changes Item selected in EE Data Field

Selection where the effective start falls within the selected Pay Run will be

listed under this tab.

Employee Code, Employee Name, Date Join, Date Resign, Changes Item,
Previous, Current and Effective Date are standard fields.

d. Employee with Org Structure Changes
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Data Field Selection

+ Sequence | Section

- 7

Vd 1| New Employee Information

r 2 | Resigned Employee Information

4 3 | Employee With Salary Adjustment
Section Employee With Org Stucture Changes

Caption Employee With Org Structure Changes

Changes Items | DepartmentCode,DesignationCode I

Detail

Caption

New Employee Information
Resigned Employee Information

Employee With Salary Adjustment

Employees who had changes on Changes Item selected in EE Data Field

Selection where the effective start falls within the selected Pay Run will be

listed under this tab.

Employee Data Verification
+  Payvear Pay Run Pay Group
Q : !
Pay Year 2021 -
Pay Group M - Singapare Payroll

Pay Run 5G2021-03-01 - Whole Month Mar 2021 [M] v

Employee Code | 5G016,5G017,56018,5G020

New Employee Information Resigned Employee Information

Employee With Salary Adjustment

Date Submit Status

tructure Chang

Employee Code  Employee Name Date Join Date Resign | Changes Items Previous Current Effective Date

¥ ¥ vy b ¥ ¥ ¥ ¥
$G020 Fong Tanya 01/01/2021 DepartmentCode opPs 2021-03-02
SG020 Fong Tanya 01/01/2021 DesignationCode OFF_AST 2021-03-02

Page 1 of 1 (2 items) n

Page Size 10 ~

Employee Code, Employee Name, Date Join, Date Resign, Changes Item,

Previous, Current and Effective Date are standard fields.

e. Employee with Bank Detail Changes

Employee Data Verification

<+ | Pay Year Pay Run
Pay Year 2021 -
Pay Group M - Singapore Payroll
Pay Run $G2021-03-01 - Whole Month Mar 2021 [M] -

Employee Code |5G016,5G017,5G018,5G019,5G020

Employee With Salary Adjustment

Employee With Org Structure Changes

Pay Group Date Submit

Employee With Bank Detail Changes

Employee Code | Employee Name Date Join Date Resign | Bank Details Previous Current

Y Y |y |y Y g hd
5G019 Huang Jin Yu 01/01/2021 BankCode 5032
5G019 Huang Jin Yu 01/01/2021 BankAccountNo 123456789

Page 1 of 1 (2 items) [ 1 ]

Confirm
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Employees who had changes in Bank Details where the effective start falls
within the selected Pay Run will be listed under this tab. Employee Code,
Employee Name, Date Join, Date Resign, Bank Details, Previous and Current
are standard fields.
Note: When All Employees in the Pay Run are Locked, a warning message will
prompt “All employees have been locked for the corresponding Pay Run. No data
will be generated.” Subsequently, if Partial of the Employees in the Pay Run are
Locked, only Unlocked Employees in Employee List.
4. For each tab, there will be a Confirm button to let users confirm that they had
cross- checked the information generated. Users need to click Confirm for each

tab before submitting the record.

[0 | | | |

Note: If Confirm button is not clicked, then Submit button will be disabled.

If Confirm button of all tabs are clicked, then Submit button will be enabled.

o oo oo ]

5. Users able to Save Draft first before submitting the generated records.
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After clicking Save Draft button, the status will be Pending Submission and making
changes to the data generated is allowed at this point.
After users confirming all the generated records, users able to click Submit button

for submission.

After clicking the Submit button, the status will be Pending Approval and making
changes to the data generated is not allowed.
Approver can approve or reject the records using methods as below:
a. Dashboard Link
Access: ESS > Dashboard

JOHNSON JOHN

Welcome, JOHNSON JOHN
Friday, Auqust 6, 2021

| o [Employee Data Verification] 1 record(s) pending yourapprova\]

o [Onboarding Record] 3 record(s) pending your approval

© [Probation] 1 record(s) pending your submission

o [Performance Management] 2 record(s) pending your submission
o [Appraisal] 4 Goal setting record(s) pending your submission

e Click on the link on Dashboard.
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JOHNSON JOHN ‘

Warkflow Type | Empiopee Dsta Verifcation 3]

Pay¥ear | Pay Group Pay flun Applicant Date Submit Status
Q
# |2 Singagere Payrall SG2021-08-03 sophiascongBbiposenvice.com
# |2 Singagere Payroll $62021-02-02 sophia.soong@biposervice.com
& Singapore Payroll 5G2021-04-11 sophia.soong@biposervice.com
Page 1 of 1 (3 items) Page Size |10 =
Pending Submission Fending Approval v Approved ¥ Rejected © Withdrann
@ Cancelled © Pending Cancellaon @ Cancellstion Approved @ Cancellation Rejected @ Cancellation Withdrawn

e Users will be redirected to Employee Data Verification Pending Approval

screen where the Workflow Type is automatically selected.

JOHNSON JOHN

Page 1061 1tems = pagesize |10~

A

Click +! to expand the records.

Click Approve or Reject button.

b. Task List

Access: ESS > Task List > Pending Approval

LED2 - JOHMSON JOHN




8.

B l PO | Make Life Easier.

Select Employee Data Verification under Workflow Type dropdown.

Click ¢! to expand the records.

Click Approve or Reject button.

If users wish to delete an approved record, they may use the Cancel button. But

before that, remember to setup the Employee Verification Cancel Workflow.

Workflow Type

sy | vt | osn | oom ]

The cancellation approval will follow the newly created Employee Data

Verification Cancel Workflow.

B %0+

i

[ —

a. Click the Cancel button.

b. Click OK to submit the cancellation request.
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. BR° +

Mew Empioyee Information

c. Record status is now Pending Cancellation.
Payroll Interface Data
Payroll Interface Data can be used to generate and submit Payroll Interface Data

before payroll processing.

The approval workflow will follow the newly created Payroll Interface Verification

Apply Workflow Type.

Access: Payroll Module > Payroll > Pre-Payroll Processing > Payroll Interface Data
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Note: System will separate Leave and Attendance related interface data from Payroll

Interface Data.

When creating new record at Payroll Interface Data Verification, only those Payroll
Interfaces which are not related to Leave and Attendance will be displayed
User can process Leave and Attendance related payroll interface data verification

in Leave Attendance Data menu under Pre-Payroll Processing

Click # to edit the payroll interface setup setting.
Click Update button to save the setting.
Click Generate Data and Workflow button to generate the Payroll Interface

Verification data.

To generate Payroll Interface Verification Data, the selected Pay Run’s Employee

Data Verification must be approved.

If the selected Pay Run’s Employee Data Verification is not approved, there will be
a pop-up window stating, ‘Please perform Employee Data Verification before

proceeding Payroll Interface Data Verification’.
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+ quence  Sect
Q :
& 5 Payroll Interface Data
section  payroll Interface Data
ption |pa
Detail
+ i I Displ. hin th I
& o [l nent ] pepantment Bot o
+  Payvear Pay Run Pay Group Dte Submit Status

SG017 Tan Nikitz

Filter -

Besides the standard fields, other fields can be shown in Payroll Interface Data

Verification by using EE Data Field Selection screen.

[ oot [{ vt | siome | e |
I

4. Download button is used to download Excel File including selected Payroll

Interface tab in different sheet.

A B c D E F G H | J K L
1 EmployeeCode EmployeeName CompanyCode Department ClaimCode ClaimDate ClaimAmount ApprovalDate AllowanceCode CalendarCode WorkDays Type
2 5G019 Huang Jin Yu IES BD/Business Development MEAL 06/08/2021 100 06/08/2021 MEAL 5D_8to5 317
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5. Generated excel file as shown.

Users able to Save Draft first before submitting the generated records. After
clicking Save Draft button, the status will be Pending Submission and making

changes on the data generated is allowed at this point.

6. After clicking Submit button, the status will be Pending Approval and making

changes on the data generated is not allowed.

+
Q - -
# mn $G2021-03-01 Singapore Payroll 902021 D
|~ |
[ ]
|
[ oo | o | o]
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7. Only those data where the checkbox are checked will be submitted.
8. Approver can approve or reject the records using methods as below:

a. Dashboard Link

JCHNSON JOHN |

Welcome, JOHNSON JOHN
Monday, August 9, 2021
|0 [Payroll Interface Data Verification] 1 record(s) pending your approval |
o [Employee Data Verification] 2 record(s) pending your approval
o [Onboarding Record] 3 record(s) pending your approval
o [Probation] 1 record(s) pending your submission
o [Performance Management] 2 record(s) pending your submission

e Click on the link on Dashboard.

=

e Users will be redirected to Payroll Interface Data Verification Pending
Approval screen where the Workflow Type is automatically selected.
e C(lick ' to expand the records.

e Click Approve or Reject button.
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b. Task List

(o [ e | o |

e Select Payroll Interface Data Verification under Workflow Type dropdown.
e C(lick ! to expand the records.
e Click Approve or Reject button.

If users wish to delete an approved record, they may use the Cancel button. But before

that, remember to setup the Payroll Interface Data Verification Cancel Workflow.

+ Level | Appeaver Level Type Level Number | Type Eam cC Emas Siipped Approvai

The cancellation approval will follow the newly created Payroll Interface Data

Verification Cancel Workflow.
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Payroll Interface Data Verification

+ | Payvear Pay Run Pay Group Date Submit

Claim
ok | [ conca Fiter |~ Plemse slect =]~ Plea
Empicyee Code | Emplayes Name CompanyCode | Depariment a3 TR Cne |, 1% AP0l cinceCode  Calencar Code ok | 1y
¥ ¥ ¥ ¥ v -% BE) $ BE ¥ ¥ ¥
seor Ton ikt s 0PS/Cperations L 1m0 | 10032001 | 100 | 060872021 | DML 506105 2001

Approval | Level Name A Femarks
sophia soang - sophia soong @hiposervice com Submitted
1 LZ02 - JOHNSON JOHN sppraved

1. Click the Cancel button.
2. Click OK to submit the cancellation request.

Payroll Interface Data Verification

o] o

3. Record status is now Pending Cancellation.
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Leave Attendance Data Menu

Access: Payroll Module > Payroll > Pre-Payroll Processing > Leave Attendance Data

& i Pay Run Pay Group Date Submit Status
B8 Task List

@ Payroll

Transaction

Pre-Payroll Processing ™

Employee Data Verification
Leave Attendance Data
Payroll Interface Data
Ad-hoc Allowance
Append Ad-hoc Allowance
Submitter Payroll Setup

X Rejected -]
© Cancelation Rejected L]

Payroll Processing

User can process Leave and Attendance related payroll interface data verification at
this menu. The screen and logic are similar to Payroll Interface Data Verification.
However, when creating a new record, only those Leave and Attendance related

Payroll Interfaces will be displayed, as shown:

Pay Year -- Please select - ~
Pay Group -- Please select --

Pay Run -- Please select --

Payroll Interface [T gnapled | Description Date Start Date End Approval Cut-Off | Total Days
LEAVE GROUP A [LIGO1]
Unpaid Leave [LIG02]
Leave Status

Leave Encash Year End
Leave Encash Unconsumed
Leave Encash Exit

LWE Encash Unconsumed
LWE Encash Exit

OT Compensation

Loan

Generate Data and Workflow

Note: System will skip the validation on checking approval status of “Approve” or
“Pending Approve” when leave attendance data is submitted from ESS site. The system
will generate excel file which includes leave or attendance data that already submitted

before if there is same data but has different submitter.

User can also submit null data for Leave Attendance Data Verification for approval.

System will prompt a message when there is no leave or attendance data.
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Leave Attendance Data Verification o & v
+  Pay vear Pay Run Pay Group Date Submit Status
Q - ¥ - - ¥ -
Pay Year 2022 -

Pay Group |CN - CN Monthly

No data to process in the pay run for approval, please confirm

Pay Run | CN2022-05-01 - Whale Month May 2022 [CN] -

1o proceed.
LWE Encash Exit
oK Cancel — Please select - = || -- Please select -- = [ AND[] OR
# Employes Code Employee Name . TCompany Code T TPETiod Year Allowance Code Quantity
¥ ¥ ¥ ¥ ¥ ¥ ¥
No data to process in the pay run.
No data to paginate PageSize 50
Approval  avel Name Date Action Remarks
1 0000 - All Manager

Remarks

Leave Attendance Data Menu Security Access
Please ensure Leave Attendance Data access has been selected in Menu Access and
Web Access security setting.

Access: Setup > Security > Menu Access

Menu Access S v
+  Code Neme

Q ¥ L 4
Code | #ALL 3) l¥| Pre-Payroll Processing -

V| Employee Data Verification

| Leave Attendance Data

| Payroll Interface Data

¥!| Ad-hoc Allowance

Name | Access to all menu

Systems |+

] Append Ad-hoc Allowance
V| Submitter Payroll Setup

| Payroll Processing

Access: Setup > Security > Web Access

Web Access oL
+  Code Name

Q ¥ ¥
Code |#ALL ) [¥ Pre-Payroll Processing (W)** =

Name | access 10 all menu /| Employee Data Verification (W

W-Desktop Version M-Mobile Version “*With Condition
Payroll Interface Data (W)™

Ad-hoc Allowance (W)**

v
v
v
v

Append Ad-hoc Allowance (W)
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Leave Attendance Data Verification Workflow Setup

Access: Setup > Workflow > Workflow Setup

V\{:ékﬂnw Type |leave Attendance

Leave Attendance Data Verification Apply

Leave Attendance Data Verification Cance!

Workflow Types allow user to create workflow process for Leave Attendance Data
Verification:
1. Leave Attendance Data Verification Apply

2. Leave Attendance Data Verification Cancel

Leave Attendance Data Verification Scheduled Job Type

Access: Setup > Scheduled Job

Job Type I Leave Attendance Data Verification

- Recurring | Time | _ c T - -
No.  Name Job Type “ | e Email Status Last Run Time Next Run Time Enabled
Type Start

+

Leave Attendance Data Verification Scheduled Job Type is available as shown above.
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Ad-hoc Allowance

Ad-hoc Allowance will be available under Pre-Payroll Processing Menu and hidden
under Transaction Menu if system config UsePayrollPreparation parameter is setto Y.

Access: Payroll Module > Payroll > Pre-Payroll Processing > Ad-hoc Allowance

Attachment

1. Select Pay Run and click + to add a new grid.

2. Click + to select Employee, Allowance Code and Currency Code accordingly.
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3. To select employees in this screen, the selected Pay Run’s Employee Data

Verification must be approved.

4. Fill in the Quantity, Date Start and Date End.

5. Fill in the Remarks if there is any.

6. Click Update button for submission. The approval workflow will be the same as
the existing Ad-hoc Allowance.

Append Ad-hoc Allowance

Append Ad-hoc Allowance has been added under Pre-Payroll Processing Menu and

functions the same as in existing Append Ad-hoc Allowance. Users able to add

allowance by batch using this screen.

Access: Payroll Module > Payroll > Pre-Payroll Processing > Append Ad-hoc

Allowance
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1. Select Pay Run and click + to append ad-hoc allowance.

2. Click Sample.xIsx to download sample file.

A B c D E F G H
1 EmployeeCode EmployeeName AllowanceCode Quantity DateStart DateEnd CurrencyCode OccuredDate Remarks
2 SGO016 C_TRANSPORT 1 1/3/2021 31/3/2021
3 SG021 Meal55 2 1/3/2021 31/3/2021
4
5

3. Fillinthe mandatory fields Employee Code, Allowance Code, Quantity, Date Start
and Date End.

4. Browse for the file and click Upload button.
5. Click Next button.

6. Click Update button.
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Pay Run 5G2021-03-01 - Whole Month Mar 2021 [M] -

+ | Pay Group No of Records

Q

Uploaded Files

-7

Import Succeed.
Excel File Select a file... Browse | Samplexlsx

Upload

Excel Fields Mandatory: EmployeeCode, AllowanceCode, Quantity, DateStart, DateEn
Opticnal: CurrencyCode, CccuredDate, Remarks, EmployeeMame

Validate Employee Name

Valid: 0 Invalid: 0

7. Import succeeded.

Append Ad-hoc Allowance

PayRun | 562021-03-01 - Whole Month Mar 2021 [M] E

+ | PayGroup No of Records. Total Amount

Q . HEl ¥

Records Employee Allowance Currency Quantity | Date Start Date End

Q - - 7 7 -ls ~ls
56016 - Lim Henry C_TRANSPORT - Transport Allowan 100 | 01/03/2021 31/03/2021
56021 - Azarel Eoghan (R) Meals5 - Meal 55 Allovance 2,00 | 01/03/2021 31/03/2021
Page 1 of 1 (Zitems)

8. Allowance codes are appended.
Attachment Field to Ad-Hoc Allowance
Attachment in Ad-hoc Allowance can be enabled in setting in Pay Run Master.

Access: Payroll Module > Reference > Pay Run

Pay Run [
Year 2022 -
Pay Group - Al -
+ | Code rame Run Type Pay Group Walue Date
Q ¥ ¥ - - - %
Code MYZ022-08-01 Value Date 31/08/2022 -
Mame Month Start 01/08/2022 -
Fun Tyes Whale Month - konth End 31/08/2022 -
Pay Group MY - MY Monthly - Show Payment Date (Payslip) -
Pay Batch -| OT start (Paysiip Display) -
Date Start 01/08/2022 - OT End (Payslip Display) -
Date End 31/08/2022 - Arrears Cut-Off -
Tempiate for Approval Cut-Off -
Payroll Status -- Fleass seisct - -
Multiple Salary Runs Cut-Off -
Remarks
Show in Payslip (E55) -
No of Locked o= ﬂ
Employes Range =0
No of Unlocked o= n
=+ | Language Name =
Show in Payroll Report (£55 and Role User _ -
Mo data to display i port 1 Slease select
Ad-hoc Allowance Cut-Off (Payroll Outsourcing) -
l Ad-hoc Allowance Attachment Mandatory  Plesseselect .- = l
Payroll Transaction Cut Off -
Lock Run for Processing _ Please select -- =
e
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Access: Payroll Module > Payroll > Transaction > Ad-hoc Allowance

Pay Run M'¥2022-08-01 - Whole Month Aug 2022 [MY] - Show Active Pay Runs

+ | Pay Group Mo of Records Total Amount | Status

+ | Employee Alowance Currency Quantity | Date Start Date End Remarks

No data to paginate Sage Size 50

l Attachment I

The Attachment field will also be available in Append Ad-hoc Allowance.

Access: Payroll Module > Payroll > Generate Record > Append Ad-hoc Allowance

Pay Run MY2022-08-01 - Whole Month Aug 2022 [MY] - Show Active Pay Runs

+ | Pay Group Mo of Records Total Amourt | Status
Q -
Uploaded Files

Samplesx

Select a file.. Browse | =d!

Upload

Quantity, DateStart, DateEnd
Name

Employee Name | Allowance Quantity | Date Start Date End Currency Remarks nvalid Reason

Mo data to paginate
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Submitter Payroll Setup

For Submitter Payroll Setup please refer to ESS Employee Data Verification and

Payroll Interface Data Submission for more information.

ESS Pre-Payroll Processing Setup

ESS Pre-Payroll Processing Menu will be available if system config
UsePayrollPreparation parameter is set to Y and Pre-Payroll Processing is enabled in
Web Access.

Access: ESS > HR Operation > Pre-Payroll Processing

BIPO JOHNSON JOH

Welcome, JOHNSON JOHN
Monday, August 9, 2021
o [Employee Data Verification] 3 record(s) pending your approval

# Home

B8 Task List

o [Onboarding Record] 3 record(s) pending your approval

o [Probation] 1 record(s) pending your submission

o [Performance Management] 2 record(s) pending your submission
o [Appraisal] 4 Goal setting record(s) pending your submission

Employee Data Verification
ESS users able to view status of the Employee Data Verification that are pending
approval or submission under them.

Access: ESS > HR Operation > Pre-Payroll Processing > Employee Data Verification
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Payroll Interface Data
ESS users able to view the status of the Payroll Interface Data that are pending

approval or submission under them.

Access: ESS > HR Operation > Pre-Payroll Processing > Payroll Interface Data

JGHNSON JOHN .

Payroll Interface Data Verification

202 - JORNSON J0HN

ESS Ad-hoc Allowance
ESS users able to add allowance code for employees here. The approval workflow will

follow Ad-hoc Allowance Apply Workflow Type.

Workflow Setup

Workflow Type  JAd-hoc Allowance Apply -

+ No. | Name
Q =L
I 1| MMM
No. 22 CClList
Name test CC Email

Workflow Method | Normal Pay Group | MM2
Skip Workflow
Skip Workflow Email

Allow Modify Workflow Upon Submission

Employee Range | (0=0)

Description
+ Level | Approver Level Type Level Number | Type cc List < Email Skipped Approval
&t 1| LZD000S - Tan James Normal Workflow
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Access: Payroll Module > Payroll > Pre-Payroll Processing > Ad-hoc Allowance

JOHNSON JOHN

Note:

To select employee in Ad-hoc Allowance screen, the selected Pay Run’s Employee

Data Verification must be approved.

ESS Append Ad-hoc Allowance

ESS users able to add allowance by batch using this screen. The approval workflow will

follow Ad-hoc Allowance Apply Workflow Type.
Access: ESS > HR Operation > Pre-Payroll Processing > Append Ad-hoc Allowance

HR JOHNSON JOHN
PayRun |5G2021-03-07 - Whele Month Mar 2021 (M]
+ | PayGroup No of Records Total Amount | Status
Uploaded Files
Excel File et a fil Browse | Samplexisx
Upload
Excel Fields  Mandatory: eCode, AllowanceCode, Quantity, DateStart, DateEnd
Optional: ode, OccuredDate, Remarks, EmployeeName
Validlate e Name
Valid: 0 Invalid: 0
Employee Code Employee Name | Allawance Quantity | Date Start Date End Currency Remarks Invalid Reason
o data to displa
No data to paginate
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ESS Employee Data Verification and Payroll Interface Data Submission
ESS users will also be able to submit Employee Data Verification and Payroll Interface
Data. But before that, Submitter Payroll Setup needs to be created for system to

create pending submission record under the submitter.

Access: Payroll Module > Payroll > Pre-Payroll Processing > Submitter Payroll Setup

Workflow Types
Submitter 15074 - James Deborah

Subordinate Condition | (0=0)

Retro Payment

m <
Payroll Item Page 1of 1 (1 items)
" e <

Users can create submitter setup for either Employee Data Verification, Payroll

Interface Data Verification, or both.

[MY]  HR Master (DO NOT DELETE) . (2]

o i v

+ Sequence | Name
Q HE

Mo,

Mame Submitter Workflow Type

Workflow Types EMLAPI
. Employee Data Leave Attendance Payroll Interface Data
Subminer 1007 - Jehn Tan N ¥ Verification ¥ Dats Verification ™ Verification

Subardinate Condition | (0=0)

Cowe Lo T o]

Page 10f 1 1 items) (1]

Next, Scheduled Job needs to be setup.

Scheduled Job
Job Type Em loyee Data Verification| -
LIS Resiyi s rigugtg
r
- E-Learning Overdue Summary 3
+ No. . Recurring Type | Time Start Email
_ E-Learning Summary L
Q ? Email Sending i M T

Employee Data Verification
No data to display

Family Birthday Notification
Family Identity Expiry
No data 16 | jopiin, Evnin,
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Select Employee Data Verification under Job Type for creation of Employee Data

Verification record.

Job Type Pa roll Interface Data Verificatioi -

Open Class Evaluation (Completion Rate) o

=% | No.  OT Compensation Processing Recurring Type | Time Start Email

Q Q Payroll Interface Data Verification . o o

PDPA Agreement
a 1 PDPA Process Daily 11:22 sophia.soong@biposervice.com

Probation
Page 1 of |
Push Notification Sending -

Select Payroll Interface Data Verification under Job Type for creation of Payroll

Interface Data record.

After the Scheduled Job has been run, pending submission task will be auto created
for the submitter as per Schedule Job Setting and Submitter Payroll Setup. Submitters
can click the Pending Submission which links to Employee Data Verification or Payroll

Interface Data screen for submission.

Access: ESS > Dashboard

HR H\.RJ\H.
Welcome, FARAH

Monday, August 16, 2021
[ o [Employee Data Verification] 1 record(s) pending your submission |

Welcome, Andrew (Z{EE&

Monday, August 16, 2021
o [Payroll Interface Data Verification] 1 record(s) pending your submission |

Submitters will be able to submit the records using ESS Employee Data Verification

and ESS Payroll Interface Data screens.
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Access: ESS > HR Operation > Pre-Payroll Processing > Employee Data Verification

HR

cav

Empiayee Oata Verficstion

(-] ] o]

Access: ESS > HR Operation > Pre-Payroll Processing > Payroll Interface Data

HR

Employee Data Veriication C Ay

e o [ o ]

Reminder Job for Employee Data Verification and Payroll Interface Data
Users will be able to setup reminder for Employee Data Verification and Payroll
Interface Data Submission. Submitter will receive an email with a list of pending

submission list according to the Reminder setting.

Reminder Type  Employee Data Verification Submission

2309711f-2188-4160-876a-fd 1bbd 16730f

mission Reminder #1

Employee Range _((TolEmployee PayGroupCode="M)
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Reminder Type

1 Payroll Interface Data Verification Submission Reminder #1 PDV - Payroll Interface Data Verification Submission 3 2 0100 0105 v

z P

Payroll Processing with Payroll Preparation

If the system config UsePayrollPreparation parameter is set to Y, the Payroll
Processing screen will be amended as below. A new checkbox Include payroll interface
has been added. The employees of the Pay Run selected will be ordered by new joiner,
followed by employees with Exit Date and the other active employees.

Access: Payroll Module > Payroll > Payroll Processing

Date Resign

31/03/2021

% % %0 4
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Pay Year 2021 -

Pay Group M - Singapere Payroll

Pay Run

-- Please select -

5G2021-03-01 - Whole Month Mar 2021 [M]

Before performing payroll processing, make sure the Pay Run’s Employee Data

Verification is approved. If it is not approved, the Pay Run will not be shown in the Pay

Run dropdown.

/e Manth Mar 2021 [M]

31/03/2021

31/03/2021

iang Jin Yu 01/01/2021

1. Select Pay Year, Pay Group and Pay run.
2. Select Employees to be processed.

3. Click Process button.

31/03/2021

B

f there is pending Ad-hoc Allowance record, system will prompt ‘Ad-hoc

Allowance for this pay run is pending for approval. Confirm to proceed the payroll

processing without including those data?’
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5. If users do not wish to include the pending ad-hoc allowance, click OK to proceed
with payroll processing and the pending records will not be included.
If users wish to include the pending ad-hoc allowance, click Cancel. Approvers need to

perform the approval on the record, then only proceed with payroll processing.

Payroll Item Processing

Payroll Item Processing is a special function to compute specific items that are
excluded in the calculation of Payroll Processing. Payroll Item Processing is performed
after Payroll Processing has been completed.

Payroll Item Setup

Payroll Item should be setup to map the correct Item or Expression.

Access: Payroll Module > Reference > Computation > Payroll Item

o If Expression field is unticked, Item should be specified.

L
83
@
a
[

[PT) #AR_BASC - Asears Basic Pay

Al T [PT) #8A_BASC - Backpay Basic Pay

MNew racord added

o If Expression field is ticked, then Formula should be specified.
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# BIPO Payroll

ecial Payment

Table

Employes

==Pertanalz= = - Please select
- : (IR

Expressicn
[PM) [Ovartimadmaurt] « [PML [NetPay)

Performing Payroll Item Processing

Payroll Item Processing can now be processed after setting up Payroll Item. The Pay
Group, Pay Month, Pay Runs and Employee Range are needed to specify to process.

Access: Payroll Module > Payroll > Payroll Item > Payroll Item Processing

BIPO Payroll

# Home Pay Groups M

88 Task List

@ Payroll
Pay Runs W Run
Transaction ? ] | Pay Run Name

Payroll Processing vl VN2021-10-01 Whole Month Oct 2021 [M]

Payroll Summary Employee Range | (0=1)
Generate Record
Retro Payment

Payroll Item

Payroll Item Processing

Payroll item Record

Payroll Upload <
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Payroll Item Record

After performing the Payroll Item Processing, the calculated results will display in

Payroll Item Record.

Access: Payroll Module > Payroll > Payroll Item > Payroll Item Record

PayGroup M

Pay Run Whole Month Oct 2021 [M]

Employee | I
Amourt | Text

a Bl v v
Special Payment 63,562.300.00

Payroll Item Report
All items calculated in Payroll Item Processing can be viewed in Payroll Item Report.

Access: Payroll Module > Report > Payroll > Payroll Item

4l +[e]efals]

Whole Month Oct 2021 [M]

Report Display

Cost Centre By Allowance
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Payroll Item in Payslip

The calculated Payroll Item can also reflect in payslip upon setting up the Payslip

Statutory.

Note: Payslip Statutory is currently open to Country = VN, further enhancement will

commence to open this feature to more country.

Access: Setup > Setting > Field Selection > Payslip Statutory

Select  Puypip

Field
ndat:
Cap
Sig O -S—————
Payslip
BIPO Service (Viet Nam) Ltd.
Employe Code/ ity Na
Postion / Chic Va Bank Code / M Noin Hing
Join Date / Ny Voo Lim ovosrzo7 it Date / Nosy NohiViée
No. O Dependont 2 Actual Pid Days/ Cong Thuc Te

ing Cac Khoan Trir

VND___6.909.000 |

Total / Téng

VND _ 63.562.300

Year to Date (2021)

[ Total Income. T Dependent Relel T

7u|
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Payroll Processing

Pay Year 2022
Pay Group -- Please select - -
Pay Run -- Please select - -
Joiners Resignees Others
Employee Range | (0=0)
Exceptions
Resignes Payment .. Please select-- = Delete zero net pay records that have no transaction
Mew Joiner Payment | -- Please select—- = %
Negative NetPay |- Please select—- ~
Payrall Interface Enabled | Description Date Start Date End Approval Cut-Off | Total Days Preview Interface

Leave Show pending
. records

Leave Status

Leave Encash Exit

Claim

Contract (Monthly)

Contract (End-Period)

Contract Benefit

Attendance [TEGO1]

Loan

Once the Pay Run is setup, the Payroll Processing will do all the calculation and
processing of the items in the Pay Run.
Access: Payroll Module > Payroll > Payroll Processing

1. Select the Pay Year.

I Pay Year 2022 -

2. Select the Pay Group.

I Pay Group SGM - Singapore Manthly Payrol -

3. Select the Pay Run that was setup at the Pay Run Setup.

I Pay Run 5G2022-06-01 - Whole Month Jun 2022 [SGM] v

4. User can specify if employees to process is only for:
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Selected Value : V] Select all / none.

56002 - Employee A Employes A 2 | Code Name Join Date Exit Date
¥ ¥ ¥ Mhd
Wl SGO02 | Employee A Employse A | 02/01/2023

Selected Count: 1

== e

e Joiners — Employees whose Join Date is within the coverage of payroll to
process

e Resignees — Employees whose Exit Date is within the coverage of payroll to
process

e Others

Apply the required ranged at the Employee Range or simply indicate the value

(0=0) which meant all employees.

Employee Range | (0=0)

5. Exceptions displays various payroll check conditions. When the checkbox is ticked,
the transaction and employee information would be checked during payroll
processing. System will reference to the preset condition to generate excel file(s)

to indicate the changes detected from the processing result. Default is ALL.

Exceptions

Note:

Activity Details to note

* Definition of the word ‘Exceptions’ used here is “to

identify something that is not included in a rule, group, or

Pay Processing >
list or that does not behave in the expected way”.
Exceptions
* Exceptions conditions checkbox list will be displayed

according to Country/Region selected.
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When payroll processing is run the first time, system will
generate excel file(s) as change is detected because
records are empty and after processing stores the
computed results.

For subsequent payroll processing, exceptions excel files
will be generated when change is detected due to payroll
processing run OR to highlight/remind the administrator

of details that are to be verified.

For this illustration, Country/Region = Singapore.

Click - to open the exceptions pop-up.

v All

Pay Summary - Total basic pay
exceeds salary gross.

Change in CPF Type from
Previous Payroll Period.
Company has been changed.

CPF Additional Wage is capped
CPF Year End Adjustment.

Join Date is after the Pay Period
End.

Date Exit is before the Pay
Period Start.

Deleted due to zero net pay.

Differ in CPF Code. Perform retro
processing if required.
Employment Pass
expired/canceled in current
month.

Negative AW/OW - Reminder to submit Transaction Deleted
refund or claim from CPF Board .

. . Work Permit expired/canceled in current
New employee in current pay period

month.
New Payroll Summary record. Zero Net Pay.
No Currency Exchange Setup. Zero Employee Fixed Salary.
No FWL Amount paid. Zero Transaction Amount.

Date Start for Recurring Allowances is

No SDL Amount paid. earlier than Employee Join Date.

Has amount in salary variable not Reminder to update Date End for Recurring
applicable for this country. Allowances.

Not Paid in First Month of Join Has SDL for Previous Months Resignee.
Overlap/duplicate pay transaction/pay Deleted due to Employee Salary Detail not
transaction detail records. found.

Pay Summary - Posted overseas with no CPF Contribution Date Start/End is out of
SDL. range with the Payroll Transaction Period.

Date Start of Pay Transaction Detail <>

Pay Group has been changed Current Employment.

OK Cancel

If tick All checkbox, the following is a scenario where this exceptions are generated:

a. When the payroll processing is performed the 1%t time:

A B c D E F
PayRunCode PayRunName Source EmployeeCode  EmployeeName Remarks
5G2022-08-01 Whole Month Sep 2022 [SGM] Pay Summary - Zero Net Pay SG1105 Employee SG1105
SG2022-09-01 Whole Month Sep 2022 [SGM] Employee - Identity Number is undefined for CPF contributor. SG2001 Employee SG2001
5G2022-08-01 Whole Month Sep 2022 [SGM] Employee - Company has been changed SG0015 Employee SG0015  BIPOSG » CA
SG2022-09-01 Whole Month Sep 2022 [SGM] Employee - Has salary arrears record SGO034 Employee SG0034
5G2022-09-01 Whole Month Sep 2022 [SGM] Employee - Resignee in current pay period. 5G2001 Employes SG2001
SG2022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Transaclion Created SG0001 Employea SGO001  #SG_CDAC
5G2022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Transaction Created SG0032 Employes SG0032  #SG_CDAC
SG2022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Transaction Created SG0034 Employaa SG0034
5G2022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Transaclion Created SG2001 Employes SG2001
86G2022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Transaction Created SG9901 Employea SG9901
022-09-01 Whole Month Sep 20; | Pay Transaction - Transaclion Created 001 Employes SG2001

-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Transaction Created 0009 Employae SGO009

09-01 Whole Month Sep GM] Pay Transaction - Transaction Created 560018 Employee SG0018
86G2022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Transaction Created 5G0020 Employee SG0020
5G2022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Transaction Created 561104 Employee SG1104  SG_AHOU_ALLW
5G2022-09-01 Whole Month Sep 2022 (SGM] Pay Transaction - Transaction Created 5GO00S Employae SGO005  SG_AMOB_ALLW
562022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Transaction Created SGO014 Employee SG0014  SG_AMOB_ALLW
5G2022-08-01 Whola Manth Sep 2022 [SGM] Employee - Excluded dua to Salary Arrears 5GO004 Employee SG0004  DJ=2022-09-01
562022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Dale Start for Recurring Alowances is earlier han Employee Join Date.  SG0020 Employee SG0020  SG_AHOU_ALLW

b. When the 2" time payroll processing is performed:
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A B [#] D E F
PayRunCode  PayRunName Saurce EmployeeCode EmployeeName Remarks
5G2022-03-01 Whole Month Sep 2022 [SGM] Pay Summary - Zero Net Pay SG1105 Employee SG1105
$62022-09-01 Whole Month Sep 2022 [SGM] Employee - Identity Number is undefined for GPF contributor. 562001 Employee $G2001
562022-08-01 Whole Month Sep 2022 [SGM] Employse - Company has been changed SGO015 Employee SGO015 BIPOSG 3 CA
$G2022-09-01 Whale Month Sep 2022 [SGM] Employse - Has salary arrears record SG0034 Employee SG0034
5G2022-03-01 Whole Month Sep 2022 [SGM] Employee - Resignes in current pay period 562001 Employes SG2001
$62022-09-01 Whole Month Sep 2022 [SGM] Employee - Excluded due to Salary Arrears. $G0004 Employee SGO004 DJ=2022-09-01
562022-08-01 Whole Month Sep 2022 [SGM] Pay Transaclion - Dale Start for Recurring Allowances is earlier than Employee Join Date.  SG0020 Employee SG0020 SG_AHOU_ALLW

Source : Pay Transaction — Transaction Created rows have been removed as
in the pay processing second time, there are no changes to pay transaction
records.

When the 3™ time payroll processing is performed, a similar exception excel
will be generated, as some of these information would require the
administrator to action, therefore, this excel functions as a reference

reminder list.

A B c D E F
PayRunCode  PayRunName Source EmployeeCode EmplayeeName Remarks
§G2022-09-01 Whole Month Sep 2022 [SGM] Pay Summary - Zero Net Pay SG1105 Employee SG1105
§G2022-09-01 Whole Month Sep 2022 [SGM] Employee - Identity Number is undefined for CPF contributor SG2001 Employee SG2001
§G2022-09-01 Whole Month Sep 2022 [SGM] Employee - Company has been changed. SG0015 Employee SG0015 BIPOSG » GA
SG2022-09-01 Whole Month Sep 2022 [SGM] Employee - Has salary arrears record. SGO034 Employee SGD034
$G2022-09-01 Whole Month Sep 2022 [SGM] Emplayee - Resignee in current pay period $G2001 Employee SG2001
$G2022-09-01 Whole Month Sep 2022 [SGM] Employee - Excluded due to Salary Arrears. SG0004 Employee SG0004 DJ=2022-09-01
§G2022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Dale Start for Recurring Alowances is earlier than Employee Join Date.  SG0020 Employee SG0020 SG_AHOU_ALLW

Note: if there are no changes done to the employee in this list, the exception
report will keep repeating the exception details to highlight/remind the

administrator of details that are to be verified.

When the payroll processing is performed after employee SG2001’s record is

updated with the Identity Number:

A 8 c D E F
ayRunCode  PayRunName Source EmployeeCode EmployeeName Remarks
G2022-09-01 Whale Month Sep 2022 [SGM] Pay Summary - Zero Net Pay. 5G1105 Employee SG1105

G2022-09-01 Whole Month Sep 2022 [SGM] Employee - Company has been changed SG0015 Employee SGO015 BIPOSG » CA
62022-09-01 Whole Month Sep 2022 [SGM] Employee - Has salary arrears record 5G0034 Employee SGO034

G2022-09-01 Whole Month Sep 2022 [SGM] Employse - Resignee in current pay period 5G2001 Employes SG2001

G2022-09-01 Whole Month Sep 2022 [SGM] Employee - Excluded due to Salary Arears. SG0004 Employes SGO0D4 DJ=2022-09-01
G2022-09-01 Whalo Month Sep 2022 [SGM)] Pay Transaction - Date Start for Recurring Aowances is earfier than Employee Join Date.  SG0020 Empioyea SG0020 SG_AHOU_ALLW

Note: the row Source : Employee — Identity Number is undefined for CPF
contributor is not displayed. However, the other rows are still displayed with

the similar message.

When the payroll processing is performed after employee SG0001’s has a pay

transaction record added:

A B D E F
PayRunCode PayRunName Source EmployeeCode EmployeeName Remarks
5G2022-09-01 Whole Month Sep 2022 [SGM] Pay Summary - Zero Net Pay. S5G1105 Employee SG1105
$G2022-03-01 Whole Month Sep 2022 [SGM] Employee - Company has been changed 560015 Employee SG0015 BIPOSG » CA
§G2022-09-01 Whole Month Sep 2022 [SGM| Employee - Has salary arrears record 5G0034 Employee SG0034
5G2022-08-01 Whole Month Sep 2022 [SGM] Pay Summary - Net Pay is Different from Previous One 5G0001 Employee SGO001
$5G2022-08-01 Whole Month Sep 2022 [SGM] Employee - Excluded due to Salary Arrears 5G0004 Employee SG0004 DJ=2022-08-01
$5G2022-09-01 Whole Month Sep 2022 [SGM] Pay Transaction - Date Start for Recurring Allowances is earlier than Employee Join Date.  SG0020 Employee SG0020 SG_AHOU_ALLW
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Note : the row Source : Payroll Summary — Net Pay is Different from Previous
One is displayed. Reason being with the pay transaction record added,

followed by pay processing, the Pay Summary are updated.

6. User can select the payment method for resignees, new joiner or for scenarios such
as negative net pay and staff without bank account under the following filed
Resignee Payment, New Joiner Payment, Negative Net Pay and Without Bank
Account. Click on the drop down arrow on each field’s and the available payment

would be Bank, Cash, check, E-Wallet or put on Hold.

Resignee Payment -- Please select -- = Delete zero net pay records that have no transaction
MNew Joiner Payment | _. please select -- / I
Megative Net Pay Please select -

Note: If not selected or - - Please select - -, default would be Bank
7. For employee(s) Without Bank Account, the available payment would be Cash,

Check, E-Wallet or put on Hold.

Without Bank Account | .. please select -- =
 ‘> ash

8. Tick Delete zero net pay records that have no transaction if applicable so
employee(s) with zero net pay records that have no transactions will be deleted

from the pay summary record.

Resignee Payment -- Please select -- = I Delete zero net pay records that have no transaction
New Joiner Payment -- Please select -- =
Megative Net Pay -- Please select --
Without Bank Account | -- Please select --

9. Once done, click Process button to proceed with the processing.

10. Once the process is done, the following message will appear.
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Process Completad. 9.23 seconds elapsed.

Payroll Interface
Payroll Interface is used to integrate data from other modules such as Leave, Claim,
Attendance and other modules to Payroll Module to be process as

allowances/deductions during processing.

Payrell Interface Enabled Description Date Start

AN N N L N N N VA N S N AR L NN

To enable the selection of multiple interfaces as seen from the sample screenshot
above for payroll processing, it is required to configure the Payroll Interface pior to
processing, otherwise system will not be enabled for interface selection.

To configure Payroll Interface, please refer to Payroll Interface User Guide

Payroll Interface during Payroll Processing

Once Payroll Interface has been configured, the Payroll Interface fields in Payroll
Processing screen can now be used to specify the relevant information, including the
date coverage to be included in the calculation.

NOTE: Ensure to do Leave Processing or Claim Processing prior to Payroll Processing

so data from other modules will be calculated and included in Payroll Processing.
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Payroll Interface Enabled | Description Date Start Date End Approval Cut-Off | Total Days

v Unpaid Leave [LIGO2] 01/03/2023 31/03/2023 Show pending
records

AR

Leave Status
Leave Encash Year End

Leave Encash Unconsumed

Leave Encash Exit 01/03/2023 31/03/2023
LWE Encash Unconsumed 01/03/2023
LWE Encash Exit 01/03/2023 31/03/2023

Contract (Monthly)
Contract (End-Period)

Contract Benefit

Daily [TEG03] 01/03/2023
OT Compensation 01/03/2023
Loan

ANA N NE S MR VA NE NA VR YA N

Click on the pencil button to setup the interface prior to executing payroll processing.
Note: Only items that are configured in Reference > Payroll Interface will only be

displayed in the above selection screen. Refer to Payroll Interface User Guide for

further information.

Leave and Claim

& %4 Leave 01/02/2023 28/02/2023 23/02/2023
Description 5% = [z + | Date Start 01/02/2023
Enabled v Date End 28/02/2023
Count Total Days | -- please select -- - Approval Cut-Off | 23/02/2023

e

, i Claim 01/02/2023 28/02/2023 23/02/2023
Description CL - Claim - Date Start 01/02/2023
Enabled v Date End 28/02/2023
Count Total Days | -- Please select -- - Approval Cut-Off | 23,02/2023

v OT Compensation 01/02/2023 28/02/2023 23/02/2023
Description OTC - OT Compensation ~  Date Start 01/02/2023 -
Enabled v Date End 28/02/2023
Count Total Days | - please select -- . Approval Cut-Off | 23/02/2023

a. Description —Default to the item to be interfaced to payroll. This is setup in Payroll
Interface setup page.

b. Enabled - Tick to enable. If untick, system will not include this item to be interfaced
in payroll.

c. Count Total Days — Select if include holiday or exclude holiday. Default is undefined.
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d. Date Start / Date End — Select the Date Start and Date End coverage. Leave within
the specified range will be included to be interfaced in payroll.
Note: This fields needs to work together with Cross Month fields in Payroll

Interface. Please refer to the Payroll Interface User Guide for more information.

e. Approval Cut-off — User can specify the cut-off date for approval to be included.

Note that if undefined, it will follow what has been set in Pay Run master.

Code $G2023-02-01 Value Date 27/02/2023
Name Whole Menth Feb 2023 [SG_Meonthly] Month Start 01/02/2023
Run Type Whole Month - Month End 28/02/2023
Pay Group 5G_Monthly - 5G_Monthly Payroll Show Payment Date (Payslip)
Pay Batch +|  Additional Wage Pay Date

Date Start 01/02/2023 . OT Start (Payslip Display)

Date End 28/02/2023 - OF End (Payslip Display)

Remarks Arrears Cut-Off

No of Locked 0 [#pproval cur-cit 23/02/2023 -]

No of Unlocked 1 : Show in Payslip (ESS) 28/02/2023

Leave Status, Claim Status, Leave Encash Year End and Leave Encash Unconsumed
Some items such as Leave Status, Leave Encash Year End and Leave Encash

Unconsumed will only display Description and Enabled.

Description | VS - Leave Status ~| Enabled |y

e

Description | CLS - Claim Status ~| Enabled |y

Note: Ensure the Enable is selected if there is a need to include Claim Status and Leave
Status to calculate the balance claim/leave as part of payment or deduction. Refer to

Payroll Interface User Guide on how to set up this as deduction/allowance before

payroll processing.

Leave Encash Exit, LWE Encash Exit

Leave Encash Exit and LWE Encash Exit will display the same fields with Leave except
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that dates would be referring to exit start and exit end.

& Leave Encash Exit 01/02/2023 28/02/2023
Description LVER - Leave Encash Exit ~  ExitStart |01/02/2023 ~
Enabled v Exit End  28/02/2023 -

Count Total Days | -- Please select --

1. Once dates in Payroll Interface have been setup and Enabled button have been
ticked for each items to be included, click Process button.
2. After payroll processing, the calculated leave and claim application (if there is

outstanding application) will now be included in Payroll Summary.

Pay Group

Pay Run

Employse 56002 - cnloyss A cloyss A c B ol rployee 1

Preview Interface

Payroll Interface Enabled | Description Date Start Date End Approval Cut-Off | Total Days

v Unpaid Leave [LIG02] 01/03/2023 31/03/2023 Show pending
records

Leave Status
Leave Encash Year End

Leave Encash Unconsumed

Leave Encash Exit 01/03/2023 31/03/2023
LWE Encash Unconsumed 01/03/2023 31/03/2023
LWE Encash Exit 01/03/2023 31/03/2023

Contract (Monthly)

Contract (End-Period)

Contract Benefit

Daily [TEG03] 01/03/2023

OT Compensation 01/03/2023

AR A NN NE VA NE SR NE SR A VAN

Loan

User can use the Preview Interface function to preview and check whether the
selected codes, start date and end date, approval cut-off dates and etc. has been
selected accordingly before performing the actual Payroll Processing. If it is selected
correctly, system will be able to generate an Excel file with the relevant fields and code

in it. User can use it to check prior to processing.

EmployeeCode  EmployeeName  CompanyCode LeaveCode LeaveStart LeaveDate LeaveAmount ApprovalDate Allowance( CalendarCt WorkDays Type ApprovalStal
1001 John Tan BIPOMY UPL 15/03/2023 15/03/2023 1 16/06/2023 MYNPL ~ Cal_ACCT 311 A

1001 Jofn Tan BIPOMY UPL 28/03/2023 28/03/2023 1 MYNPL  Cal_ACCT 311 PA

1001 John Tan BIPOMY UPL 20/03/2023 20/03/2023 1 16/06/2023 MYNPL ~ Cal_ACCT 311 A

1001 Jofin Tan BIPOMY UPL 20/03/2023 21/03/2023 1 16/06/2023 MYNPL  Cal_ACCT 311 A
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Show Pending Records — once this is ticked, system will also include all pending records

(approval) in Excel, however, these pending records will not be process in Payroll.

Hence, it is useful for user to know which items are still pending for approver and will

not be included in Payroll.

EmployeeCode EmployeeName CompanyCode  LeaveCode  LeaveStart LeaveDate LeaveAmount ApprovalDate Allowance( CalendarC< WorkDays Type ApprovalSta
1001 John Tan BIPOMY UPL 15/03/2023 15/03/2023 1 16/06/2023 MYNPL  Cal_ACCT 311 A

1001 John Tan BIPOMY UPL 28/03/2023 28/03/2023 1 MYNPL  Cal_ACCT 311 PA

1001 John Tan BIPOMY UPL 20/03/2023 0/03/2023 16/06/2023 MYNPL ~ Cal_ACCT 3 A

1001 John Tan BIPOMY UPL 20/ 16/06/2023 MYNPL ~ Cal_ACCT 31 A

No approval. Will only show in
Excel but will not be included in
Payroll Process

Payroll Summary

The Payroll Summary can be used to check whether the pay is processed correctly. This

is used to check the breakdown of payments per employee including the statutory.

Alternatively, user can use Payroll Summary Report.

Access: Payroll Module > Payroll > Payroll Summary

Pay Group - All -- ~ | Normal - Join Date ~ Departme ~
Pay Run - Please select - M Confirmec ~ CPF Methi +
Employee -- Please select -- - Total Employes 0

Exit Date ~

Manager -

1. Select the Pay Group:

I Pay Group SGM - Singapare Monthly Payroll = I

2. Select the Pay Run which you wish to check at:

I Pay Run 5G2022-06-01 - Whole Month Jun 2022 [SGM] -

3. Select which Employee that you wish to check:

I Employee 5GO001 - Scarlett Sim Xue Er - I

Once selected you should see the pay details of the employee for that specific pay

run.
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Pay Group - All - - | Normal - Join Date Departmen v | MAR - Marketin¢| | Exit Date =
Pay Run - le Month Jun 2022 [SGM] - Confirmed ~ CPF Methor ~ || #C - Singaporea| |Manager  ~||SGD005 - Mitch |
SGO001 - Scar (e Er - ployee: 25 S \
Employee 5G0001 - Scarlett Sim Xue E Total Employee: 25 Spreadsheet View
Basic Pay 1200000 *+ |7 OpeninPay Transaction Locked
Overtime Amount 103845 = [ | # | Type | Code Name Quantity Amount | Source | PTD
Unpaid Deduction 0.00| - ") N #5G_CDAC Fund - CDAC 3.00 Fund 4]
R— ol - o Overtime 1.5 (C) 10.00 Entry 2
N Service Fee 50.00 Entry [
Deductions (CPF) 0.0 -
{ 0.00 = chow Al Value Date 20/06/2
13
Remarks

NS Pay 0oo| - | -

Y CPF Type s Payment Bank - =
CPF Emplayes 120000 - [

Date Payment -
Allowances (Non-CPF) 000 T M| process
Deducticns (Mon-CPF) 300 - |
"

CPF Employer 1,020.00 |
MsO 0.00
Skill Development Levy 1125
Foreign Worker Levy 0.00

=3 7

4. For Spreadsheet View checkbox, if ticked, it will enable user to view all employees’

payroll record within the same Pay Run.

| Spreadsheet View
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5. It will be displayed in spreadsheet table format at the bottom of the Payroll

Summary page, as shown:

yroll Summ. 2 v
Pay Group - Al -- - || Normal - Join Date  ~ || 01/07/2016 (Fri)| | Departmer ~ || MAR - Marketin | |Exit Date -
Pay Run 5G2022-05-01 - Whole Month Jun 2022 [SGM] M Cenfirmed = || 30/12/2016 (Fri)| | CPF Metho = || #C - Singaporea | Manager = || SGO005 - Mitch
Employee SGO001 - Scarlett Sim Xue Er - Total Employes: 25 ] Spreadsheet View
Basic Pay 1200000 *+ [ COpenin Pay Transaction Locked
Overtime Amount 103846 * Wl 2 | Type | Code Name Quantity Amount | Source | PTD
Unpaid Deduction ool - N | #SG_CDAC Fund - CDAC 300 3.00 | Fund 0
Allowances (CPF) ol ¢ v 0] SG_ACT15 Overtime 1.5 (C) 1000 103846 | Entry 2
N SG_ASVCFEE Service Fee 50.00 5000 | Entry 4]
Deducticns (CPF) 000 -
71 Show Al Value Date 30/06/2022
Total Pay 1303846
Remarks
NS Pay 000 -
v Y ChrType  |ac Payment [] |Bank - B
CPF Employee 120000 - o
Age 27 yrs 08 mths Date Payment -
Allow: Mon-CPF, =
owances (Non-CPF) 200 | | ast Process HRSG - 01/08/2022 (Man) 16:07
Deducticns (Non-CPF) 300 - ¥
MNet Pay 11,885.46
CPF Employer 1,020.00 W
MSO 0.00
Skill Development Levy 11.25
Foreign Waorker Levy 0.00

]

Employee Code Employee Name Current Salary Gross Met Pay
7 7 7 7
5G0001 Scarlett Sim Xue Er 12000.00 1188546
5G0002 Brendan Jones 280000 224000
5G0003 Rebecca Seow Yi Fang 300000 2400.00
SG0004 Karen Johnson 2500.00 2000.00
5G0005 Mitch Han 7000.00 6050.00
5G0007 Hadfidz Bin Muhammed 3000.00 2400.00
5G0008 Suneeta D/O Gopal 4500.00 3600.00
5G0009 Tan Swee Leng 4000.00 3250.00
SG0010 William Smith 450000 4118.00
5G0011 Prithi Kumal D/O Prakesh 350000 2800.00
100.768.00 87,010.46

<+ 3

Page 10f 3 (25 items) B : : @
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Spreadsheet View field layout can be configured in Field Selection, as show:

Access: Setup > Setting > Field Selection > Select: Payroll Summary

Select | Payroll Summary -
+ No. | Field Caption
& 1 | CurrentSalaryGross
ra 2 | NetPay
Page 1 of 1 (2 items) n Page Size |10~

Once the Payroll Summary configuration is done, the Spreadsheet View checkbox
will auto appear in the top right corner of Payroll Summary screen. Note: If the
configuration us NULL, then the Spreadsheet View checkbox will not appear.

6. To add other allowance, deduction, or provision, click:

| Cpen in Pay Transaction I Locked
Type | Code Name Quantity Amount | Source | FTD
N #5G_CDAC Fund - CDAC 3.00 3.00 | Fund 0
9] SG_ACT15 Overtime 1.5 (C) 10.00 1,038.46 | Entry 2
N SG_ASVCFEE Service Fee 50,00 50.00 | Entry 0

7. The system will open another tab showing the following screen:

Pay Group | --All - v | Mormal A Join Date ~ || 01/07/2016 (Fri) Department

Pay Run 562022-06-01 - Whole Month Jun 2022 [SGM] med Date 3002206 ) CPE Method

Confir ~ | |#C - Singaparean Manager -
Scariett Sim Xue Er - B Show Details

Employee  SGOI

% N[N O+

Note: To be able to select the employee from the Employee field drop-down list
when running the Pay Run for the first time, i.e. first entry for the Pay Run, please
ensure that an initial Payroll Processing must be carried out before being able to

select the employees in the Payroll Transaction’s Employee drop-down list.
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There is a config setting to allow system to display the existing employees within
the Pay Group that had run payroll process previously, however, for new
employees that are running the payroll for the first time, there is still a need to
run the initial payroll process before any transaction entry.

Access: System > Config > Payroll > Section: Parameter > AllowPTInputSalaryRun

Name AllowPTInputSalaryRun
Value ¥
Description Y=Yes, N=No, To allow select employee for Salary Run (1st Half Month, 2nd Half Month, and Whele Month) without deing Payroll Processing
Update \ersion
=

8. There are 2 types of transaction for input:
a. Payroll Transaction

Click +. Select the allowance, deduction or provision to add to Allowance field.

Allowance Type/ Wage/ Quantity Rate Formula Amount | Source
+ Proration

Allowance TRP - Transport Allowance - Source Entry -
Quantity 200.00 Status Locked -

Rate 1.0000 Basis Amount 0.00
Formula 0.0000 Source Amount 0.00
Amount

Occured Date -

Enter the quantity amount in Quantity Field and click Update button.

b. Payroll Transaction Detail

Click +. Select the allowance, deduction or provision code to add to Allowance

field.
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Click Update button to expand the payroll transaction detail record as follows:

017 Seam Rt Tavapor ombursemars. | A78iwW || aza)] | v [ oo | a0 ey Il )| 005 [Locked || HASE - G1/SA/0EE (Mor) 1882 |
ATP_REIM - Transport Smmiursement

p—

+

a
#b 0
ED msovmn - meemm o was - o =

m
o | oo |

Input the transaction details for Date Start, Date End and Quantity.
e Click = tosave the transaction detail record.
e Click Update button to save the whole record.

9. Go back to Payroll Summary and click the Process button to recalculate the added
allowance. This is important step to ensure that the system will be refreshed with
the newly added payroll data.

Note: There is a system config UsePayMonthinsteadOfPayGroup that can be enabled

to use Pay Month as filter.

Access: System > Config > Payroll > Parameter

& Parameter UsePayMonthinsteadOfPayGroup =N, KR=Y

he Payroll Summary, Payroll Transaction and PT By Allowance screen.

Access: Payroll Module > Payroll > Payroll Summary

[ : 1

Employss

This will also reflect in Payroll Transaction and PT by Allowance.
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Access: Payroll Module > Payroll > Transaction > Payroll Transaction

nnnnnnnnn

Payroll Summary Report

This report generates the monthly processed data. Use this report to check for
compliance with the Payroll Instruction Template submitted by client.

In this report format, you would be able to check for headcount changes, ensure that
interface records are imported correctly.

Access: Payroll Module > Report > Payroll > Payroll Summary

E

v

W PayRus

|  5G2022-08-01 Whole Month Jun 2022 [SGM]

-8080808

=) o

Input all the relevant parameters:

e Select Report (3 report templates are available)

e Pay Source

e Pay Type

e Payrun

* Check box items (select where required)

e Data generation via Preview, Export, Spreadsheet options are available.

e Query setup. Click on the n button to define the conditions. To know more

about Query, please click this link.
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Sample system generated report ‘Listing with Details #2’:

12/08/2022 (Fri) 11:00

BIPO Service

Payroll Summary

S$G2022-06-01
Range: ({Employee Code between ‘SG0001" and 'SG000Z))

HRSG - Page 1 of 1

Employee Code/Name Basic Pay Allowance Deduction Net Pay Employer
Salary Gross Total Pay

Scaret Sim XueEr TT51364 & g

Brandan Jones | 2w e T

2,300,
Grand Total 2 2 2
E 1583345 2 z z 2
Z- Zaro P
M- Negztive Pzy
- Hold
P . -
Sample system generated report ‘Listing with Details
( Select Report Listing with Details - ).
BIPO Service
Payroll Summary
12/08/2022 (Fri) 11:02 SG2022-06-01 HRSG - Page 10of 1
S st
et Pay Bank Cazh Hi SDL L
Deduct CFPF Total Pay Allow NCPF NCPF Net Pay Emper CPF
Scarlett Sim Xue Er 12.000.00 0.00 11.913.84 0.00 1125 0.00 0.00
12.000.00 1.038.46 000 13,038.46 <300 11913.84 222000
103845 1 1 Fund - CDAC
Reimb 1
2,800.00 2.800.00 0.00 0.00 224000 0.00 0.00 0.00 7.00 0.00 0.00
2,800.00 0.00 0.00 0.00 0.00 2,800.00 -560.00 0.00 0.00 2,240.00 476.00 1.036.00
Amount HC Deductions (CFF), Amount HiC = {Non- Amount HT Deductio HC
for g y/Bank/Cheque/C: DUFWLMSO [i} 0 2 0 0 0 2 0 [i}
‘Grand Total 2 14300.00 0.00 0.00 000 14.153.84 0.00 0.00 0.00 18.25 0.00 0.00
14,800.00 1.038.46 0.00 0.00 1583846 -1.760.00 7838 -300  14,153.84 496.00 3,256.00
Amount HC Deductions (CFF), Amount HiC L Deductio HC
103845 1 Fund - CDAC
Sample system generated report ‘Listing” ( ~"""" "2 )
BIPO Service
Payroll Summary
12/08/2022 (Fri) 11:02 SG2022-06-01 HRSG - Page 1of 1
Employ 0 Izt Pay Bank C Cazh Hald SDL FWL N
D: ign ic Pay Deduct CPF Total Pay  Emplee CPF Allow NCPF educt NCPF Net Pay Emper CPF Total CPF
Scarlett Sim Xue Er 12.000.00 12.000.00 0.00 0.00 11.913.84 0.00 0.00 0.00 1125 0.00 0.00
01/07/2016 12.000.00 1.038.46 0.00 0.00 0.00 13,03846  -1.200.00 7838 -3.00 1191384 1.020.00 2.220.00
5G0002 Brendan Jones 2,800.00 2,800.00 0.00 0.00 2,240.00 0.00 0.00 0.00 7.00 0.00 0.00
2000772017 2,800.00 0.00 0.00 0.00 0.00 2,800.00 -560.00 0.00 0.00 2,240.00 476.00 1.036.00
Headcount for NS/0+NegNetPay/Bank/Cheque/Cash/Hold/SDLFWL/MSO 0 o 2 0 0 0 2 o 0
Grand Total 2 1480000 0.00 14.800.00 0.00 0.00 1415384 0.00 0.00 0.00 18.25 0.00 0.00
14,800.00 03346 0.00 0.00 0.00 1583846  -1780.00 7838 -300 1415384 1.496.00 3.256.00
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Creating Allowance

Allowances are pay items that can be added or subtracted from the employees pay.
Each company will have their own sets of Allowances.

Access: Payroll Module > Reference > Allowances > Allowances

1. To search /filter for an allowance, use the top row.

: v |
%+ | eg Code am ateg ation Nage Type a solete
Q v ¥ . |
& oba
&  Giob No
# Cicba No
& Giobal No
Vs oba! No
& Globa No
4 obal dit No
& oba New Joiner Hold Payment  Deduction Additional No
4 CPF
& =5 Non-CPF o
Page 16f 11 (101 ftem ® PageSize 10~
2. Click * toadd anew allowance.

Country/Region | Code Name Type Category Proration Wage Type Formula Obsolete
Q - - - - - -
# | Globa ZAR_BASC Arrears Basic Pay Allowance Others No Proration Additional No
# | Globa #BA_BASC Backpay Basic Pay Allowance Others Additional No
# | Globa #BA_NET Backpay Net Pay Allowance Cthers Non-CPF No
# | Globa EBACK Back Payment Allowance Others Additional No
# | Globa #FHBP First Half Basic2 Deduction Basic Pay No Proration Ordinary No
# | Globa #HOLD Hold Payment Allowance Others No Proration Non-CPF No
# | Globa #NJ_BACK New Joiner Back Payment Allowance Others No Proration Additional Mo
# | Globa #NJ_HOLD New Joiner Hold Payment Deduction Others No Proration Additional Mo
# | Singapore #5G_ADJ_AWC | Adjustment AW Capping Provision Others Na Proraticn Non-CPF No
# | Singapore #SG_ADJ_OWC | Adjustment OW Capping Provision Others No Proration Non-CPF No

Page 1of 11 (101 items) n 2 3 4 5 [ 7 9 10 11 Page Size |10 ~

3. Fillin the respective fields.

Note: the statutory and other fields content would vary depending on the country

you are logged in.
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Country/Region Singapore - Fixed Allowance - Please select -
Code 5G_OTL1S Retro Yes -
Name OT Leave Encashment 1.5 Arrears Yes -
Type Allowance - Unpaid Codes
Category Others - Unpaid Offset -- Please select -+
Proration Work Day - Fixed Days MSO -- Please select -«
WWage Type Additional - soL Ves -
Formula AL - Annual Leave Encashment ~| NS Group M
Rate 15000 Tax Category 010 - Gross Salary/Fees/Leave Pay/CT Pay -
Basis Amount Method Quantity - Appendix 8B -- Please select --
Rounding Type -- Please select-- Taxable Group -- Please select -- -
Rounding Method -- Please select -- Reporting Group -
Rounding Amount 0.00 Include In Payroll Register | yes -
Exit Months 0 Payslip =
Delete when zero -- Please select -- = Payslip Grouping
Obsolete Mo -
Use In Bucget Module |- please select - = Payslip Display -- Please select -- -
Show Detail Period No -
Payslip Unit -
Show in Payslip Column 1 * | [¢] Hide when zera
Sequence In Payslip 0
Arrears Code -- Please select -- -
Backpay Code -- Please select -- T
=

Field Explanation

Country/Region Default to the country that this allowance is available to. This

would be depending on the country that you are logged in.

Code Allowance Code
Name Title of the allowance
Type ¢ Allowance - Payment

® Deduction - Deduction

® Provision — ER Contribution

Category e Basic Pay

* Overtime

¢ Unpaid

e Others

*Individual country’s related statutory such as:

o CPF Employee/Employer (SG)
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o MSO, NS Pay (SG)

o Sl Employee/Employer (CN)

o HF Employee/Employer (CN)
o MPF Employee/Employer (HK)
o EPF Employee/ Employer (MY)

Proration

e Calendar - This set Pay Code to follow the Calendar days to
calculate any payment, deduction of contribution

e Work Day - This set the Pay Code to follow ONLY the Work
Day per employee

¢ Roster - The set the Pay Code to follow the scheduled Roster
per employee

* No Proration

Wage Type

Singapore/Malaysia/Philippines Specific:

Wage Type for some allowance is required to be set as
Additional/Supplementary, such as Bonus. This is for tax and
other statutory calculation purposes

¢ Ordinary

¢ Additional/Supplementary

¢ Non-CPF/None/None-Taxable

Formula

This is to be setup under Payroll Formula menu

Rate

Multiplier of calculation

Basis Amount

Method

e Quantity

¢ Quantity x Rate

e Quantity x Formula
e Formula

e Amount

e Source Amount

Rounding Type

e Detail
e Summary

* Both

Rounding Method

The value in Rounding Amount will be rounded by:

e Down
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* Nearest
e Up
Rounding Amount Rounding Amount
Exit Months Any recurring/fixed allowance will still be paid in the Pay Run

of x months from this date resign months.

If:

e Exit Months=1

e Employee Exit Date = August

Then, the recurring/fixed allowance will still be included in
Resign Month + Exit Month (August + September since 1
month after August is September).

When Exit Month is <> 0 and resigned employee is who has
Recurring or Fixed Allowance(s), system will verify both start
date and end date of recurring allowance. This is to ensure

system will not overpay the employee.

Delete When Zero

Pay Item will not be displayed if zero amount.

Impact to Paid Days

This field will be enabled if:
e System > Config > Payroll > Parameter >
EnableActualPaidDays is setto Y.

e Allowance Category is: Overtime, Unpaid or Others

e Work Days is 14
e NPL2 (Non-paid Leave Allowance code) is a deduction

and value is 1 — Impact to Days is set to Yes.

Then, the Work Days becomes 13 (14-1).

Obsolete Used to disable a pay item

Fixed Allowance Fixed Amount

Retro Tag Yes if Pay Item will be used in Retro Payment
Arrears Tag Yes if used in Arrears
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Tax Category Pay Item will be reported to specified tax category

Reporting Group For reporting purposes, tag the pay item if Allowances,

Deductions, Overtime, etc..

Payslip Display * None

e Quantity

¢ Quantity x Rate

e Quantity x Formula

e Quantity x Rate x Formula

Payslip Unit Choose from Day, Hour if applicable

Show in Payslip Column in Payslip that this pay item will be grouped.

Sequence In Payslip | Sequence order in Payslip

4. Click Update button to save the Allowance.

Global Append Payroll Transaction

Global Append Payroll Transaction is used to import bulk payroll transactions to be
calculated in the payroll process.

Export Excel Template

There are three templates that user can choose. Each template has its own format to
suit the way of populating the payroll transaction by the user.

Access: Payroll Module > Payroll > Generate Record > Append Transaction

Step 1 Start a new Global Update v

Step 2 | Export Excel Template (Pay Transaction) H

Append from Excel (Pay Transaction)

Append from Excel (Pay Transaction Detail)

Append from Excel (Pay Transaction) Horizontal

Export Excel Template (Pay Transaction)

Export Excel Template (Pay Transaction Detail)

Export Excel Template (Pay Transaction) Horizontal
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Export Excel Template (Pay Transaction)
This template format is used for allowances that define Proration policy = “No

Proration”. Refer to Creating Allowance - Proration.

With “No Proration” selected, the following type of data will be required in the excel

template for uploading.

fil B C D E F
1 |EmployeeCode AllowanceCode Quantity CurrencyCode OccuredDate Remarks
2 | 5G0001 A _BOMUS|Bonus 1500
3
Field Description
Employee Code Employee Code
Allowance Code Refer to Payroll Module > Reference >

Allowances > Allowances to check the

Allowance Code.

Quantity Quantity of Allowance Code
Currency Code Optional field.
Occurred Date Optional field.
Remarks Optional field. Comment section to

indicate remarks.
Note: Do not enter any digits (1,2,3 ...
etc). System will not import the

template if having digits.

Export Excel Template (Pay Transaction Detail)
For this template format, it is used for allowances that define Proration policy =
‘““Calendar” / “Work Day”. Therefore excel template will incorporate Date Start and

Date End field. Refer to Creating Allowance - Proration.

With “Calendar” or “Work Day” selected, date range value of the allowance

earned/deducted is required in the excel template.
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A B D D E F G H I J K L M
EmployeeCode AllowanceCode Quantity DateStart DateEnd PIMOL PJMO02 PJMO3 PIMO4 PIMOS CurrencyCode OccuredDate Remarks
SG0001 A_OTL5|Overtime 1.5 5 16-Dec-23 22-Dec-23
5G0001 A_0OT1.5|Overtime 1.5 10 23-Dec-23 29-Dec-23
SGO001 A_OTL.5|Overtime 1.5 6 30-Dec-23 5-lan-24
SG0001 A_OTL5|Overtime 1.5 6  6-Jan-24 12-lan-24
5G0001 A_0OT1.5|Overtime 1.5 2 13-Jan-24 15-Jan-24

Field Description
Employee Code Employee Code
Allowance Code Refer to Payroll Module > Reference >

Allowances > Allowances to check the

Allowance Code.

Quantity Quantity of Allowance Code
Date Start Indicate the date start of reference
Date End Indicate the date end of reference
PJMO1 to PJMO5 Optional field.
Currency Code Optional field.
Occurred Date Optional field.
Remarks Optional field. Comment section to

indicate remarks.
Note: Do not enter any digits (1,2,3 ...

etc). System will not import the

template if having digits.

Export Excel Template (Pay Transaction) Horizontal
This Excel format displays Allowance Code that were created and saved in Allowance

Master in succeeding fields.

A B C D E
EmployeeCode #AR_BASC / Arrears Basic Pay #BA_BASC / Backpay Basic Pay #BA_NET / Backpay Net Pay #BACK/Back Paymenl

Field Description
Employee Code Employee Code
Succeeding Fields The succeeding fields would be all the
allowance code saved in the system in
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Payroll Module > Reference > Allowances

> Allowances. User will indicate the

value/quantity for respective allowance

code.

Importing the Template
User may now upload the template after selecting the template and successfully
populating it.

Access: Payroll Module > Payroll > Generate Record > Append Transaction

Step 1 Start a new Global Update -
Step 2 Append from Excel (Pay Transaction)| H
Step 3 Append from Excel (Pay Transaction)

Pay Year Append from Excel (Pay Transaction Detail)

Append from Excel (Pay Transaction) Horizontal

Pay Month

Export Excel Template (Pay Transaction)
Pay Run Export Excel Template (Pay Transaction Detail) ﬂ Multiple Pay Runs
Uploaded Files Export Excel Template (Pay Transaction) Horizontal

1. Step 1—Select Start a new Global Update.
2. Step 2 —If user populated:

a. Export Excel Template (Pay Transaction), then select Append from Excel (Pay

Transaction).
b. Export Excel Template (Pay Transaction Detail), then select Append from
Excel (Pay Transaction Detail).

c. Export Excel Template (Pay Transaction) Horizontal, then select Append from

Excel (Pay Transaction) Horizontal.

Step 3

Pay Year 2021 v

Pay Month

Pay Run - n Multiple Pay Runs

Uploaded Files
Excel File Select a file...

Browse

Excel Fields Mandatory: EmployeeCode, AllowanceCode, Quantity
Optional: CurrencyCode, Remarks
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3. Step 3

a. Pay Year — Select the Pay Year of payroll.
b. Pay Month — Select the Pay Month of payroll.
c. Pay Run - Select the Pay Run of payroll.

d. Multiple Pay Runs - If ticked, the Pay Run field will be disabled, and user can

select multiple pay runs using the 8 to select the pay runs to upload the

excel template.

Select
Selected Value : Select all / none
# Code
PH2021-01-01
PH2021-01-02
PH2021-01-03

Selected Count : 0

Name

1st Half Month Jan 2021 [PG555]
2nd Half Month Jan 2021 [PG555]

Separate Jan 2021 [PG555]

e. Excel File — Click the Browse button and locate the template file. Click the

Urlead hutton. After clicking the Urlead putton, the file will be transferred to

the Uploaded Files field.

Uploaded Files Uploaded Files

Pay Transaction (4).xlsx

Excel File Pay Transaction (4).xIsx )( Browse ‘ Excel File

Select a file... Browse

4. Click Next button.

5. If the template contains an invalid data (invalid format/ blank mandatory field
etc..) an excel template containing the error message will automatically
downloaded. Open the excel and look for Column — Invalid reason. The
correction should be done in the original template file. Once modified, re-upload
the corrected template file.

A B (o] D E F G H | J K

Eﬂr;p:;ogyseg RowN? jEnnl’lgé:yeeCé[I)IgwanceC Quanlil[))( _IC_);Z;nScyCOde OccuredDate Remarks DateStart DateEnd ,L\(}Y:\:Li;e;sglde ot found

6. If template file is valid and contains no error, the Import button will be enabled.
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7. Click Import button to upload the file. A notification will be displayed for

successful import.

Step 1 Start a new Global Update -

Step 2 Append from By »
Step 3

Pay Year 2021 Import Succeed

Pay Month 2021 January

Pay Run PH2021-01-02 1

Uploaded Files oK
Excel File Select a file Browse T

Append BOTH Payroll Transaction records and Payroll Transaction Detail
records in one Excel Template (Pay Transaction Detail)

In most cases, payroll transaction records are appended using either Pay Transaction

Template or Pay Transaction Details Template, depending on the
allowance/deduction item to be uploaded.
However, system can allow for both pay transaction type records to be uploaded

together (in one excel file), by using Pay Transaction Details template.

Below is an illustration on how the records are entered into the Pay Transaction Detail

template:

A B = D E F G H I J K L M
EmployeeCode AllowanceCode Quantity DateStart DateEnd PJMO1 PIMO02 PIMO03 PIJMO4 PJMOS CurrencyCode OccuredDate Remarks
SGO00L A_BONUS |Bonus 250
SG0001 A_OT1.5|Overtime 1.5 5'16-Dec-23 22-Dec-23
SG0001 A_OTL.5|Overtime L.5 10 23-Dec-23 29-Dec-23
SG0001 A_OT1.5|Overtime 1.5 6 30-Dec-23  5-lan-24
SG0001 A_OTL.5|Overtime L.5 6 6-Jan-24 12-lan-24
SG0001 A_OT1.5|Overtime 1.5 2 13-Jan-24 15-lan-24

For the A_BONUS allowance code, the DateStart/DateEnd value is not required as the

Allowance — Proration is defined as “No Proration”.

+ | Country/Region | Code Name Type Category Proration Wage Type Formula Obsolete
Q ~ ||| A_Bom - - - - -
# | Singapore A_BONUS | Bonus Allowance Others Mo Proration  ||Additional MNo

Page 1 of 1(1 items) Page Size 10 ~
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For the A_OT15 allowance code, input the DateStart/DateEnd value, as the Allowance

— Proration is defined as “Work Day”.

+ | Country/Region | Code Name Type Category Proration Wage Type Formula Obsolete
Q - AQT v - - - -
# | Singapore A_OT1L5 | Overtime 1.5 Allowance Overtime Work Day Ordinary #HR No

Page 1 of 1 (1 items) n Page Size |10~

Once the template is ready for upload, use Payroll - Append Transaction (refer to
below screen) to import the template.

Access: Payroll Module > Payroll > Generate Record > Append Transaction

Payroll Search Menu [5G] HRUserMasler. [7]

Step 1 Start a new Global Update -
Step 2 Append from Excel (Pay Transaction Detail) -
Step 3

Pay Year 2024 -

Pay Group - All - -

Refer to Importing the Template, for import action steps.

Append Recurring
Append Recurring is used to upload allowance in payroll data in a single transaction
that would recur every Pay Run. The entered allowance will recur on the given Date
Start and Date End. There are two menus that Append Recurring can be performed:
e Recurring Individual — Recurring allowance can be entered to a specific
employee record following the Date Start and Date End.
e Recurring Range — Recurring allowance can be entered to multiple employees

following the Date Start and Date End.

Page 104



B l Po | Make Life Easier.

Recurring Individual

Recurring Individual is used to assign a recurring allowance to a specific employee

following the date duration specified.

Access: Payroll Module > Payroll > Transaction > Recurring Individual

1. Filter — Allows the employee to filter and narrow down the searching of specific

2.

employee.

Employee — Specify the employee that will be the recipient of the allowance.

Filter Company + || - Please select - ~|[Janp [Jor
Employee | JMLOOT * | [] Hide Resignees
+ | Allowance Date Start Date End Currency Quantity | Run Type Bi-Monthly Option
Q
&' | PH.Othert - PH_Other Allowances (471-1) 01/Aug/2019 317Aug/2019 PHP 300000 | 1st Half Month | Full Month Value
& TRANS - Transport Allowance 01/lun/2011 01)un/2023 PHP 500000 2ndHalfMonth  Full Month Value
Allowance | TRANS - Transport Allowance - | Currency PHP
Date Start | 01/Jun/2011 - Run Type 2nd Half Month  ~| | Full Month Value
Date End | 01/Jun/2023 - Pay Batch PH2019-10-07
Quantity 5,00000 Last Update By hrm - 04/Nov/2019 (Mon) 15:30:58

Remarks

PH2019-10-
07

D U b~ W

. Click * to enter a new recurring Allowance to employee.
. Specify the recurring Allowance.

. Date Start — The Date Start of when the employee will receive the allowance.

. Date End — The Date End of when the employee will stop receiving the allowance.

Note: If left blank or unspecified, the allowance will continue to recur every Pay

Run.

. Quantity — The Quantity of allowance.

. Remarks (Optional) — Enter any necessary Remarks / Comment.

. Currency (Optional) — It is a good practice to specify the Currency of the allowance.

If not specified, this will default to the currency set in Pay Group, Personnel Module

> Reference > Assignment > Pay Group.

10. Run Type — The payroll frequency of how the employee will receive the recurring

allowance:

a. Both 1%t and 2" Half — for bi-monthly payroll, the employee will receive the

allowance on both 1t and 2™ half.

b. 1%t half Month — for bi-monthly payroll, the employee will only receive the

allowance on 1° half.
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c. 2" half Month — for bi-monthly payroll, the employee will only receive the

allowance on 2™ half.

d. Whole Month — for monthly payroll, the employee will receive the allowance

once during every regular payroll.

11. Value — Specify if the Quantity will be given in Full Month Value or Half Month

Value.

12. Pay Batch (Optional) — Used with Recurring Individual scenarios:

In Recurring Individual, the following recurring allowance is being appended with

the respective Run Type and Pay Batch, as shown:

Allowance Run Type Pay Batch
Car Allowance 15t Half Pay Batch = Test
Housing Allowance 2"d Half Pay Batch =
Blank/Undefined

The following will happen when Update is clicked to append the allowance to the

respective Pay Run:

Pay Run - 15t Half

e If Pay Batch in the Pay Run is Blank/Undefined > the Car Allowance WOULD NOT

be appended.

e If Pay Batch in the Pay Run is Test > the Car Allowance WOULD BE appended.

Pay Run - 2™ Half

e If Pay Batch in the Pay Run is Blank/Undefined > the House Allowance WOULD BE

appended.

e If Pay Batch in the Pay Run is Test > the House Allowance WOULD NOT be

appended.

Code
Name
Run Type

Pay Group

5G2022-03-01
1st Half Manth Mar 2022 [MM]
1st Half Month -

M - Singapore Payroll -

Pay Batch

Date Start

Date End

01/03/2022 -

15/03/2022 -

13. Last Update By — Shows the user who created or last edited by.
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Recurring Range

Recurring Range is used to allocate recurring allowance to multiple employees by
setting the Condition and following the date duration specified.

Access: Payroll Module > Payroll > Transaction > Recurring Range

1. Click * to enter a new Allowance to multiple employees.

2. Specify the Allowance.

+ | Allowance Date Start Date End Currency Quantity | Run Type Bi-Manthly Option
Q
& Laundry - Laundry Allowance 01/Dec/2019 100000 Both 1stand 2nd Half Half Month Value
Allowance | Laundry - Laundry Allowance | Curency PHP
Date Start |01/Dec/2019 - Run Type Both Tstand 2nd | + | | Half Month Value
Date End | 28/Feb/2023 - Pay Batch
Quantity 1,00000 Last Update By HRM - 09/Dec/2019 (Mon) 14:09:21

Remarks

Condition | ((TblEmployee.EmployeeCode="PHAADD1-M)

Pay Batch

e

3. Date Start — The Date Start of when the employees will receive the recurring
allowance.

4. Date End — The Date End of when the employees will stop receiving the recurring
allowance.

Note: If left blank or unspecified, the allowance will continue to recur every Pay
Run.

5. Quantity — The quantity of allowance.

6. Remarks (Optional) — Enter any necessary Remarks / Comment.

7. Condition — Set the recurring condition for multiple employees. It can be specified
to a specific Department, Cost Centre, Employee, etc..

8. Currency (Optional) — It is a good practice to specify the currency of the allowance.
If not specified, this will default to the currency set in Pay Group in Personnel
Module > Reference > Assignment > Pay Group.

9. Run Type — The payroll frequency of how the employee will receive the recurring
allowance:

a. Both 1%t and 2" Half — for bi-monthly payroll, the employee will receive the
allowance on both 1%t and 2" half.

b. 1% half Month — for bi-monthly payroll, the employee will only receive the
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allowance on 1% half.
c. 2" half Month — for bi-monthly payroll, the employee will only receive the
allowance on 2™ half.
d. Whole Month — for Monthly payroll, the employee will receive the allowance
once during regular payroll.
10. Value — Specify if the quantity will be given in Full Month Value or Half Month
Value.

11. Pay Batch (Optional) — Refer to Pay Batch (Optional) — Used with Recurring

Individual scenarios:

12. Last Update By — Shows the user who created or last edited by.

Ad hoc Allowance

Ad hoc Allowance is used to add additional allowances. These allowances are ad hoc
allowances and may require payment approval. Records that is appended by the
Administrator is auto approved. Should the records be submitted in ESS, the request
will be routed for approval.

Append Records

Access: Payroll Module > Payroll > Pre-Payroll Processing > Ad-hoc Allowance

Payeol ERTE, <! e oo (@) @
-] Allow: o &
[ 'Ad-hoc Allowance Clid v ]
Pay Run $G2022-02-01 « Whole Month Feb 2022 [SGM] o Show Active Pay Runs
+ sy Geoup No of Records Total Amount Status
Q v v
rd GIPH & 00.00 v
& Singapore Monthly Payroll 145000 v
&  Singapore Monthly Payrol 1930000 v
Page 1 of 1 (3 items) [ PazeSze 50
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R Ao ea. o %
d-hoc/Allowance; B & v
ow Active :E_r' Runs
4+  Pay Group Ne of Becords Total Amount Seatus
Q - : ¥ ¥ hd
-+ Allowance Currency Quantity Date End Remarks
Q 7 ¥ M -7 ¥
Page Size 50 -
Remarks
Approval | evel | Name Date Action Remarks
1 50022 - Mark Lee
# | singapore Monthly Payrol 3 1,400.00 v
& Singapore Monthly Payroll 3 1,450.00 J
& | Singapore Monthly Payroll 3 19,300.00 s
Page 1 of 1 “ Page Size 50 ~
Pending Submissicn ing Approvs] x Rejected

Click to create a new record in the pay run.

nployee

No data to paginate

Approval

Level | Name

& Singapare Monthly Payrall

# | Singapore Monthly Fayroll

Singapore Monthly Payrall

Page 1of 1

(3 items)

Pending Ap

Allowan

5GU022 - Mark Lee

Show Active

No data t

x Rejected

y Runs

No of Records

Action

© Withdrawn

Date End

e
Remarks
¥ ¥
Page Size |50 ~

Remarks
1,400.00 v
1,450.00 L
19,300.00 v

Page Sze 50
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3. Click to create a new record in the employee section.

‘Ad-hoc Allowance:

o & v

Pay Run §G2022-02-01 - Whale Month Feb 2022 [SGM] - Show Active Pay Runs
+ ey Grou, No of Records Total Amount Status
Q =L
+  imployee Alowance wrrensy pantity  DateStart | Dt e End e
Q ¢ ¥ v ¥ ¥
Employee Please select e Date Star
Heugnees

No data to paginate

Approval | evel | Name

Singapare Manthly Payre
gapore Monthly Payroll

Sim
Singapore Manthly Fayro:

Page 1of 1 (3 items)

7 Pending Submission

SEO022 - Mark Lee

Pending Approve

Daze Action Remaris

Approved x Repected

& Withdrawn

Page Size 50~

1,400.00 -
1,450.00 v
19,300.00 v

PageSize S0 ¢

Input the Employee Code, Allowance Code, Currency, Quantity, Date Start, Date

End (to determine the time period this allowance will be included in the

processing, i.e. Date Start = 1%t Jan, Date End = 31 Jan, this allowance will only be

processed during the January payroll processing and not others) and Remarks.

Click Update button to confirm the record entry.

Record will be auto approved if it is entered by the administrator.

Final step is to perform Payroll Processing to include the appended allowances in

the Payrun file.
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Append Records via Excel
To add multiple ad hoc allowance records:
Access: Payroll Module > Payroll > Generate Record > Append Ad-hoc Allowance

# BIPO Payrol EEE ! s (@) 0
[ AppendAdihoc Alowasce. |

# Home
B Tmkiia
@ Payroll

Trarsition

1. Select the Payrun

2. Click B to create a new record.

‘Append Ad:hoc Allowance. G

PagRur

3. Prepare the excel template with the following mandatory fields and format.

Click on ®*mPl=x=x tg export a sample template format.

Field Description
Employee Code Employee Code
Employee Name Employee Name. This is optional field.
Allowance Code Refer to Payroll Module > Reference > Allowances >

Allowances to check the Allowance Code

Alternatively, refer to the Legend tab inthe "= file for

reference.
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A B
1 |EmployeeCode EmployeeName
2 1001
3 MMoos One Employee
4 122201 MICHAEL TAN CHEN Ten
5 2002 2002 Employee
6 |JAS Jason Sim
25

Ad-hoc Allowance I Legends l [©)

C
AllowanceCode
A_BONUS

Quantity Quantity of Allowance Code

Date Start Indicate the date start of reference, date format
dd/mm/yyyy

Date End Indicate the date end of reference, date format
dd/mm/yyyy

Currency Code Optional field

Occurred Date Optional field.

Remarks

Optional field. Comments section to indicate remarks.
Note: Do not enter and digits (1,2,3 ... etc). System will not

import the template if having digits.

Once the excel file is ready, next step proceed to upload the excel file. Click the
Browse button to locate the template file. Next, click the Upload button and the

file selected will be displayed in the Uploaded Files field.

Uploaded Files

Excel File Append_AdhocAllow.xlsx

Uploaded FiIe:I Append_AdhocAllowddsx

Excel File

Browse

I Upload I

Upload

Enter the necessary parameters in the following screen. And click Next button.

If the template contains any invalid data (invalid format/ blank mandatory field
etc..), the uploaded record will be displayed with a red flag and the error message
will be displayed in Invalid Reason column. Proceed to do the correction in the

original template file. Once updated, re-upload the corrected template file.

Employee Name | Allowance: Quantity | Date Start Date End Currency Occurred Date Remarks invalid Reason

If template file is valid and contains no error, the records will be uploaded and
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displayed as follows:

8. Click Update button to confirm records uploaded. When action is done by an

Administrator, the records are auto approved and the import is successful.

Import Succeed.

9. To view the appended record details, go to:

Access: Payroll Module > Payroll > Generate Record > Append Ad-hoc Allowance

|| Append Ad:hoc Allowance, B
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11. Final step is to perform payroll processing to include the appended allowances in
the Payrun file.

Setup Web Access

The configuration is defined by the administrator, to display the ESS Append Ad-hoc

Allowance menu.

Access: Setup > Security > Web Access

BIPO Personnel

Home

Task List

Personnel AL

Access to all menu

Life Cycle ZDERAULT Default access
Appraisal

Reference

Organization Chart
i Page 10f 1 (4 items)
Report

Setup

Page Size |50

YD kb OO e B

Setting

Portal

Security
User
User Access
Menu Access

Web Access

Web Role

Note: The Web Access code must be linked to the Web Role, which would need to be

defined in the Employee record.
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Setup Workflow Type: Append Ad-hoc Allowance
Workflow Setup is used to configure the approver workflow process. This will allow
the submission to be in ESS and forward for approval.

Access: Setup > Workflow > Workflow Setup > Workflow Type

i BIPO Personnel 151 ssmi vora s () @
= Workflow Setup 2 i v
# Home WorkflowTypeI Ad-hoc Allowance Apply - I
88 TaskList
& Personnel + No. | Name
@ Life Cycle Q =L ?
& Appraisal & 1 | Ad hoc Allowance Apply MY
8 reteronce A Raedewnedehss
& Organization Chart No. 3 CC List

Tt
8 Repo Name Ad-hac Allowance Apply 5G CC Email
F Setup

‘Workflow Method | Normal - Pay Group |SGM

Setting
Skip Workflow
Portal
. Skip Workflow Email
Securty
Allow Modify Workflow Upon Submission
Workflow
Employee Range | (0=0;
Workflow Setup Fley ge |(0=0)
Workflow Report

Workflow Email u

Coordinator Description

Coordinator By Emp

Delegation
Operation Status + | Level | Approver Level Type | Level Number | Type € List ¢ Email Skipped Approval
Role &1 1| 560022 - Mark Lee Approval Workflow
Transfer Approval Page 1af 1 (1 items) ER Page Size 50+
Restrict Period
‘Questionnaire
=3
Scheduled Job
Tl Page 1of 1 (2 items) [ 1 ] Page Size S0~

1. Click the add * icon to enter a new record or edit ¢ icon to modify an
existing one.

2. Input the Name of the workflow.

3. Workflow Method — Select the workflow method to use: Normal / Line Manager.

a. Normal — System will follow workflow as per normal.

b. Line Manager — System will have additional fields to fill in to specify approver
for different level and conditions. In Line Manager, approver levels will
continue to loop based on reporting line (Line Manager).

4. CCList—Clickthe - to select a role or employee that will be carbon copied (CC)
informed once workflow starts.

5. CC Email — Enter the CC person email address.

6. Pay Group Codes — Select the Pay Group codes that this workflow is applicable.

Multiple Pay Groups may be selected.
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7. Skip Workflow — When tick, the application will be auto approved.

8. Skip Workflow Email — If ticked, then the setup in Setup > Workflow > Workflow
Email will be skipped.

9. Allow Modify Workflow upon Submission — When tick, this option allows to
select the role or employee that will be able to change the workflow routing.

10. Employee Range — Specify the employee range that will follow this workflow.
Must be set to value (0=0) if it applies to all.

11. Description — This is an optional free-text for any description/comments about

the workflow.

ESS Ad-hoc Allowance

System allows for the ad hoc allowance to be input by employees and route to their
approving officers for action.

ESS Append records

To add ad hoc allowance for 1 or 2 employees:

Access: ESS > HR Operation > Ad-hoc Allowance

i# BIPO William Smith ‘

= 29 |
@ Home Pay Run $G2022-02-01 - Whole Month Feb 2022 [SGM] - Show Active Pay Runs
88 Task List
® Ppayroll
vt 4+ | Pay Group No of Records Total Amount Status
{8 personnel Info =
Q 4 Sk ¥ s
& HR Operation
& | Singapore Monthly Payroll 3 1,400.00 v
Status Change Record
Page 1of 1(1items) (1] Page Size 10~

Acknowledgement Record
Attendance Status

? Pending Submission ! Pending Approval « Approved X Rejected © Withdrawn
Yearly Training Plan

Payroll Approval

Training Roadmap.

Flexible View Report

Flexible Payroll

Payroll By Group

Payroll Variance

Ad-hoc Allowance

Append Ad-hoc Allowance

To add a new record, please refer to Administrator section: Append Records
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ESS Append records via Excel

ESS users able to add allowance by batch using this screen. The approval workflow will

follow Ad-hoc Allowance Apply workflow type.
Access: ESS > HR Operation > Append Ad-hoc Allowance

William Smith .

v |

HR
PayRun G 01 - Whole Month Feb 2022 [SGM) = Show Active Pay Runs
+ Py Group { Recoras
Q v
Uploaded iles
Excel File elect a file Browse  Samplexsx
Upload
Excelfields  Mandatory: EmployeeCode, AllowanceCode. Quan
Optional: Cu oce, OccuradDate, Remarics. Empioye
Validate Employee Nome
alic 8
Employee Code Employee Name  Allowance Quantity  Date Start Date tnd Currency Remarks
¢ ¢ ¢ ¢ P .9 ¢
No dats 1o paginate
Aop Level ame Date A
1 G002 - Mark Lee
No data to paginate
> Pending Submission ! Pending Approval v Approved x Rejected © Withdrawn

Total Amount | Status

nvalid Reason

Remarks

PageSize 10~

Please refer to Administrator section: Append Records via Excel
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Pending Approval

Once the record(s) is submitted, the approving officer when login will see the

notification on the dashboard.

Welcome, Mark Lee

Wednesday, April 13, 2022
o I[Ad—hoc AHowance]IZ record(s) pending your approval
o [Appraisal] 2 Goal setting record(s) pending your submission

1. Click on [Ad-hoc Allowance] to open the following record:

Pending Approval o v
Workflow Typd | d-rac Alwznce 2 | show [prsesce-
Applicant Company Pay Run Pay Group Dste Submit Ststus
Q 7 ¥ ? ¥ ¢
# | SG0018 - Raphael Cheang Ming Jun | BIPO Singapore Pte Ltd Whole Month Feb 2022 [SGM] Singapore Monthly Payrall 13/04/2022
# | SG0018 - Raphael Cheong Ming Jun | BIPO Singapore Pte Ltd Whole Month Feb 2022 [SGM] Singapore Monthly Payrall 13/04/2022
Page 1of 112 items) Page Size |10~
Pending Submission Pending Approval v Approved X Rejected o Withdrawn

2. Select the record to view the list of employees waiting approval for the ad-hoc

allowance.

Mark Lee .

Pending Approval

Workflow Typ{ Ad-hac Allowance [2] - | Show - Plesse select -
Applicant Company Pay Run Pay Croup Date Submit Status
Q 4 4 ? § -

iflggﬁn Raphael Cheong | g6, Gingapore Pte Ltd Whole Month Feb 2022 [SGM] Singapore Monthly Payroll 13/04/2022

Employes Allowsnce Currency | Quantity | Date Start | Date End | Remarks

Q - M 4 7 ML ¥
SG0006 - SGO006 - Yvonne Siew Foon Lay | SG_TRAVEL - Travel Claim | SGD 250000
Page 1 of 1(1 items) PageSize |10

Approval Remarks

Approval Level | Name Date Action Remarks
SGOOTE - Raphael Cheong Ming Jun 13/04/2022 (Wed) 11:04 | Submitted
1 SGO022 - Mark Lee Pending Approval
Page 1oF1 (2 items) Page Size| 10 ~
Pending Submission Pending Approval v Approved % Rejected @ Withdrawn

3. Check the details and click Approve button or Reject button as required.

4. Once records are approved, Administrator will have to perform Payroll Processing
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to compute the Ad-Hoc Allowance added.

Task List

Pending Approval records or Approval History records are also accessible from Task

List.

B8 Task List

Pending Approval

Approval History

Delegation

1. Click on Pending Approval to open the following screen:

BIPO

@ Home Workflow Type | STl >
Pendi roval Ad-hoc Allowance [2]
ng App Pending Submi Ik pproved * Rejected © Withdrawn
Approval History Acknowledgement
Amend Shift Time

Delegation

Calendar

l}- Leave

® Out Of Office

Pending Approval

Amend Supplier
Appraisal
Appraisal Acknowledgement

2. Select Workflow Type = Ad-hoc Allowance to open the records waiting approval

action.

Pending Approval

Workflow Type  Ad-hac Allowance [2]

Applicant

Q ¥

Company

Pay Run Pay Group Date Submit Status

¥ ¥ ¥ MAd

# | 5G0018 - Raphael Cheang Ming Jun | BIPO Singapore Pte Ltd

# | 560018 - Raphasl Cheong Ming Jun | BIPO Singapore Pte Ltd

Pending Approval

Page 1 0f 1 (2 items)

Pending Submission v Approved

x Rejected

‘Whole Month Feb 2022 [SGM]

Whole Month Feb 2022 [SGM]

@ Withdrawn

Singapore Monthly Payroll

Singapore Monthly Payroll

13/0472022
13/04/2022

Page Size (10 ~

3. Check the details and click Approve button or Reject button as required.

4. Once records are approved, Administrator will have to perform Payroll Processing

to compute the Ad-hoc allowance added.

Note: To access and view past approved/rejected records, go to Approval History

menu.
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Amend Transaction
This function allows the administrator to perform amendments to appended payroll
transaction records.

Access: Payroll Module > Payroll > Generate Record > Amend Transaction

BIPO Payroll

# Home

[SG1 HR Administrator (Do not delele). (2]

Step 1 Start a new Global Update

Step 2 [Modify code of payroll transaction record:

B8 TaskList
Z Payroll

Step 3
Transaction

Pay Run
Payroll Processing

Generate For

Moxify code of payrall transaction records.

Copy payroll transaction records

Delete payroll transaction records

Payroll Summary

Generate Record
13 Salary
Hold Payment
Append Transaction
Append Recurring
Append Ad-hoc Allow
Append API Transaction
Append Cost Centre Adj.
Append Allowance
Amend Transaction
Append Payroll Summary
Delete Payroll Summary
NS Generation

BIPO. All Rights Reserved

Version - 1.22.03.54 [ 127.00.1 /
trglocaimh / hrm / 0001 ]

This is a working environment that allows the administrator to create a batch job for
modifying, copying and deleting pay transaction records. The system also allows the

undo action for the batch job that was processed.

Modify Code of Payroll Transaction Records

Amend Transaction A

Step 1 Start a new Global Update -
Step 2 Madify code of payroll transaction records v
Step 3

Pay Run 5G2022-02-01 - Whole Month Feb 2022 [SGM] -

Generate For All -

+ No. | Allowance New Allowance Employee Range

Q T F | - Please select -- +||[ -- Please select - . -
No data to display

No data to paginate Page Size |50 ~

e [ |

1. Goto Step 1, select Start a new Global Update from the dropdown list.
2. Step 2, select Modify code of payroll transaction records.
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Step 3, select the Pay Run that requires the changes.

Next, select the group of employees to Generate for, ie. ALL, Existing or Resignees
only.

Input the (current) Allowance, input the New Allowance code to change to and

the Employee Range. Click Next button to confirm the entry.

[SG] HR Administrator (Do not delete) . 9

Step 1 Start a new Global Update M
Step 2 Madify code of payroll transaction records -
Step 3

Pay Run 5G2022-02-01 - Whole Month Feb 2022 [SGM] v

Generate For Al

4

+ Ne. | Allowance New Allowance Employee Range
o s Riass
i 1| SG_ACOMM - Commission SG_AEXP_REIMB - Expense Reimbursement | {(TblEmployee.EmployeeCade="SG00017)
Page 1of 111 items) [ 1 ] Page Size (50 ~

Selected: 1 Invalid: 0

/| Invslid | Employes Cods Employes Name | Allowance New Allowsnce Quantity | Currency nvalid Ressan
¥ ¥ ¥ ¥ ¥ ¥ ¥
ivl SG000T Sarah Watson éi;;i:m : Efi;fi:a”‘bir;emem 10,000.0000
Page 10f 1 (1 items) [ 1 ] Page Size |50 -
Selected

[ e | o ]

6. Select the displayed record and click Update button to execute the change.

7. Perform pay processing to compute the changes done.

The following is the payroll transaction screen BEFORE the amend transaction action

to modify code:

Payroll Search Menu [s61 HRAdministralor(Donotdelete). (]

Pay Group | --All - - |Normal - JoinDate v ||01/07/2016 (Fri) | |CPF Method ~ PayType  ~  Monthly

Pay Run $G2022-02-01 - Whole Month Feb 2022 [SGM] - Identity Typt = | |FIN - Employmen| | Salary Fixed +|[10000.00 Exit Date

Employee  SGO001 - Sarah Watsen - Show Details Show References
Allowance Type/ Wage/ Quantity Rt Formul Amount | S Basis Amaunt Source

4 | Allovance e Lantity ate ormula mount | Saurce asis Amoun Pt

Q i 5 7 7 5 - ? ?)

# | 5G_ACOMM - Commission A/ASN 10,000.00 1.00 1.000000 10,000.00 | Ad-hoc 0.00 10,000.00

F | SGAHOUALLW - Housing Allowsnes ™ 50000 700 7000000 0000 Ad-hoc .00 50000

# | SG_ATP_ALLW - Transpart Allowance AJO/W 50000 1.00 1.000000 50000 | Ad-hoc 0.00 50000

# | 5G_DNPL- No Pay Leave D/O/W 1.00 1.00 1.000000 50000 | Leave 0.00 50000

3

Page 10f 1 (4 items) [ 1] Page Size (50~
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Once the Amend Transaction — Modify code of payroll transaction is performed, the

following is the updated payroll transaction screen.

[SG]1 HR Administrator (Do not delete) . Q

Pay Group |- All-- v |Normal Join Date  +||01/07/2016 (Fri) | | CPF Method ~ Pay Type = ||Monthly
Pay Run $G2022-02-07 - Whole Menth Feb 2022 [SGM) |dentity Typt ~ || FIN - Employmen | Salary Fixed ~  10000.00 ExitDate  ~
Employee 5G0001 - Sarah Watson M Show Details Show References
Allowance Type/ Wage/ Quantity Rate Formula Amount | Source Basis Amount Source
4 | Alowance Promtion y a . Am2 ure Ame Amount
Q - 7 7 4 7 7 - 7 7
I/ 5G_AEXP_REIME - Expense Reimbursement | A/ M /N 10,000.00 100 1.000000 10,00000 | Ad-hoc 0.00 1:-_5c:-:-c|
7 SGANOUALLW - Rousing Alowance 0000 00 7000000 S0000 | Ad-hec 000 0000
# | SGATP_ ALIW - Transport Allowance 'y 500.00 100 1.000000 500.00 | Ad-hoc 0.00 500.00
# | SGDNPL - No Pay Leave DAOIW 1.00 1.00 1.000000 500.00 | Leave 0.00 500.00
»
Page 1 of 1 (4 items} [ 1] Page Size 50~

Undo — Modify Code of Payroll Transaction Records

The action can be reversed by using the Undo previous Global Update option.

Payroll

[SG] HR Administrator (Do not delete) . (]

Step 1 Undo previous Global Update

Step 2 Madify code of payrall transaction records
tep

Pay Run §(G2022-02-01 - Whole Month Feb 2022 [SGM]

Batch No. |1 - hrm (12/04/2022 (Tue) 17:33)

Selected: 1 Invalid: 0
/| | Invalid | Employee Code Employee Name Allowance New Allowance Quantity | Currency Invalid Reason
b b ¥ ¥ b ¥ ¥
v SG001 Sarah Watson S Selleglil= 10,000.0000
Expense Reimbursement | Commission
Page 10f 1 (1 items) [ 1 ] Page Size |50 ¥
Selected -

Go to Step 1, select Undo previous Global Update from the dropdown list.
Step 2, select Modify code of payroll transaction records.

Step 3, select the Pay Run that requires the changes.

Next, select the Batch No. to reverse the action done.

Select the displayed record and click Undo button to execute the reverse action.

SANEE L S

Perform pay processing to compute the changes done.
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Copy Payroll Transaction Records

The payroll transaction records can also be duplicated by using the copy payroll

transaction option.

Payroll

Step 1

Step 2

| transaction records -

Step 3
Pay Run

Generate For All

+ No.
Q =L

Allowance

Mo data to paginate

§G2022-02-

-- Please select -- -

01 - Whole Month Feb 2022 [SGM] -

New Allow

vance

-- Please select -- -

No data to display

Employee Range

[SG] HR Administrator (Do not delete) . (]

Page Size |50 -

P w N R

only.

Step 2, select Copy payroll transaction records.

Step3, select the Pay Run that requires the changes.

Go to Step 1, select Start a new Global Update from the dropdown list.

Next, select the group of employees to Generate for, ie. ALL, Existing or Resignees

5. Input the (current) Allowance, input the New Allowance code to copy and the

Employee Range. Click Next button to confirm the entry.

Payroll

Step 1
Step 2 Copy payrall
Step 3
Pay Run

Generate For

Q
o
Page 1 of 1(1items)
Selected: 0 Invalid: 0
Invalid | Employee Code
SGo001
Page 1 of 1(1items)

Selected

W - Transport Alloviance

Start 3 new Global Update

saction records

5G2022-02-01 - Whole Month Feb 2022 [SGM]

New Allowance
v ||| -- Please select --

SG_AMOB_ALLW

Employes Name | Allowance
¥ ¥
N SG_ATP_ALLW
Sarah Watson N
Allowance

- Mobile Allowance

- Transport | SG_

Employee Range

((TelEmplayes Empl

New Allowance

¥ ¥

ALLW - Mobile

Alloy

[

[5G] HRAdministramr(Dcnoidelete). o

oyeeCode='3G000T))

Quantity
¥

500.0000

Currency

Page Size | 50

Invalid Reason

Page Size | 50
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6. Select the displayed record and click Update button to execute the copy action.
7. Perform pay processing to compute the changes done.
The following is the Payroll transaction screen BEFORE the amend transaction action

to copy:

Payroll Transaction T i
Pay Group  —All - ~||Nermal  ~ JoinDate  ~||01/07/2016 (Fri) | |CPF Method ~ PayType  ~| Monthly

Pay Run 5G2022-02-01 - Whole Month Feb 2022 [SGM] M Identity Typs = || FIN - Employmen | | Salary Fixed - ||10000.00 Exit Date -

Employee | SGO0O1 - Sarah Watson - Show Details Show References

I Wage/
lowance S uantity ate ormula mount | Source asis Amount
l Type/ Wage, Qusnti 2 ol N < Basic A Source
+ Proration Amount
Q v ¥ ¥ ? ¥ ¥ - ¥ 5
# | SG_AEXP REIMB - Expense Reimbursement A/ N /N 10,000.00 100 1.000000 10,000.00 | Ad-hac 0.00 10,000.00
& | 5G_AHOU_ALLW - Housing Allowance ATOIW 500.00 100 1.000000 500,00 | Ad-hoc 0.00 500.00
# | SG_ATP_ALLW - Transpert Allewance ATOIW 500,00 100 1.000000 50000 | Ad-hoc 000 500.00
& | SG_DNPL - No Pay Leave D/O/W 1.00 100 1.000000 50000 | Leave 0.00 500,00
4 »
Page 1 of 14 items) PageSize |50 ¥

After the Amend Transaction — Copy payroll transaction records is performed, the

following is the updated payroll transaction screen.

- [SG]1 HR Administrator (Do not delete) . ]

Payroll Transaction

ay Group - All - ~| MNormal - JoinDate | |01/07/2016 (Fri) | | CPF Method ~ Pay Type = ||Monthly
Pay Gi All N | 1y Type o
Pay Run 562022-02-01 - Whole Month Feb 2022 [SGM] - |dentity Typt = FIN - Employmen | Salary Fixed + | |10000.00 EitDate -
Employee 5G0001 - Sarah Watsen M Show Details Show References
. ,

4 | Alowance Type/ Wage/ Quantity Rate Formula Amount | Source Basis Amount Source

Proration Amount
Q - ? ? ? ? ? - ? ?
& | SG_AEXP_REIMB - Expense Reimbursement | A/N /N 10,000.00 1.00 1.000000 10,000.00 | Ad-hoc 0.00 10,000.00
# | SG_AHOU_ALLW - Housing Allowance AJO/W 500.00 1.00 1.000000 50000 | Ad-hoc 0.00 500.00
# | SG_AMOE_ALLW - Mobile Allowance AJO/W 500,00 1.00 1.000000 50000 | Ad-hoc 0.00 500.00
| #" | SG_ATP_ALLW - Transport Allowance A/O/W 500.00 1.00 1.000000 500,00 | Ad-hoc 0.00 500.00
# | 56 ONPL- Mo oy Lemve D/O/W 700 700 7.000000 50000 | Leave 0.00 500.00
] 3

Page 1 of 1 (5 items) Page Size 50 ~
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Undo — Copy Payroll Transaction Records

The action can be reversed by using the Undo previous Global Update option.

Payroll Search Menu [SG] HRAdministralor(Donntdelete). [~

Step 1 Undo previous Global Update -
Step 2 Copy payroll transaction records -
Step 3

Pay Run §G2022-02-01 - Whole Month Feb 2022 [SGM] -
Batch No. /2022 (Tue) 18:35) -

Selected

Selected: 1

v| | Invalid | Employes Code

nvalid: 0

Empleyee Name Allowance
A4 A4 A

SG0001 Sarah Watson

Page 1 of 1 (1 items) [ 1]

New Allowance

SG_AMOB_ALLW - Mobile = SG_ATP_ALLW - Transport
Allowance Allewance

antity | Currency

nvalid Reason

Page Size |50~

Go to Step 1, select Undo previous Global Update from the dropdown list.
Step 2, select Copy payroll transaction records.
Step 3, select the Pay Run that requires the changes.

1

2

3

4. Next, select the Batch No. to reverse the action done.

5. Select the displayed record and click Undo button to execute the reverse action.
6

Perform pay processing to compute the changes done.

Delete Payroll Transaction Records

Payroll transaction records can also be deleted by using the delete payroll transaction

Payroll Search Menu B (5G] HR Administrator (Do not delete) . )
Step 1 Start a new Global Update
Step 2 Delete payroll transaction records
Step 3
Pay Run 562022-02-01 - Whale Month Feb 2022 [SGM]
Generate For | All
+ No. | Allowance Cade Emplayee Range
Q 2| 7 ||-- Please select -- - ]
o data to dis
Ne data to paginate Page Size |50~
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Go to Step 1, select Start a new Global Update from the dropdown list.
Step 2, select Delete payroll transaction records.

Step 3, select the Pay Run that requires the changes.

A

Next, select the group of employees to Generate for, ie. ALL, Existing or Resignees
only.
5. Input the (current) Allowance and the Employee Range. Click Next button to

confirm the entry.

Payroll Search Menu 5G] HRAdministralDr(Donntdele‘te}. )

Step 1 Start a new Global Update -
Step 2 Delete payroll transaction records A
Step 3
Pay Run §G2022-02-01 - Whole Month Feb 2022 [SGM] v
Generate For All -
+ Ne. | Allowance Code Employee Range
Q 2| % |- Please select - -
] 1 SG_AHOU_ALLW - Housing Allowance ((TblEmployee EmployeeCode="5G0001"))
Page 16f 1 (1 items) [ 1] Page Size |50 ~
Selected: 1 Inwalid: 0
vl | Invalid | Employee Code Employee Name Allowance Quantity | Rate Currency nvalid Reason

SG_AHOU_ALLW -

M SG0001 Sarah Watson y
L Housing Allowance

500.0000 1.0000

Page 10of 1 (1 items) n Page Size |50 ~

Selected v

6. Select the displayed record and click Update button to execute the copy action.
7. Perform pay processing to compute the changes done.
The following is the Payroll transaction screen BEFORE the amend transaction action

to copy:
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[SG]1 HR Administrator (Do not delete) . ]

Payroll Transaction S
Pay Group | -- All - v |/ Normal - Join Date  +||01/07/2016 (Fri) | | CPF Method ~ Pay Type = ||Monthly
Pay Run 562022-02-01 - Whole Month Feb 2022 [SGM] - |dentity Typt = FIN - Employmen | Salary Fixed + | |10000.00 EitDate -
Employee 5G0001 - Sarzh Watsen M Show Details Show References
. .
4 | Alowance Type/ Wage/ Quantity Rate Formula Amount | Source Basis Amount Source
Proration Amount

Q - ? ? ? ? ? - ? ?

5G _AEXP REIME - Expense Reimbursement | A/N /N 10,000.00 1.00 1.000000 10,000.00 _ Ad-hoc 0.00 10,000.00
# | SG_AHOU_ALLW - Housing Allowance ATOSW 500.00 100 1.000000 500.00 | Ad-hoe 0.00 son.nol
# | SG_AMOB ALLW - Mobile Allowance AIOFW 500.00 1.00 1.000000 500.00 | Ad-hoc 0.00 500.00
# | SG_ATP_ALLW - Transport Allowance AJOSW 500.00 100 1.000000 50000 | Ad-hoc 0.00 500.00
# | SG.DNPL - Na Pay Leave D/O/W 100 100 1.000000 500.00 | Leave 0.00 500.00
[ 3

Page 1of 1 (5 items) 1 Page Size 50
! g

After the Amend Transaction — Delete payroll transaction records is performed, the

following is the updated payroll transaction screen.

Payol 501 s oo e @) @

Payroll Transactiof &
Pay Group - All - v ||Normal  ~ JoinDate || 01/07/2016 (Fri) | |CPF Method ~ PayType || Monthly

Pay Run $G2022-02-01 - Whole Manth Feb 2002 [SGM] - Identity Typs | FIN - Employmen| | Salary Fixed ~ || 10000.00 EdtDate =

Employee SG0007 - Szrah Watsan M . Show Details Show Refersnces

. .
+ Allowance Type/ .WagE" Quantity Rate Formula Amount | Source Basis Ameunt Souree
Proration Amount
Q - ? ? 7 ? ¥ - 7 ?
& SG_AEXP_REIME - Expense Reimbursement | A/ N /N 10,000.00 1.00 1.000000 10,000.00 | Ad-hoc 0.00 10,000.00
& | SG_AMOB_ALLW - Mebile Allowance AJOSW 500.00 1.00 1.000000 50000 | Ad-hoc 0.00 500.00
& SGATP_ALLW - Transport Allowance AjCIwW 500.00 1.00 1.000000 50000 | Ad-hoc 0.00 500.00
& | SG_DNPL - No Pay Leave D/O/W 100 1.00 1.000000 50000 | Leave 0.00 500.00
4 »
Page 1 of 1 {4 items) Page Size [0 ~

Note: The SG_AHOU_ALLW-Housing Allowance record is removed for the pay

transaction file.
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Undo — Delete Payroll Transaction Records

The action can be reversed by using the Undo previous Global Update option.

Payroll B (5G] HRAdministrator (Do not delete) . [~}
Step 1 Unde previous Global Update
Step 2 Delete payroll transaction records
Step 3
Pay Run 5G2022-02-01 - Whole Month Feb 2022 [SGM]
Batch No. 3 - hrm (13/04/2022 (Wed) 10:17)
Selected: 1 Invalid: 0
V] | Invalid | Employee Code Emplayes Name Allowance Quantity | Rate Currency nvalid Reason
v $G0001 Sarah Watson iii:gi;i:ﬁ;e 5000000 | 1.0000
Page 1 of 1 (1 items) n Page Size | 50
Selected -
[ ’
1. Goto Step 1, select Undo previous Global Update from the dropdown list.
2. Step 2, select Delete payroll transaction records.
3. Step 3, select the Pay Run that requires the changes.
4. Next, select the Batch No. to reverse the action done.
5. Select the displayed record and click Undo button to execute the reverse action.
6. Perform pay processing to compute the changes done.

Deleting Payroll Summary
Once payroll is unlocked, the Delete button will be enabled together with Process and

Update button. Click Delete button to delete Payroll Summary.

I
—
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e Process — is used to recalculate the payroll.
e Update - is used to save.
e Delete —is used to delete the Payroll Summary of the specific employee.

Confirmation to delete the payroll will pop up. Click OK to proceed.

Payroll Summary for the specific employee will now be deleted.

Unlocking the Payroll

Deleting Payroll Summary can be done provided if that payroll is unlocked. There are
two ways to unlock the payroll.

Access: Payroll Module > Reference > Pay Run

Pay Group

Q

#  PH2021-08-01

Click unlock icon to unlock the payroll. Note: This will unlock the payroll for all

employees included in the Pay Run.

Once the Pay Run is unlocked, click the Delete button to delete the Pay Run.

Page 129



B I PO | Make Life Easier.

Note: This will delete all the payroll information for all employees included in the Pay

Run.
Show in Payslip (ESS)
No of Locked 02 a
No of Unlocked 6 a—l Employee Range
4+ | Language Name

No data to display Show in Payroll Report (ESS and Rale User)
Ad-hoc Allowance Cut-Off (Payroll Outsourcing)

Payroll Transaction Cut Off

Lock Run for Processing

While the second method is by unlocking the employee in Payroll Summary Menu.

Access: Payroll Module > Payroll > Payroll Summary

Untick the locked checkbox. Note: this will unlock only the specific employee.
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Generating Bank File
Bank file allows clients to upload the salary transfer instruction to the banks.

Access: Payroll Module > Report > Payment > Bank File

Bank File SCB iPayment-CSV - Pay Runs - |- All--
Report Header | ABC Company - # | Pay Run Name
Value Date 08/08/2019 A

No data to display
Exclude records paid previously (based on Date Payment in Payslip)

Smaller Font
Show Custamise Signature u
Update Date Payment

Display Employer Bank Info

Parameters

Payment Type | PAY - GIRO

Account No | -- Please select --

Query Default - =

1. Select the correct bank file. Selecting the wrong bank file would result in an error
when the file is being uploaded to the bank.

2. Select Report Header by selecting the company concerned.

3. Enter the Value Date.

4. Select the Pay Run.

Pay Runs 2020 February M

5. Select the Pay Run Group.

I Singapore Payroll - I

6. Enter the information at the Parameters. If the company bank account is not set,
kindly refer to this link.

7. Query can be used to filter the bank file according to certain fields.

8. Click Preview or Export button to review the file. To download the bank file, click
on the Spreadsheet button.

9. For the bank file to be generated, the system will need to lock up the records in

the bank run. Click YES.

Page 131


https://support.biposervice.com/hc/en-us/articles/360013365331-Setting-Up-Payroll-Bank-s-

B l PO | Make Life Easier.

Do you want to lock processed records?

Yes Mo

- ____________________________
10. Once the bank file is generated, the system will display a preview of the Bank

Payroll Upload Set Up

Payroll Upload is used to submit various payroll reports such as, Bank Approval,
Payroll Summary, or Statutory Submission reports to be reviewed and approved by the
person-in-charge (PIC).

Following are the setup that need to be done before Payroll Upload submission:

1. Type Setting (Optional)

2. Workflow Setup (Mandatory)

Type Setting

If there is a need to differentiate the type of payroll upload reports to be submitted,
user can utilize the Type.

Following are the steps to create the Payroll Upload Type:

1. Go to Type master screen:

Access: Personnel Module > Reference > Other > Type

Cod Mame ype Function

BA Bank Approval Payroll Upload
mP Menthly Payroll Payroll Upload

2. Click on the + to add the Type field, e.g., Bank Approval, Payroll Summary, GL
Report or Statutory Submission (based on user’s requirements).

3. Specify the Code and Name.
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4. Define Type Function as Payroll Upload.

5. Click on the Update button

Payroll Upload Workflow Setup

The Workflow Setup for Payroll Upload needs to be configured to route the payroll
upload submission to the respective approvers.

Access: Setup > Workflow > Workflow Setup > Workflow Type: Payroll Upload Apply

|w;;mmw Type  Fayroll Upload Apply |
Ho. | Name

+

[ svomocons | voons | o [ oo ]
e e L e L

1. Pay Group — select the Pay Group that is applicable. User can create more than

one Payroll Upload Apply Workflow for different Pay Group according to the

needs.
Pay Group
Selected Value : Select all / none
BIPOMYPG - BIPO Malaysia Pay Group # | Code Name

¥ BIPOMYPG BIPO Malaysia Pay Group
ACCT_PGO1 ACCT PayGroup 01
BIPOID BIPOID
JATPG Jasen Australia Training Pay Group
ICPG Jasen Testing Company Pay Group
IMPG Jason Malaysia Pay Group

2. The Type field is optional, depending on whether the Payroll Upload Type is
defined.
If the Payroll Upload Type is defined, user can define different set of approvers for
different Payroll Upload Type.
For example:

Bank related reports will be routed to Finance Manager and statutory submission
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reports will be routed to HR Manager.
In this case, user can set 2 workflow setups:
a. Type = Bank Approval with approver = Finance Manager

b. Type = Statutory Submission with approver = HR Manager

Allow Unlock Run For Processing Checkbox

Allow Unlock Run For Processing checkbox - System default is checked, this is the
default setting.

Access: Setup > Workflow > Workflow Setup > Workflow Type: Payroll Upload Apply

Workflow Type  Payroll Upload Apply .
+ No. | Name
v 1 Payroll Upload - Monthly
No. 13 CC List
Name Payroll Upload - Monthly CC Email
Workflow Method | Normal - Pay Group | BIPOMYPG,M
Type MP - Monthly Payroll
Skip Workflow
Skip Warkflow Email
Allow Modify Warkflow Upon Submission
v__Allow Pending Payroll Approval Modification
| Allow Unlock Run For Processing
Baccioiios

When it is checked, system will not check the Lock Pay Run for Processing (whether is
select as Yes or No) in the respective Pay Run during Payroll Upload.
When Allow Unlock Run for Processing is un-checked, system will check whether

Lock Run for Processing has been set to Yes for this Pay Run.

Remarks Arrears Cut-Off v
No of Locked 2 - Approval Cut-Off v
No of Unlocked (1) Multiple Salary Runs Cut-Off -

= | Language Name Show in Payslip (ESS) -

Employee Range

Show in Payroll Report (ESS and Role User) —- Please select - +
Ad-hoc Allowance Cut-Off (Payroll Outsourcing) -

Payroll Transaction Cut Off v

| Lock Run for Processing Yes v

If it has not been set Yes, system will prompt “All Pay Runs for the Lock Run for

Processing must be defined as Yes” message during payroll upload. User will be

unable to upload payroll and is required to manually set Lock Run for Processing

Yes
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O EE e

Note: Existing validation in Pay Run such as, No of Unlocked = 0 is compulsory prior

to setting Lock Run for Processing = Yes, still applies and the logic is as follows:

Pay Group Pay Month Pay Run
M 2021-07 $G2021-07-01
Scenario 1:
Allow Unlock Run Lock Run for Existing Pay Run Validation
for Processing Processing (Pay
No. of Unlocked Outcome
(Workflow) Run)

$G2021-07-01is
Ticked (Default) No >0

not displayed.

When Unlock Run for Processing is ticked, system will not check Lock Run for

Processing, but existing Pay Run validation still applies.
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Allow Unlock Run

for Processing

Lock Run for

Existing Pay Run Validation

Processing (Pay

No. of Unlocked Outcome
(Workflow) Run)
SG2021-07-01is
displayed and
can be selected.
Ticked (Default) No =0

Payroll Upload
can submit and

withdraw.

Scenario 3:

Allow Unlock Run

for Processing

Lock Run for

Existing Pay Run Validation

Processing (Pay

No. of Unlocked

Outcome

(Workflow) Run)
S$G2021-07-01is
displayed and
can be selected.
Ticked (Default) Yes =0

Payroll Upload
can submit and

withdraw.

When Unlock Run for Processing is ticked, system will not check Lock Run for

Processing, but existing Pay Run validation still applies.

Scenario 4:

Allow Unlock Run

for Processing

Lock Run for

Existing Pay Run Validation

Processing (Pay

No. of Unlocked Outcome
(Workflow) Run)
SG2021-07-01is
displayed but
Unticked No =0

error message

prompted,
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cannot be
select.
Payroll N s nmu‘.. o
+* R e Dats
Q
2y W 2021 %
!
Payro pproval
B Year To Date
B FReference
& Repont
# Setup
E N N
rd 1067202 2
__

Default checked setting for Allow Unlock Run For Processing provides user the
options to process and upload the Pay Run without the needs to set Lock Run for
Processing = Yes. Hence, allow the flexibility to make amendment if required (i.e.
append new allowances, adding new employees to pay run, removing allowances
etc.) after the initial upload.

Example:

After performing upload, user can still retain the options of unlocking individual

employees in Payroll Summary or unlocking Pay Run for amendment and re-

PayGroup | BIPOMYPG - 81PO Malaysia Pay Grov =  Normal = | Exit Date . SalaryDate  ~ |01/01/2020 (Wed) | Pay Group ~ | BIPOMYPG - BIPO Mz
Pay Run MY2021-11-01 - Whole Month Nov 2021 [BIPOMYP = | Join Date + | 02/01/2018 (Tue) Salary Gross = | 15000.00 Pay Type ~ | Monthly

Employee 1001 - John Tan . Total Employee: 6

Basic Pay 1500000 * [ ©penin Pay Transaction
Unpaid Deduction 0o - PR par — P T

b

No of Locked 6 . n
Mo of Unlocked 0. E

+ Language Name

No data t0 dicn
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Application of Lock Run for Processing in Pay Run
Lock Run for Processing is in Pay Run page where user can set it to Yes or No/ --
Please Select-- (as shown in screenshot below):

Access: Payroll Module > Reference > Pay Run

Payroll

Pay Batch +  OT Start (Payslip Display)
Date Start 01/12/202 OT end (Payslip Display)
88 TaskList Date End 31/12/2021
& Payroll Template for
Payroll Status Please select
& Year To Date
Remarks
& Reference
"y
Payroll Staty Mo of Lacked 6o u
oY e Employee Rang
Pay Run o 0. n R
Payroll Approval +  Llanguage Name \
Allowances
o Show in Payrall Report (ESS and Role User) -~ Please select - v
Computation
Lock Run for Processing field Ad-hoc Allowance Cut-Off (Payroll Outsourcing)
Statutory can only be setto Yes once all
i Payroll Transaction Cut Off
Payroll Interface records in Pay Run has been 2y ansaction Cul
locked.
Payslip J I Lock Run for Processing Yes . |

Report PDF Password

General Ledger

Note: Generally, Lock Run for Processing is recommended to select to Yes when the
Pay Run is finalized/ closed and there will be no further uploads, processing and
amendments required. This will ensure that the Pay Run is closed, and no processing
and amendment can be done.

When Lock Run for Processing = Yes

1. Lock/Unlock function of employees in Payroll Summary will be disabled.

Pay Group - All -- ~ | Normal Exit Date v Salary Date ~ |101/01/2020 (Wed) Pay Group v | BIPOMYPG - BIPO M:
Pay Run MY2021-12-01 - Whole Month Dec 2021 [BIPOMYP( ~ Join Date - 1 02/01/2018 (Tue) Salary Gross ~ 115000.00 Pay Type ~ || Monthly
Employee 1001 -John Tan . Total Employee: 6

Unpaid Deduction

000 " vl | # Type Code Quantity Amount | Source | PTD
Allowances (EPF) ool * Lock function disabled
Deductions (EPF) 000 - [V

2. No of Locked and No of Unlocked will be disabled in Pay Run.

Multiple Salary Runs Cut-Off
Remarks

No of Locked
No of Unlocked

+ Language

Payslip (ESS)
When Lock Run for Processing is
selected as Yes - No of Locked and No.
of Unlocked will be disabled in Payrun.
User will not be able to
locked/unlocked button.

\

e Range

No data to cveps

Payroll Transaction Cut Off

Payroll Report (ESS and Role User)

Ad-hoc Allowance Cut-Off (Payrall Outsourcing)

-- Please select - ~

| Lock Run for Processing
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3. All editing and processing functions i.e. +, Update, Delete and Process button will

be disabled for all payroll transaction and processing related features (i.e. Payroll
Transaction, PT By Allowance, Hold Payment, Delete Payroll Summary etc.). User

will be unable to amend, add, delete or process transaction.

Payroll Transaction 2 & v I

Pay Group  BIPOMVYPG - BIPO Malaysia Pay Grov = | Normal - Exit Date ~ Salary Date ~ |101/01/2020 (Wed) Pay Group ~ | | BIPOMYPG - BIPO M:
Pay Run MY2021-04-01 - Whole Manth Apr 2021 [BIPOMYPC ~ %m‘n Date -l 02/01/2018 (Tue) Salary Gross = || 1500000 Pay Type - | [Menthly
Employee 1001 -John - Show Detalls Show References
‘ Allowance Type/ Wage/ Quantity Rate Formula Amount | Source Basis Amount Source | giatus Last
Proration Amount
Q - ¥ ¥ ¥ b4 ¥ - ¥ ¥ -
Allowance | BONUS - Bonus - Source Entry .
Quantity 5,000.00 Status Lacked -
Rate 1.0000 When Lock Run for Processing is Basis Amount 000
Formula Y selected as Yes - Update, Delete Source Amount 500000
and + button will be disabled
Amount 5,000.00 Last Update By hrm - 20/05/2021 (Thu) 16:34:47

Append Transaction

Step 1 Start a new Global Update -
| Step 2 IAppend from Excel (Pay Transaction) | 7 AL w
Step 3 One or more Pay Run has been locked for processing.
Pay Year 2021 -
Pay Month 2021 July |
Pay Run 562021 -07-01 - Whole Month Jul 2021 [M]

Uploaded Fil
ploaded Files When Lock Run for Processing is

Excel File Select a file... set as Yes AND Step 2 = Append
from Excel, error message
prompted.
Excel Fields Mandatory: EmployeeCode, AllowanceCode, Quantity

Optional: CurrencyCode, OccuredDate, Remarks.
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Payroll Upload Process

Payroll Upload Submission

The following are the steps to perform Payroll Upload:

Access: Payroll Module > Payroll > Payroll Upload > Payroll Upload

Pay Run Batch No. Date Submit Status
Q -
P: -~ Ple: lect
Pay Groups
T -~ Ple: lect
Pay Mon
Pay Run
Batch No.
Attachment . Password for Attachment ®
Att t (Downloadabl
Remark
pproval Level Dats Remark
Jata to di
=n

1. Click +to add a new payroll upload record.
2. Specify the following parameters:
Mandatory:
a. Pay Year
b. Pay Groups
c. Pay Month
d. Pay Run

Only Pay Runs with all the payroll records have been locked will be shown.

No of Locked 6 _ E
No of Unlocked 0. n

Note: Error message will prompt during Payroll Upload if either Allow Unlock

Run For Processing checkbox in Workflow or Lock Run for Processing field in

Pay Run is not appropriately selected, as shown:
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4 | Pay Run Batch No. Date Submit
Pay Year 2021
Pay Groups BIPOMYPG
Type MP - Monthly Payroll

Pay Month 202112

Pay Run
All Pay Runs for the Lock Run for Processing must be defined as

Batch No. [Yes]

Attachment
Attachment (Downloadable upon approval)

Remarks

(Refer to Payroll Upload Workflow Setup for more details)

e. Batch No
User may enter any value. However, for easy reference, user may enter with
<Entity-YYMM-01> format, e.g., BIPOSG-2102-01 for February 2021 Version 1
or BIPOSG-2102-02 for February 2021 Version 2.

f. Attachment and Password for Attachment
Attach the respective payroll reports in the Attachment field and enter the
password for approver to open the attachment under Password for
Attachment field.

Optional:

g. Type
If user needs to differentiate different types of reports, then can utilize the
Type field. The Type would need to be pre-defined, and it will be available for
selection.
The steps to create Type can be found under Type Setting.

h. Attachment (Downloadable upon approval)

If there are reports that can only be downloaded upon payroll upload
approval, the reports can be attached here. Example, Bank File.

Remarks

Click on the Save Draft button if user wants to save the record and submit later.

Click on the Send button to submit the payroll upload reports for approval.

Once sent, it will be directed to the respective approver to be reviewed and
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approved.

er.

6. After the payroll upload record has been submitted, the submitter will have the

option to Withdraw, as shown:

Approval

Level  Name Date Action Remarks
HRM - HR Master (DO NOT DELETE) 20/09/2021 (Men) 10:17:33 Submitted
1 1001 - John Tan Pending Approval

Payroll Upload Approval — Employee Self Service

The approver will receive email notification on the submitted Payroll Upload and

the

pending task will be displayed as a notification in the approver’s home page, as shown:

BIPO

Welcome, John Tan
E;:::Zst Monday, September 20, 2021

B Calendar [o [Payroll Upload] 1 record(s) pending your approval |

¥ Leave
® Out Of Office

Attendance

Payroll

Probation

Appraisal

Compensation

Alternatively, the pending task can be found under Pending Approval menu.
Access: ESS > Task List > Pending Approval > Workflow Type = Payroll Upload

Following are the steps to approve the Payroll Upload record:

1. Click on the pending task shown on the homepage or click on the ¢ icon from

the Pending Approval menu:

Pending Approval
Workflow Type Payrell Upload [1]
Pay Run Company Batch Mo Applicant Date Submit Status
Q - ¥ ? 9 -9
Whole Month Sep 2020 [M] 562020-09-02 HR Master (DO NOT DELETE) 20/5ep/2021
Page 1of 1 (1items) [ 1 | Page Size 10~
Pending Submission Pending Appraval v Approved x Rejected © Withdrawn @ Cancelled
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2. The following screen will be shown:

‘Whole Month
&

Sep 2020 (M) 562020-03-02 HR Master (DO NOT DELETE) 20/Sep/2021

E3 RN
3. To download the report, click on the - icon next to the Attachment field and

enter the password.
Note: The password is not the login password.
If user is unsure of the password, they may confirm with the submitter.
4. Click on the Approve button to approve the payroll upload record or click on the
Reject button to reject it.
Payroll Upload Approval History
The approver can view or download the previously approved / rejected payroll upload
record from the Approval History menu.

Access: ESS > Task List > Approval History > Workflow Type: Payroll Upload

Note:

e Attachment — if - icon is clicked, approver can download the attached file and
the output files will be zipped.

e Attachment (Download upon Approval) — If provided and - icon is clicked,
approver can download the attached file that the submitter has uploaded. This

download can only be done upon approval.
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#  Whole Month Sep 2020 [M] 562020-09-02 HR Master (DO NOT DELETE) 20/5ep/2021 v

| | #@= ifiSubmitter,also attached|in this field

Payroll Approval Setup

Payroll Approval is used to submit payroll details to be reviewed and approved by the
person-in-charge (PIC).

Following are the setups that need to be done before Payroll Approval submission:

1. System Config

2. Payroll Approval Template

3. Workflow Setup

System Config Setup

There are two parameters related to Payroll Approval:

Access: System > Config > Payroll > Section: Parameter

e PayrollApprovalPasswordWeb — This config is to determine whether the approver
needs to enter password before viewing the Payroll Approval Screen on ESS.

e PayrollApprovalWorkflow — This config is to determine whether the payroll

approval needs to go through workflow for approval.

Section Parameter

Section Name Value

Q appr
» . ik W
& Paramete PayrollApprovalPasswordWeb f

'S

& Parameter PayrollApprovalWorkflow Y

Page 1 of 1 (2 items) n
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Template Setup

Payroll Approval Template is used to set up the layout and specify the template to be
used for:

1. Payroll Details

2. Payroll Summary

3. Payroll Variance

4. Payroll Reconciliation

These templates will also be used to map to the respective approval workflow.

Access: Payroll Module > Reference > Payroll Approval > Payroll Approval Template

& Phest PA_Summary Template Global No

1. Specify the Code and Name.

2. Specify which Country/Region the template applies to.

3. Indicate the Pay Group by clicking on the - button. User is allowed to select
multiple Pay Group.

4. Select the template type by indicating in the Report Type field.

5. Indicate the respective Employee Range for the template.

6. Click on the + to add the Caption and Type field (based on Report Type and user’s

requirements), refer to the two screenshots below for examples:
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No. | Caption Type Group Width (em) Width (xls)

Q =k 7 v M ¥ =L,
No. 1% Display | Source | Item
Caption  Employee Name v ¥ ~
Type Character 21| subTotal [ - please select -~ ]ﬂl | EM [EM] EmployeeName - Employee Name |
Filter - Please select - = Not
Width (cm) 000  Width (xls) 0o Format

Hide Row with Null/Zero Value
+ No. | Caption Type Group width (cm) Width (xlg)

Q| =+ ¢ - . ? :

1 | Employee Name Character 0.00

&
No. 27 (+/-) | PaySource | Source | Item

Caption | Basic Pay ” B - .
Type Amount ~ | SubTotal |- please select -- = ﬁﬂ * I o (PM) Basicpay - Basic Pay I
Filter -- Please select -+ Not

Width (cm) 000  Width (xls) 0 o| Format

Hide Row with Null/Zero Value

7. Hide Row with Null/Zero Value — This is used whether to show or not the row with
zero or null value.

Access: ESS Site > Task List > Pending Approval

ployee Co asic B an deal Alic ansport Allowsnce | Rewand
NEOD3 77,600.00 000 240000
NEODS 142,600.00 000
0,200.00 0 20
3 items; [ 1 ] PageSize 10~
Department LP Empicyee U Empioyee NHI Employee
Programme 1,054.00
Grang Total 105400
- ey | oesz 10

Approved

Pending Approv

Pending Approva

8. Define Source and Item. This is to define the information source for the field the
user is creating.

9. Click on the Update button.
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Payroll Approval Workflow Setup
Set up the Payroll Approval Apply workflow with the mapping to the template created

in the Payroll Approval Template.
Access: Setup > Workflow > Workflow Setup > Workflow Type: Payroll Approval

Apply

Iwn.mow Type  Payroll Appraval Agp

+
Q
&

pvere gy e
£ 8 S

Payroll Approval Process

After payroll processing has been completed, user can send the payroll detail to the
respective approvers for approval.

Payroll Approval Submission
Access: Payroll Module > Payroll > Payroll Approval

=0 225 N

1. Click + to add the Payroll Approval record.
2. Specify the following:
a. Pay Year

b. Pay Group
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c. Pay Run
d. Employee Range
3. Click on the Generate Workflow to display the approver(s) in the Approval
section.
Enter Remarks (optional).
Click on the Save Draft button if user wants to save the record and submit later.

Click on the Submit button to submit the payroll approval record for approval.

N o U s

Once submitted, the approval status will show as Pending Approval.

Approval Level Name Date Action Remarks

HRM - HR Measter (DO NOT DELETE) 21/09/2021 (Tue) 12:23:37 Submitted

1 1001 - John Tan Pending Approval

8. User can perform the following on the same screen:
e Withdraw the submission (Withdraw button only appear for record that has
yet to be approved).
e Cancel the submission (Cancel button only appear for record that has been
approved).
e Download the payroll approval template.
e View the approval status.
Payroll Approval — Employee Self Service
The approver will receive email notification on the submitted Payroll Approval and the
pending action will be displayed as a notification in the approver’s home page, as

shown:

Welcome, John Tan
# Home
B9 Tk lit Tuesday, September 21, 2021
e Io [Payroll Approval] 1 record(s) pending your approval
B Leave
@ Out Of Office
Attendance

& Payroll
B probation
® Appraisal

Alternatively, the pending task can be found under Pending Approval menu.
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Access: ESS > Task List > Pending Approval > Workflow Type = Payroll Approval
Following are the steps to approve the Payroll Approval record:
1. When accessing the task, the approver will be prompted to enter the password. The

password would be the password used by the approver to log in to the system.

Workflow Type | Payroll Approval [1]

Employee Password

v Approved 7 Pending Submission Pending Approval Pending Cancellation x Rejected @ Cancelled

This password prompt will be enabled when the PayrollApprovalPasswordWeb

system config has been set to Y.

2. When the correct password is entered, system will show the payroll approval

record.

3. Click on the ¢ icon to view the detail.

Workflow Type Payrol Aporoval [1]

x Rejected

4. System will display the Payroll Approval Template according to the Workflow Setup.
If in the Workflow Setup, it is set that the 1% approver can view all templates, then
system will show the multiple templates one after the other with the list of

employees under each template, as shown:
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BIPO 0

# Home
B8 Task List

@ Calendar

B Leave

& Attendance
& Payroll

B Appraisal
Personal Status.
& letter

& Recruitment 3 Melissa Melissa
i Bud: Budi 30000,000.00 000
® Policy & Forms

Personnel Info Manager

& HR Operation

BIPO. All Rights Reserved
Version - 1210367

If in the Workflow Setup, it is set that the 2nd approver can only view Payroll

Summary template only, then system will show accordingly, as shown:

Payroll Retro Processing
Retro Processing is used to compute the payment difference due to salary increment,

or other changes that may affect the Pay Items due to an employee.

Updating Employee Salary
If Retro Processing is required due to change in the employee’s salary, the new salary
under employee records must be entered for system to calculate the salary difference

and other pay items affected by the change in the salary.

For Example:
Employee’s January and February payroll has been processed. However, there is a
change in employee’s basic salary with effect from Jan 1, 2021. The employee’s new

salary needs to be updated into the system:
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Access: Personnel Module > Personnel > Employee > Salary Tab

e From Salary Gross: 2,500 (Jul 1, 2019)

e To Salary Gross: 3,500 (Jan 1, 2021)

Make Life Easier.

e
Personal Address Employment Assignment Statutory Allowance Attendance Education Family
Work Days Per Week’ 5,01 Increment
ork Days Per Wes 500 From 01/07/2019 Current Previous Increment | """
ercentage
Work Hours Per Day 8.00
SalaryFixed 2,500.00 2,000.00
Work Hours Per Year 2,080.00 SalaryGross 2,500.00 2,000.00
Salary Arrears - Please select -+ Salary*
Freeze Payment - Please select -- ~ Date Start 01/07/2019 -
Bank Detail Status Change R
atus Change Reason | select -
+RaO@E g Please select
Date Start 01/01/2018 v Pay Mode M - Monthly -
Ne. 1% Pay Type M - Monthly -
Country/Region SG - Singapore - Salary Grade -- Please select -
Bank Code - Salary Currency -
Bank Branch - Please select - - Salary Fixed 250000
Bank Account No™ | 11223344 |Sa\ary Gross
Beneficiary Name Last Update By hrm - 07/10/2020
Personal Address Employment Assignment Statutory Allowance Attendance Education Family
Work Days Per Week’ 5.00 Increment
Y 500 From 01/01/2021 Current Previous Increment | "<TEMeT
Percentage
Work Hours Per Day 8.00
SalaryFixed 3,500.00 2,500.00 1,000.00 40.00
Work Hours Fer Year 2.080.00 SalaryGross 3,500.00 2,500.00 1,000.00 40.00
Salary Arrears - Please select — ¥ Salary*
- +B TOB
Freeze Payment - Please selact .- + Date Start 01/01/2021 .
Bank Detail Status Change R
+L@TOE atus Change Reason | pROMO - Promation ~
Date Start’ 01/01/2018 Pay Mode’ M - Monthly -
Ne. 1% Pay Type M - Monthly -
Country/Region SG - Singapore Salary Grade -- Please select -- -
Bank Code ~ Salary Currency -
Bank Branch -- Please select Salary Fixed 3,500.00
Bank Account No* 11223344 Salary Gross I
Beneficiary Name Last Update By hrm - 24/02/2021 (Wed) 15:10:10
Bank Currency
Page 1 of 3 (3 items) 2 3
L

Enabling Pay Items

All Pay Items that need to be included in the Retro Processing needs to have the Retro

field in Allowance Master set to Yes.

Access: Payroll Module > Reference > Allowances > Allowances

’ Singapore TAP

TAP

Allowance QOthers No Proration
Country/Region Singapere - Fixed Allowance - Please select --
Code TAP Retro Yes - |
Name TAP Arrears Yes -

If the back payment amount needs to use a different pay item code, the Backpay Code

field needs to be specified, as shown:
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#  Ssingapore TP TP Allowance Others Mo Proration Non-CPF TP

Include In Pay ter | Yes
Payslip [ -]

0.00 Payslip Grouping

Note:

The Backpay Code needs to be created in Allowance Master as one of the pay items
beforehand.

Retro Flag

If the Automatic flagging for retro payment is ticked, system will record changes to
the following fields only: Birthdate, Salary Change, Pay Type, and Pay Mode.
Access: Payroll Module > Payroll > Retro Payment > Retro Flag

v Automatic flagging for retro payment
.

And if the checkbox is ticked, the change must appear on Retro Flag before it can be
included in the Retro Processing, as shown in the random example below where the
changes to Birthdate, Salary Change, Pay Type, and Pay Mode to an employee code

is captured.

v| Automatic flagging for retro payment

Date Time Employee Code Action | Field Name old Value New Value User Process Flag | Retro Process PayRun | Retro Payment Log
Q - 1005

08/06/2022 1005 M SalaryFixed 4000.00 5000 hrm u

08/06/2022 1005 A PayMode M hrm u

08/06/2022 1005 A PayType M hrm u

08/06/2022 1005 A SALOS 0 hrm u

08/06/2022 1005 A SALO4 0 hrm u

08/06/2022 1005 A SALO3 0 hrm u

08/06/2022 1005 A SAL02 0 hrm u

08/06/2022 1005 A SALO1T 0 hrm u

08/06/2022 1005 M BirthDate fqzﬂgjo?:, - 1 ;m}%iﬂhr" hrm u
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If the Automatic flagging for retro payment is not ticked, system will check broader
range of changes, e.g., Salary Change, Calendar Change, Identity Change, Recurring
Allowances, etc. to be included in the Retro Processing.

By default, this parameter is not ticked.

Retro Processing

Access: Payroll Module > Payroll > Retro Payment > Retro Processing

Following are the steps to perform the Retro Processing:

1. Select the Pay Group - Pay group for the employee records to be processed.

2. Specify the Month Start and Month End - The month start and month end where
system need to recompute the payroll records.
For example:
Current payroll period is March and there is a change on employee’s salary from
January. System needs to compute the difference in employee’s pay from January
to February payroll.
In this case, the Month Start should be specified as January and Month End should
be specified as February.

3. Select the Method
a. Basic Pay - calculate back payment on Basic Salary only.
b. Total Pay - calculate back payment for Basic Salary and any other Pay Items

indicated with Retro = Yes in the Allowance Master setup (Refer to Section:

Enabling Pay Items). The system will itemize the backpay amount for each pay

item for each pay run.
c. Net Pay - calculate back payment for Basic Salary and any other Pay Items
indicated with Retro = Yes in the Allowance Master setup (Refer to Section:

Enabling Pay Items). The system will sum up the backpay amount (Basic Pay
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back payment and Pay Item back payment) into one transaction for each pay
run.
Tick the relevant Pay Runs for the retro processing.
Specify the Employee Range - Specify the applicable employee range for the retro
processing.

Click on the Process button.

Retro Payment

Access: Payroll Module > Payroll > Retro Payment > Retro Payment

Retro Payment Pending . Selected 0 Ignored 0 Total 14
Employee Code | Employee Name Allowance Source Amount | Action
Please select
i MY006 Keng Tai Club - Club Subscription Fees MY2018-02-01 120,00 || -- Please select -
i MY002 Fandi COMM2 - Commission (Project 2) MY2018-02-01 250,00 | | - Please select
i MY002 Fandi COMM2 - Commission (Project 2) MY2018-04-01 25000 | | -- Please select -
i} 008 Isabel Tan Wright #BA_BASC - Backpay Basic Pay MY2018-04-01 7,000,00 | | -~ Please select
o 1005 Melvin Tan #BA_BASC - Backpay Basic Pay MY2021-01-05 234397 | |- Please select
i} MY006 Kong Tai OT1 - Overtime Rate 1 MY2018-03-01 289 | |- Please select
i} MY006 Keng Tai Club - Club Subscription Fees MY2018-03-01 12000 |- P elect
i} MY002 Fandi COMM2 - Commission (Project 2) MY2018-03-01 250.00 | | -- Please select
Page 1 of 1 (14 items) [ 1 ] Page Size 100 ~
Note: When Action is [lgnored], the retro payment will not be included in the next Retro Processing. If it needs to be included, you may use the bin icon instead.

Pay retro payments into

Pay Run Please select

In this screen, user would be able to:

View/check the backpay amount computed by the system.
Generate report for the records shown to either PDF or Excel format by clicking on
the Generate button.

Append the back payment transaction to a definable pay run.
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Following are the steps to generate the report:

1. Specify the Retro Payment to Pending.

2. Specify whether to generate the report for Selected or Ignored or Both records, as

shown:

Retro Payment

Change all action to

e ——

Employee Code

Pending
-- Please select -- =

Employee Name

Allowance

i

Selected 3 Ignored 1 Total 14

Ignored
Both

Download «

Source

3. Click on the Download button

or Excel format.

nload ~

PDF

Excel

and select whether to generate the report to PDF

Example: When report for Selected is chosen for PDF, system will only generate

PDF report for employees with Action field = Selected, as shown below:

Retro Payment Pending
Change all action to

Employee Code

-- Please select -- ~

Employee Name

Selected 3 Ignored 1 Total 14

Selected

Allowance

Source Amount | Action
-- Please select --
o MY006 Kong Tai Club - Club Subscription Fees MY2018-02-01 120.00]| | Selected
o MY002 Fandi COMM?2 - Commission (Project 2) MY2018-02-01 250.00| | Selected
o MY002 Fandi COMM?2 - Commission (Project 2) MY2018-04-01 250.00] | Selected
o 008 Isabel Tan Wright #BA_BASC - Backpay Basic Pay MY2018-04-01 7,000.00] | Ignored
BIPO Service
Retro Payment
08/06/2022 (Wed) 23:35:43 hrm - Page 1 of 1
Code Name Source Original Amount ~ Formula Rate Quantity Recomputed Amount Action
Amount
MY006 Kong Tai Club - Club MY2018-02-01 0.00 1.00 1.00 120.00 120.00 120.00 Selected
Subscription Fees
MY002 Fandi COMM2 - MY2018-02-01 0.00 1.00 1.00 250.00 250.00 250.00 Selected
‘Commission
(Project 2)
MY002 Fandi COMM2 - MY2018-04-01 0.00 1.00 1.00 250.00 250.00 250.00 Selected
Commission
(Project 2)
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Undo Retro for Multiple Employees
User can undo the Retro Payment for multiple employees simultaneously.

Access: Payroll Module > Payroll > Retro Payment > Undo Retro

ed O Total 0

1. Select the Pay Run, Pay Month, Run Type and Pay Run.
2. Tick Multiple Pay Runs and specify if applicable.
3. Change all action to:
e Selected — The transaction will be included in Undo Retro
e Ignore — The transaction will be skipped in Undo Retro
4. Click Process.
Append the Back Payment Transaction
Following are the steps to append the retro transaction into a specific pay run:

1. Specify Retro Payment to Pending.

I Retro Payment Pending N I

Pending records refer to retro transaction that has yet to be processed.

2. Change the Action to Selected.

Employee Code | Employes Name Allowance Source Amount | Action

-- Please select --

ﬁ MY006 Kong Tai Club - Club Subscription Fees MY2018-02-01 120.00| ' Selected
o MY002 Fandi COMM2 - Commission (Project 2) MY2018-02-01 250.00| | Selected

o MY002 Fandi COMM2 - Commission (Project 2) MY2018-04-01 250.00)| ' Selected

There are two ways to select the record to be processed:
a. To set the record individually: Set the Action column to Selected for each

applicable record.
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b. To set the record for all record: Set the Change all action to field to Selected.

Retro Payment Pending

[[Change allaction to | e -1

Employee Code | Employee Name

Allowance

Selected 14 Ignored 0 Total 14

Source

MY006

MY002

MY002

= 2N =Ny

008

Kong Tai
Fandi
Fandi

Isabel Tan Wright

Club - Club Subscription Fees
COMM2 - Commission (Project 2)
COMM2 - Commission (Project 2)

#BA_BASC - Backpay Basic Pay

MY2018-02-01

MY2018-02-01

MY2018-04-01

MY2018-04-01

Amount

120.00

250.00

250.00

7,000.00

Note:

Action

-- Please select --

Selected

Selected

Selected

Selected

User has the option to set the Action column to Ignored. Record set to Ignored will

not be appended to the selected Pay Run. When a particular record has been set

to Ignored, the retro payment will not re-appear in the Retro Payment when user

perform the next Retro Processing.

For example:

S0015 has 3 retro payment transactions:

e OT transaction, this has been set to Ignored

(Common scenario is during data migration and this transaction has been

manually entered to tally with client’s report during parallel run, hence do not

need to re-appear for future processing.)

e #SG_SDL, this has been set to Selected

e #BA_BASC, no action has been selected for this transaction
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800.00

6,400.00

Backpay Basic Pay 800.00 | | -- Pleas

B8 e 8888

Process

When user re-run the Retro Processing, system will only show the #BA_BASC
transaction as the #SG_SDL transaction has been processed and the OT transaction

has been set to Ignored previously.

red 0 Total 5

(== = -y =1

Note: If user needs the retro payment to be included in the to be included in the
next Retro Processing, user may use the T icon instead to temporarily remove it.
This will allow the retro payment to re-appear when processing is done again.

3. Select Pay Run.
This refers to the Pay Run code on which the retro transactions are to be appended
into.

4. C(Click on the Process button.

ed 0 Total 10

:

e sB8e
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The backpay transaction will be appended into the Pay Run code selected and Payroll
Processing will need to be done for that Pay Run code in order to enable the retro

payment to be included in the Pay Run.

Sample Scenario for Different Retro Processing Method
Current payroll period is March 2021 and Employee SG002’s January 2021 and
February 2021 payroll has been processed. However, there is a change in employee’s

basic salary with effect from Jan 1, 2021 from SGD 2,500 to SGD 3,500.

Following are the summary of SG002 payroll transaction for Jan and Feb 2021:

Employee Code Salary / Pay ltem January 2021 February 2021
SG002 Basic Salary 2,500 2,500
Fuel Allowance 140 140
Loan Repayment 1,100 1,100
TAP - 12.50
A_Holiday - 104.17

Fuel Allowance — Pay item is not affected by the employee’s salary.

Loan Repayment — Pay item is not affected by the employee’s salary.

TAP — Pay item is affected by the employee’s salary. The formula for this pay item is
Basic Salary x 0.005.

A_Holiday — Pay item is affected by the employee’s salary. The formula for this pay
item is Basic Salary / 24.

Retro Processing Method = Basic Pay

Pay Group M - Singapore Payroll v
Month Start 2021 January -
Maonth End 2021 February -
Method Basic Pay v
Pay Runs v | Pay Run Name
v 5G2021-02-01 Whole Month Feb 2021 [M]
v| | 5G2021-01-01 Whole Month Jan 2021 [M]
Employee Range | ((TblEmployee.EmployeeCode="5G002")
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Specify the parameter accordingly:

Pay Group: M — Singapore Payroll (employee SG002 belongs to this pay group).
Month Start / Month End: 2021 January / 2021 February (the change of salary is from
January and both January and February have been processed under old salary).
Method: Basic Pay

Pay Runs: SG2021-01-01 and SG2021-02-01 (this refers to January and February pay
run code where the employee SG002 belongs to).

Employee Range: Specify just employee code SG002.

Retro Payment will show the back payment transaction and amount as follow:

Retro method selected is Basic Pay, hence system only computed the back payment
for employee’s Basic Salary.

Employee’s change of salary from SGD 2,500 to SGD 3,500, so the backpay amount is
SGD 1,000 for January and February, respectively.

Note:

The #BA_BASC is system code where system will use this code for back payment of

basic pay transaction accordingly.

Retro Processing Method = Total Pay

Pay Group M - Singapore Payrall - Retro Wage
Month Start 2021 January - Retro Funds
Month End 2021 February - Retro SDL
il Retro Union

Method Total Pay Jd =
Pay Runs v| | Pay Run Name

v | 5G2021-02-01 Whole Month Feb 2021 [M]

v! | 5G2021-01-01 Whole Month Jan 2021 [M]
Employee Range | ((TbIEmployee.EmployeeCode="SGD02")
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All the parameters are the same as previous example, with the exception for Method
field. The Method field is specified as Total Pay.

Retro Payment will show the back payment transaction and amount as follow:

L B elee

Retro method selected is Total Pay, system will compute the back payment for
employee’s Basic Salary and the Pay Item(s) affected by the change of employee’s
salary.

#BA BASC

Back payment amount for employee’s basic salary.

Employee’s change of salary from 2,500 to 3,500, so the backpay amount is 1,000 for

January and February, respectively.

A HOLIDAY

Back payment amount for a_holiday pay item which employee received in February
pay run.

A_HOLIDAY for February = 104.17 (2,500 / 24).

Computation of A_HOLIDAY with new salary = 3,500 / 24 = 145.83.

Back payment amount = 145.83 — 104.17 = 41.66.

BA TAP

Back payment amount for TAP pay item which employee received in February pay run.
TAP for February = 12.50 (2,500 * 0.005).

Computation with new salary = 3,500 * 0.005 = 17.50.

Back payment amount = 17.50 — 12.50 = 5.00.

Note:

1. No Backpay code is specified for A_HOLIDAY, so system will use the same pay item

Page 161



B l Po | Make Life Easier.

code for the back payment.

2. Backpay code for TAP has been specified as BA_TAP, so system will use the BA_TAP
code for the back payment.

3. Depending on the country/region selected, the statutory contribution checkbox
for Retro Processing may show different statutory contribution. If this is checked,
system will compute the back payment amount for the statutory contribution
accordingly.

Example:

For Country/Region = SG

Pay Group ADA - Retro Wage
Month Start 2021 January - Retro Funds
Retro SDL
Month End 2021 January -
Retra Union
Method Total Pay .
For Country/Region = ID
Pay Group AAA - Retro Jamsostek
Month Start 2021 January -
Month End 2021 January -

Retro Processing Method = Net Pay

All the parameters are the same as previous example, with the exception for Method
field. The Method field is specified as Net Pay.

In addition, the Retro Net Pay needs to be checked.

Pay Group M - Singapore Payroll v v Retro Met Pay

Month Start 2021 January v
Retro Fun
Month End 2021 February - ro runas
Retro SDL
Method Net Pay v
Retro Union
Pay Runs v | Pay Run Narme
v | 5G2021-02-01 Whole Maonth Feb 2021 [M]
v | 5G2021-01-01 Whaole Month Jan 2021 [M]

Employee Range | ((TbIEmployee EmployeeCode="SG002")

Retro Payment will show the back payment transaction and amount as follow:
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Retro method selected is Net Pay, system will compute the back payment for
employee’s Basic Salary and the Pay Item(s) affected by the change of employee’s

salary and the back payment amount will be summed up into one pay item.

#BA NET

Back payment amount for employee’s basic salary and pay item(s) affected by the
employee’s salary

Employee’s change of salary from SGD 2,500 to SGD 3,500,

For January, no changes on any of the pay item in January, so the backpay amount of
1,000 is for salary only.

For February, the amount 1,046.66 are computed as follow:

Back payment for Basic Pay: 1,000 (3,500 — 2,500).

Back payment for A_HOLIDAY: 41.66 (Computation is similar as the Total Pay method).
Back payment for TAP: 5.00 (Computation is similar as the Total Pay method).

Total back payment amount = 1,000 + 41.66 + 5.00 = 1,046.66 for February.

Note:

The #BA_NET is a system defined code where system will use this code for back

payment when Retro Method = Net Pay.

Page 163




BIPO | Make Life Easier.

Separate Run
Separate Run is required when payments are processed outside of the regular payroll
cycle. It can be processed before or after the regular payroll run. It is sometimes

referred to as Off Cycle or Special Run.

Pay Run Set Up

Access: Payroll Module > Reference > Pay Run

Add Pay Run
Year 2021 v

Pay Group - Al | Maonth January
| Year 2021
Code Name
| Run Type 3
Q | ¥p Separate
& | PH2021-01-01 1st Half Month Jan 2021 Pay Group |pG555 - Pay Group 555
& | PH2021-01-02 2nd Half Month Jan 202‘* Pay Run Separate Jan 2021 [PG555]
Page 1 of 1 (2 items) n Value Date | 02/02/2021

| e

1. Select the Year and Pay Group.
2. Click + button.
3. Specify the:
e Month — The month that the Separate Run refers to.
e Year — Current year.
e Run Type — Select Separate.
e Pay Group — The Pay Group to process.
e Pay Run — Free text for naming convention.
e Value Date — Pay date.
4. Click OK button.
5. The Pay Run set up screen will be displayed. Ensure that the:
e Date Start & Date End — covers the pay period that the separate run refers to.
e Value Date — correct Pay Date.
e Show in Payslip (ESS) — The date when the Separate Run’s payslip will be

available in ESS.
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Note: Use Employee Range field to define the employees who will have their separate
run’s payslip shown in their ESS. If left blank or set to (0=0), all processed employees

will have their separate run’s payslip shown in their ESS.

& PH2021-01-03 Separate Jan 2021 [PG555] Separate PG55S - Pay Group 555 02/02/2021

Code PH2021-01-03 | Value Date 02/02/2021

Name Separate Jan 2021 [PG555] Month Start 01/01/2021
Run Type Separate - Menth End 01/31/2021
Pay Group PGS555 - Pay Group 555

Pay Batch

Date Start 01/01/2021

Date End 01/31/2021

Remarks Additional Transportation Allowance for JMLO0T - Please select -~

02/02/2021

t:
No of Unlocked 02 ﬂ Employee Range ((TblEmployee EmployeeCode="IML00T))
N,

o data to display Show in Payroll Report (ESS and Role User) ~ Please select -~

Ad-hoc Allowance Cut-Off (Payroll Outsourcing)

Payroll Trans, Cut Off

Lock Run for Processing -- Please select -- ~

Update Delete Close

6. Click Update button to save.

Important Note:

1. When there are multiple pay runs created in a payroll month, it is important to
process the payroll in sequence of the value date specified.

For example:

e Separate Run for Jan 2021 — Value Date: 02 Feb 2021

e Whole Month Run for Jan 2021 — Value Date: 20 Feb 2021
In the above scenario, the processing sequence (based on Value Date defined)
should be the Separate Run first followed with the Whole Month Run.
In any case, if after running the Whole Month Run, user runs the Separate Run
again, user must remember to re-run Whole Month Run. This is because the value
date will affect certain statutory computation.

2. Inthe case of Malaysia (MY) (due to payroll statutory practice), it is recommended
to run WHOLE Month payrun BEFORE you proceed to do SEPARATE Run processing.
That is, when creating the pay run, set the Value Date for the Whole Month run to
be BEFORE the Separate Run Value Date. (Eg. Whole Month Value Date = 30 Jan
2025, Separate Run Value Date =31 Jan 2025.)

Page 165



B l PO | Make Life Easier.

Once the separate run is processed (& accurate), lock the separate run and change
the value date to BEFORE the value date of the WHOLE Month file. This ensures
that statutory deductions are computed under the whole month rather than being

allocated to the separate run, preventing higher computations in the separate run.

Downloading the Template for Separate Run Payroll Data

To upload the payroll data to the Separate Run, the template must be downloaded and
populated with payroll data.

Access: Payroll Module > Payroll > Generate Record > Append Transaction

1. Step 1-Select start a new global update.

2. Step 2 —Select the template. Note that each template has their own format.

Step 1 Start a new Global Update

Step 2 Export Excel Template (Pay Transaction) v —_— Export Excel Template (Pay Transaction)
vt ol Template Transact

3. Click Export button.
4. Upon downloading, open the template and populate with the payroll data that

needs to be processed in Separate Run.

A B C D E
1 EmployeeCode AllowanceCode Quantity CurrencyCode Remarks
2 JMLOO1 TRANS 1500

NOTE:

Currency Code and Remarks are both optional fields.
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Importing the Separate Run Payroll Data

Once the template has been populated, it can now be imported from the Append

Transaction.

1. Step 1-Select Start a new global update.

2. Step 2 —Select Append from Excel (the type of template you populated).

Step 1 Start a new Global Update

Step 2 Append from Excel (Pay Transaction)

Step 3

Pay Year 2021

Pay Month 2021 January

Pay Run PH2021-01-03 - Separate Jan 2021 [PG555] v = Multiple Pay Runs

Uploaded Files

Excel File Pay Transaction (3).xlsx X ‘Browse
Upload
Excel Fields Mandatory: EmployeeCode, AllowanceCode, Quantity

Optional: CurrencyCode, Remarks

3. Step3
e Pay Year — Select the Pay Year.
e Pay Month — Select the Pay Month.
e Pay Run —Select the Separate Run created in Pay Run.
e Excel File — Click the Browse button and locate the template file.

4. Clickthe Vrlead pytton. After clicking the Vrlead button, the file will be transferred

to the Uploaded Files field.

Uploaded Files Pay Transaction (3).xlsx
Excel File Select a file... Browse

5. Click Next button.
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6. The payroll data will be displayed as a preview together with the number of valid

and invalid data. If there is no invalid data, click Import button to upload.

I alid: 1) Invalid: 0

Employe
Employee Code meleyes

Allowance Quantity | Currency Remarks Invalid Reason
Name

JMLoot Manager One TRANS 1,500.0000

Page 1 of 1 (1 items) n

Downluad Invalid Impurt ’

7. The notification that the import process has been completed will be shown.

x
Import Succeed.
oK
Separate Run Payroll Processing
Access: Payroll Module > Payroll > Payroll Processing
1. Select the Pay Year.
2. Select the Pay Group to process.
3. Select the Separate Pay Run created.
-]

AR SR N N Y

AR IR TR YR VL SR SR SR AR Y

4. Employee Range — The value set can be (0=0). It means that all employees who
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have payroll data in the imported template will be included in the payroll
calculation for Separate Run.

5. Payroll Interface Section — Untick so the data from the other modules will not be
included in the payroll calculation for Separate Run.

6. Click Process button.

Payroll Summary
The Payroll Summary will serve as a preview of calculated payroll data for employee.
The Total Employee will display the number of calculated employees during the

Separate Run payroll processing. The Imported Payroll Data will also be included in

the calculated Net Pay.

Access: Payroll Module > Payroll > Payroll Summary

Page 169

Pay Group - All - - |/ Normal Exit Date Salary Date ~ |01/01/2019 (Tue) Pay Group + || PGSSS5 - Pay Group 555
Pay Run PH2021-01-03 - Separate Jan 2021 [PG555] - | Join Date + ||01/01/2019 (Tue) Salary Gross ~ || 40000.00 Tax Method ~ | Resident
Employee  JMLOOT - Manager One v Total Employee: 1
Basic Pay 000 *+ [y] Openin Pay Transaction
Overtime Amount 0.00 vl | # | Type | Code Name Quantity Amount | Tax Gross Up | Source | PTD
Unpaid Deduction 000l - W N TRANS Transport Allowance 1,500.00 1,500.00 000 | Global
— Value D
Allowances (Regular) 000| + [z W showal Velue Date
Allowances (Supplameantary) 0.00 7] Remarks

TotalPay Total Pay 5SS 0.00 Payment Bank
Total Pay PhilHealth 0.00 Date Payment
SS Employee 0.00
Total Pay Pag-IBIG 0.00 Pag-IBIG Remarks
PF Employee 0.00
Tax Gross Up % 1.00
PhilHeaith Employee 0iD Tax Gross Up Regular 0.00
Pag-IBIG Employee 0.00 Tax Gross Up Supplementary 0.00
Bonus Non-Taxable 0.00 Tax Calculation Normal
De Minimis Non-Taxable 0.00 Tax Method Resident
e Minimis Bomas Offect 200 Last Process hrm - 03/03/2021 (Wed) 14:26:03
Taxable Income
Allowances (Non-Taxable) 500.00 v
Pag-IBIG Employee Voluntary 0.00
Pag-IBIG Employee MP2 0.00
Tax Amount 0.00
Tax Refund 0.00
Net Pay 1500
SS Employer 0.00
PF Employer 0.00
EC Employer 0.00
Philiealth Employer 0.00
Pag-IBIG Employer 0.00
Pag-IBIG Employer Voluntary 0.00
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13" Month Salary
13th Month Salary is a payroll process for some countries to calculate the statutory

bonus of employees.

13™ Month Salary Setup & Process
Access: Payroll Module > Payroll > Generate Record > 13th Salary

3 [=[o]2 ]

Task List Include Past Months Resignees

Pay Group - Please select --

el
Pay Month - Please select -~
Transaction

Pay Runs # | PayRun Name

Payroll Processing
Payroll Summary No data to disp
Generate Record
13" Salary Employee Range
Hold Payment
Append Transaction Year Start 2022
Append Recurring Year End
Append Ad-hoc Allow

Bonus Formula
Append API Transaction

Append Cost Centre Adj.

Bonus Final Formula
Append Allowance

Amend Transaction

Proration Period -~ Please select --

Append Payroll Summary

1. Template — Allow users to save the 13™ Salary setting. User can save multiple

setting in different template.

I Template Default v nun I

a. Click B icon to add a new template.

b. Click icon to save the modification made to the template.

c. Click B icon to delete the template created.

d. Click icon to copy the template selected to another template.
e. Click B icon to distribute the selected template to other users.

2. Pay Group - Specify the Pay Group from the drop down if having multiple.

I Pay Group BIPOMYPG - BIPO Malaysia Pay Group . I

3. Pay Month - This will be the basis of when the 13th month will be paid.

I Pay Month 2021 May - I

4. Pay Run —The Pay Run listed in the selection table corresponds to the Pay Month

selected, it varies from one pay month to another depending on the number of
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Pay Run required and created for the respective month.

Pay Runs v| | Pay Run Name
v | MY2021-05-01 1st Half Month May 2021 [BIPOMYPG]
v | MY2021-05-02 2nd Half Month May 2021 [BIPOMYPG]
v | MY2021-05-03 Separate May 2021 [BIPOMYPG]
v | MY2021-05-04 Whole Month May 2021 [BIPOMYPG]

Select the Pay Run in which the 13th Month Salary is to be paid.
Employee Range - It sets the condition of selecting eligible employees, i.e. by

Company, Department etc. (0=0) means this setting applies to all employees.

Employee Range ((TblEmployee.CompanyCode="BIPOMY?)

Year Start & Year End - This will be the basis of year calculation specified on

Bonus Final Formula field.

Year Start 2021 -

Year End 2021 v

Bonus Formula - The basis calculation set to derive the 13th-Month amount.

Bonus Formula [EM].[SalaryFrxed] 1.5

Example:
[EM].[SalaryFixed] refers to the Employee Salary Fixed before any additional pay
components. If the payout is 1.5 months of salary, then this can be set as

[EM].[SalaryFixed]*1.5
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8. Bonus Final Formula - It sets the condition for the final calculation of the total
13th-Month Amount. In the given example below, the formula is used to pro-rate

the amount by calendar days and to take into account any NPL (No Pay Leave) days.

| Bonus Final Formula [BNS] [Bonus]/[BNS] [CalendarDaysFullVear]*([BNS].[CalendarDaysFullVear]-[BNS].[NPLDays]) |
Table Field Value
13* Salary v | | NPL Days - | -- Please select ‘ v
#LH| -] O])
Expression

[BNS].[Bonus]/[BNS].[CalendarDaysFullYear]*([BNS].[CalendarDaysFullYear]-[BNS].[NPLDays])

KN =3

9. Proration Period — Choose from:
a. By Days
b. By Months.

10. Proration Type - Choose from:
a. Calendar Days
b. Working Days
c¢. Working 5 Days

Proration Period By Days -

Proration Type Calendar Days M

11. NPL Leave Code & NPL Leave Code (Hours) - The selected leave code(s) will be
excluded from the calculation. This will offset the days when the leave was
rendered.

Note: This will only apply if using Leave Module.

NPL Leave Code UL
NPL Leave Code (Hours)
Allowance 13thMonth - 13th Month Payout

Include Negative Amount
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12. Allowance — Refers to the Allowance Code where the 13th Month will be

credited to.

13. Include Past Month Resignees — if the checkbox is ticked, system will show the

Exit Date From field.
Template Default . nnuu
Pay Group . Please select . v/ Include Past Months Resignees
Pay Month P select Exit Date From

14. Exit Date From — allow user to set a date to from which an employee who resigned

after this date will still be included in the 13th Salary payment generation

Example:

Exit Date From is set to 27 Aug 2021, any employee who resigned after 27 Aug

2021 will be included in the 13th Salary generation, as shown:

TesT dl+[=]ela]a)

vl | 562021-09-02 Whale Month Sep 2021 [TESTSG]

((TolEmployee.EmployeeCode IN (S0009""50010'))

[EML[SalanFasd]
[EMISalanfued]

ndar
- lendar | Calendar
e Join D it Days | Doys (Full  NPLDay
Nar .

vear)

56
Employee | 01/08/2020 | 27/08/2021 S00000 23900 36500 000
0009
6
Employes | 01/08/2020 | 30/08/2021 500000 24200 36500 000
ooto

500000 5G2021-09-02

500000 SG2021-09-02

This is to allow processing of 13th Month Salary for employees even after their

Exit Date in the event there are payment which is processed after the employee

exit.

15. Include Negative Amount - if checkbox is ticked, employee with negative Final

Amount will be included in the processing when user click Go.

I Include Negative Amount I
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Confirm

Date

| | st011 Employee 011
0011

0 27/08/2021 500000 23900 36500 0.00 0.00

13pAY

16. Click on button Go to check the calculation details. The details will appear in the

table at the bottom.

oy, | Employee Confirm . NPL | NPL oo Feal | v B Code o A
7| | Employee Code | 7P Join Date Dore Bonu: Dars | Hours Bonus Final | Pay Run Code  Exist Pay Run llowance
Johai
v| 1003 ;;Eo: 02/05/2005 01/08/2000 1350000 36500 36500 000 000 13500.00 | MY2021-05-01 13thMonth
v| 1001 JohnTan  02/01/2018 03/02/2020 2250000 36500 36500 000 0.0 22500.00 | MY2021-05-01 13thMonth
v| 1002 /0472020 1500000 36500 36500 000 000 15000.00 | MY2021-05-01 13thMonth
v| ANDYG Andy Gan  01/04/2020 750000 36500 36500 000 000 7500.00 | MY2021-05-01 13thMonth
v 110 L:ﬂ 04/01/2021 10/03/2021 3000000 36500 36500 000 000 30000.00 | MY2021-05-01 13thMonth
Al
vl 1201 Testing 01 29/03/2021 300000 36500 36500 000 000 5000.00  MY2021-05-01 13thMonth
joha - . - .
v| 1003 ‘g(‘a’; 02/05/2005 01/08/2000 1350000 36500 36500 000 000 13500.00 | MY2021-05-02 13thMonth
v| 1001 JohnTan  02/01/2018 03/02/2020 2250000 36500 36500 000 000 22500.00 | MY2021-05-02 13thMonth
v| 1002 James Lee 01/05/2020 1500000 36500 36500 000 000 15000.00 | MY2021-05-02 13thMonth
v| ANDYG Andy Gan 750000 36500 36500 | 000 000 7500.00 | MY2021-05-02 13thMonth
Page 10f 3 (24 items 3
=

17. At this point, you can export the details of the calculation, click Export to

download an excel file that contains the data.

A B c D E F G H I J K L M N 0
EmployeeCode EmployeeName  JoinDate ExitDate ConfirmDate Bonus CalendarDaysProrate CalendarDaysFulYear NPLDays NPLHours BonusFinal PayRunCode  ExistsPayRun AllowanceCode
003 Johan Yakob 02105200 01/0812000 13500 36 365 0 0 13500 MY2021-05-01 13thMonth
001 John Tan 020112018 0310212020 22500 363 365 0 0 22500 MY2021-05-01 13thMonth
fion2 James Lee 01/0472020 01/0512020 15000 365 385 0 0 15000 MY2021-05-01 13thMonth
ANDYG Andy Gan 0110412020 7500 365 385 0 0 7500 My2021-05-01 13thMonth
101 Chow Alan 04/01/2021 10/03/2021 30000 365 385 0 030000 MY2021-05-01 13thMonth
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18. Click Process to continue and click OK to confirm proceed.

Confirm to proceed?

oK Cancel

19. Once the process is completed. Proceed to Payroll Process to process the payroll
and the 13th Month payment.

Access: Payroll Module > Payroll > Payroll Processing

Pay Year 2021
Pay Group BIPOMYPG - BIPQ Malaysia Pay Group
Pay Run [} 05-04 - Whole Month May 2021 [BIPOMYPG]

Joiners Resignees Others
Employes Range (0=0)

U

Exceptions
Resignee Payment | pank - Delete zero net pay records that have no transaction

New Joiner Payment

Negative Net Pay

Bank

Bank

20. Once Payroll Process is complete, the 13th Month payment will be included in
employees Payroll Summary (according to the Employee Range setting) for the
Pay Month and Pay Run selected earlier, as shown:

Access: Payroll Module > Payroll > Payroll Summary

Pay Group - All - + | Nomal Exit Interview De = Position Allowar || 0.00 Sample Org Stru =
Pay Run MY2021-05-04 - Whole Month May 2021 [BIPOMYP « Month of Join D = | 1/2/2018 12:00:00 Ak Salary 20000.00 Pay Type Monthly
Employee 1001 - John Ter . E] Total Employee: 6
Basic P: 20,000.00 - ] Open in Pay Transaction Locked
00 - Typ o Nam jant PTD
= DR | A 13thMonth 13th Menth Payout 22,500.00 0 |
v S I 05/2021
o
T Remarks

EPF Employes 381700 = Total Pay Taxable 42,500.00 Payment Bank - n
Overtime Amaunt = Total Pay SOCSO / EIS 42,500.00 Date Payment -

0.00 20,000.00

o 20,000.00

bon hrm - 24/05/2022 (Tue) 19:00:06
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Flexible Payroll Report
The Flexible Payroll Report allows user to configure the report information according

to certain requirements.

Creating a Flexible Payroll Report Template
Access: Payroll Module > Report > Payroll > Flexible Payroll

e -d80aoan

Cast Center Allacation

Cost Center Adjustment

Hide Employee

Customize Report Display Customize Naming Convention [

t bank allocation amount to different it
| report is generated in Spreadsheet mod:

1. Click to create a new template. Enter the template name.

2. Pay Group - Select the Pay Group(s) to generate Flexible Payroll Report.

3. Month Breakdown — Select if By Report or By Column. Default is By Report.

4. Month Start / Month End / Run Type / Pay Runs — Specify the coverage of the
report.

5. Template — A drop-down selection of templates that have been created.

6. Report Title — A free-text to enter the report title that will display in the report.

7. Paper Size — Select between Portrait or Landscape.

8. Report Type — Select between:

e Summary — Report will be presented in summarized and in grouping.
e Detailed — Report will be presented per employee.
9. Separate Pay Run —This will only be enabled if Report Type is selected as Detailed.
10. Target Currency — Select the target currency to display in the report. This field is
optional. Note that Personnel Module > Reference > Other > Currency Exchange
must be setup.
11. Show at Report Header — Pertains if Target Currency will show at report header.

12. For Self Service Users — Select if this template will be available in ESS for Global,
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Country Specific or None.

13. Sorting/Grouping — Select the created Query from this field. If a Query has just
been added or created, click 2] to refresh and display the new Query.

14. Customize Report Display — If ticked, other fields will be enabled for report

formatting specifications.

v'| Customize Report Display
Custom Header Color v Custom Grand Total Color v
Header Style Bold Grand Total Style Bold
Header Style ltalic Grand Total Style ltalic
Header Style Underline Grand Total Style Underline
Header Style Strikethrough Grand Total Style Strikethrough
Column Header Wraptext Cell Border Line
Column Header Alignment - Custom Grouping Total Color v

15. System will split bank allocation amount to different columns if [PMP] field is
selected, the employee has more than 1 bank allocation, and report is generated
in Spreadsheet mode — This will show if “UseBankDetail” config is set to Y. This is
used to show the bank allocation amount in the Flexible Payroll Report when
UseBankDetail = Y.

Access: System > Config > Base > Parameter

Section Name
Q useban
f Parameter UseBankDetail
Name UseBankDetail
Value ‘ 56=Y
Description Determines whether Bank Historical Detail is used to input multiple bank allocation records
Default value is *=N.
Value can be set for specific country and separated by commas. E.g., *=N, 5G=Y

System will split bank allocation amount to different columns if [PMP] field is selected, the employee has more
than 1 bank allocation, and report is generated in Spreadsheet mode

Type Group Width (cm) width (xls)
Amount 0.00 0
+ (+/-) Pay Source | Source | ltem

m Amount - Amount as Pay Group Currency

[PMP] AmountBC - Amount as Bank Currency

[PMP] AmountSC - Amount as Salary Currency
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Report split to multiple columns for employee who have more than 1 bank account.

(o} D E F G H | J K L
. Net Pay PMP Amount 1 PMP Amount 2 PMP Amount 3 PMP Amount BC 1 PMP Amount BC 2 PMP Amount BC 3 PMP Amount SC 1 PMP Amount SC 2 PMP Amount SC 3
57433.98 22166.74 33267.24 2000 22166.74 5521.81 22166.74 33267.24 2000

Configure the Report Header

a) Click + to add a field.

b) Nois a sequence order in the report header.

c) Select the Field that will be included in the report and will serve as a header.

d) Edit Column Title to change the header name in the report. This is default to
Field name.

e) Display will be depending on the selected Field. For some Field, it could be
greyed out while some fields can be selected to display as Code, Name or Both.

f) Width (cm)/ Format / Align / B and | — Used to format the column and header
fields in the report.

g) Sum /Average — Sum and Average.

BO
']
!
# 0
S o
# 0

Column Title

Display

Width (cm) = Format

Align

B I Sum

Avg

1

Page 10f 1(6 itek

Employee Code

Login Code

Title
First Name

6 | Last Name

Middle Name

B mioree coud B crpioyee coce

lee Name

Both 2.00 Left

200 | dd/MM/yyyy Left

200 | dd/MM/yyyy

Page Size 100 =

17. Query — It is used to set the condition of range to be included in the report. It has

a default query intended for every report. To set a query according to your own

specification, click B to0add anew Query and enter the Query name.

EmployeeFlexible-Salary : By Company

Sort

4+ | No. | Field Sort Group By | Page Break
o 1 | Employee Code Ascending

Range
4+ | No. [ (.  MNot |(. |Field Opr | Range Start Range End .} | Conn
o 1 Pay Group = PH-5emi Or

Click ¥ to add a filter in Sort and Range. No means the order sequence if having

multiple fields.

Select in the drop-down list of filed to set how to filter employee and select the Sort
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order.
EmployeeFlexible-Salary : By Company
Sort
+ | Mo | Field Sort Group By  Page Break
] 1 |E"':I0}-ee Cod:‘l ! Ascending
__'JE'S'JI‘3|' =
Range Employee Code
4 | No. Login Code it Range End . | Conn
& 1 || Title Or
First Name
Last Mame
Middle Name -

In Range, Set “Opr” as this will be the formula from the given Range Start and Range
End.

IFi@ngl;I
& | Mo | (. | Mot (. |Field Opr | Range Start Range End .} | Conn
a 1 Pay Group = v | PH-Sem or

= =™

e =means can select only one value in Range Start

e In means can select several values in Range Start

Between - means need to set value in Range Start and Range End

e >= -means the field must large or equal the value set in Range Start

The Conn column is used if having multiple Range. Values given are “And” and “Or”,

then click “Update”.

18. Click Preview, Export or Spreadsheet button to generate the report.
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Comparison Report Method
Comparation Report Method can be enabled for Headcount Reconciliation , Payroll
Variance and Payroll Reconciliation and Report using system config.

Access: System > Config > Payroll > Report

System Config (Payroll)

Section Report
Section Name Value
Q ¥ -
Name ComparisonReportMethod

Value *=2

Description Determine the Comparison Report Method for Payroll Variance, Payroll Reconciliation and Headcount Reconciliation Report.
Value is comma delimited by countries, e.g., *=1, AU=2, NZ=2
1=Fixed list of comparison selection
2=Flexible list of comparison selection
Default value is *=1, AU=2, NZ=2.

Update Version

Update Close

1. Headcount Reconciliation — Run Type, From Pay Runs, To Pay Runs and

Comparison Title fields have been added and it changes the method of

comparison.

Access: Payroll Module > Report > Payroll > Headcount Reconciliation

Payroll

-
8
@
2
8

-agoan

=3 28 e
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Provious  1D2022-09-01, 1D2022-08-01
Current  1D2022-08-01, 1D2022-09-01
Headcount Reconciliation
05/1012022 (Wed) 1037 hem - Page 1.0f 2
" g A Bcrtn
Headcount
Last Month Headcount 265
Employee Code  Employee Nome Dote Resxgn
(1) New employees this month 0122037 JOVOOCOOOK 16
0122038 JOOOOOUOTTTO000K
0122038 FOOOOOCVOOCX
0122040 OO0
0122041 0O0000C0EOI000
0122043 OO0
0122044 OO0
0122045 00000000000 120072022
0122046 OO 0110972022
0122047 00000 011092022
0122048 00000000 0110972022
0122049 OO 140072022
0122050 HOOOOOHX 0110972022
0122051 HOO00O0000O0OC0C0CO0000L 010972022
0422013 0000000000 0110972022
0422014 OO0 0110872022
(8) New employees last month 0122087 000000000 011082022 .G
0122038 JOOOOO0OONOOVOTOK 010872022
0122039 OO 0110872022
0122040 OO0 0110872022
0122041 OO 01/08/2022
0122043 OO0 0110972022
0122044 OO0 0810972022
e

2. Payroll Variance — Run Type, From Pay Runs, To Pay Runs and Comparison Title
fields have been added and it changes the method of comparison.

Access: Payroll Module > Report > Payroll > Payroll Variance

Payroll (0 uwuu;w. )

Payrot

Year To Date oy Monst ber

Reterence v

Payroll

Payroll Summary
Hexible Payroll
Regional Flexble Payrol

Payrol hem

Payroll By Group.

Payrol Variance.
Payroll Reconciation

Headcount Reconciliation

Payrol Transaction

Paysiip

Payron egiser » -]
Tax

Note: Show HC Details tick box will be enabled if Report Type is set to Summary.

Pay Runs 1D2018-10-01 - Whole Month Oct 2019 [1
102011101 - Whale Month Nov 2013
P B '
Payroll Variance
051012022 (Wed) 1058 Payroll Var. Testing Repo hem - Page 10 126
W corts.
Emp Code  Employes Name Join Date  Exit Date ltem Provious Current Variance
0104001 J0CO0C0GE0000C0500C 120872004 Basic Pay 0.00 0.00 0.00
Fixed Allowance 0.00 000 0.00
ra 000 000 000
0.00 000 0.00
0.00 000 0.00
000 000 000
0.00 000 0.00
0.00 000 0.00
0.00 000 0.00
0.00 000 0.00
0.00 000 0.00
0.00 000 000
0.00 000 0.00
0.00 000 0.00
000 000 000
0.00 000 0.00
0.00 000 0.00
0104002 000K 12/02/2004 Easic Pay 0.00 0.00 0.00
B
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3. Payroll Reconciliation — Run Type, From Pay Runs, To Pay Runs and Comparison
Title fields have been added and it changes the method of comparison.

Access: Payroll Module > Report > Payroll > Payroll Reconciliation

Payroll 10 m«.,-,,-ﬂ. o

-anoan

CacEEm

Pravious  102021-07-01
Cusrent ID2021-06-01
F 1

Payroll Reconciliation
102022 ey 108 o at2

Flangs: Al Mecords

Headcount Amount
Last month net pay 245 6605,729,842.00
Basic Salary
[} Maw emiploryesas this mongh 1 -5,142 857.00
Emnploges Aon Diste Bt Dt Amguin
ovzinnt; 07062021 6.142.857.00
EOCOOEOOOOONOEO00N
(8] Menw employess last month 2 =10,000,000.00
Empioyae algin Dot Exit Dute Amiount
DIZT0T2 [ sooaoao oo =10,000.000 00
042 1008 | ooooooaooc 21072027 280272022 000
(=) Resigned employees last month 5 -101,900,000.00
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Payslip Customization

Payslip in BIPO can be easily customized based on the requirement of the company.

Inserting Logo to Company Payslip
BIPO allows the insertion of the company’s logo on the payslip.

Access: Personnel Module > Reference > Organization > Company

Code Test1

-

+ (%0 + 3
.
b

Name Testing Company Pte Ltd Date Start Description

Obsolete No
01/Jan/2019 Logo
Local Name Testing Company Pte Ltd
Language Name
Payslip Title Testing Company Pte Ltd
No data to display
Country/Region | SG - Singapore

Email Language |- Please select — -

Click on the ¢ at the company that you wish to insert the logo.
At the Main tab, click on + at the Logo section.
Enter the Start Date of the logo.

Enter the Description of the logo.

LA

Click Upload button.

Logo

Select afile... Browse

Allowed file extensions: jpg. jpeg, png

Maximum file size: 50 KB

6. Click on the Browse button.

7. Click on Upload  The following screen will appear with the logo.

Loge

o+

Make Life Easier.

8. Click Update button to save.
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Modifying Payslip Caption
Payslip Caption can be set as a naming convention of every section in Payslip.
Access: Setup > Setting > Field Selection

1. Select Payslip Captions in Select Field.

Payroll Search Met B [SG]  HR Master (DO NOT DELETR) . (]
Field Selection civ
Select ‘Pa‘-s\id v

_ Continuous Payslip Information
Payslip Captions

Q 1 Payslip Information
Payslip Leave Information
Payslip Others No data to display
Payslip Statutory
No da Payslip Year To Date Page Size 200 ¥

2. Click ¢ on the specific field to modify.

Field Selection 2 i v
Select Payslip Captions -
+ No. | Field Countries/Regions Caption B i
Q =k -|[s9 7 v~
ra 3 | Payslip YTD Title 5G “Year to Date ({0})
& 4 | Payslip Currency 5G 58
& 4 Payslip Footer <b=<i>"This is a computer generated payslip. No

signature is required.*<fi></b>

Field Payslip Header T
Countries/Regions  SG

Caption The day that we all long for

Bold

Italic

3. Enter the caption in Caption Field.
4. Click Update button to save.
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BIPO

Make Life Easier.

This is the day that everyone is waiting for

Testing Company Pte Ltd
Name of Employer  Testing Company Pte Lid Employee Code AMYT Name of Employee Amy Tan
Pay Period 01/07/2020 - 31/07/2020 Age 28 yrs 07 miths
Salary Payment Statement (2020-07)
Payment Deduction Centribution
Basic Salary 3§ 300000 | CPFEmployer 5§ 0.00 | CPFEmployer 58 0.00
Hong Bao (Cash) 5§ 500.00 | SDL 5§ 875
CPF Employee 5% 0.00
Total Pay 55 3.500.00 | Total Deduction 55 8.75 | NetPay 55 3.500.00
Year to Date (2020)
YTD Basic Pay YTD CPF (OW) YTD CPF (AW) Other Income Gross Salary E"""“":ﬂt’:“"'h”"““
18,000.00 0.00 0.00 359.00 18,500.00 0.00

*This is a computer generated payslip. No signature (s required. Please contact Jerry of any discrepancies*

Download

Email Payslip

Email Without Payslip

Payslip Information
Payslip Information is the set of data that can be found in the first box of the payslip.

Access: Setup > Setting > Field Selection

BIPO

Make Life Easier.

This is the day that everyone is waiting for

Download [ Email Payslip 1 Email Without Payslip
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Testing Company Pte Ltd
Name of Employer  Testing Company Pte Ltd Employee Code AMYT Name of Employee Amy Tan
Pay Period 01/07/2020 - 31/ Age 28 yrs 07 mths
Salary Payment Statement (2020-07)
Payment Deduction Centribution
Basic Salary 5% 3,000.00 | CPF Employer s 000 | CPFEmployer 58 0.00
Hong Bao (Cash) 5§ 500.00 | SDL 5% 875
CPF Employee 5% 0.00
Total Pay §§  3,500.00 | Total Deduction S§ 8.75 | MetPay §§  3,500.00
Year to Date (2020)
YTD Basic Pay ¥TD CPF (OW) ¥TD CPF (AW) Other Income Gross Salary E"""°":‘ﬂi‘l"r;"h""°“
18,000.00 0.00 0.00 350.00 18,500.00 0.00
*This is a computer g d payslip. No sig is required. Please contact Jerry of any discrepancies”
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1. Type in Payslip Information from the Select drop down.

select | EREMTRENES

T e R % % R % %O

2. Click + icon to add another information that you want to display in payslip.

3. Specify the No. This is the sequence order in the payslip.

No. 48 3

v

4. Select from the Field drop down the information that you want to add in payslip.

No. 44
Field | T U
Coption
Age
Alias Name
Local First Name

Local Last Name
Local Name
"
¢ Birth Date -

J" 3 Fmrﬂn\mr—\ Code

Note: For Show Latest Record tickbox will be enabled if Current Salary Fixed and

Current Salary Gross is selected in Field.
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+ No. | Field
Q -
No. % o

Field Current Salary Fixed

Show Latest Record

Caption

5. Enter the Caption. This is the caption that will display in payslip.

Caption

6. Click Update to save.

Payroll Employee Fields

Payroll Employee Fields is used to capture the Employee Master’s Data Information
during Payroll Processing and enable all the fields to Payslip Information and
Continuous Payslip Information.

Access: Setup > Setting > Field Selection > Select = Payroll Employee Field

Select  |Payroll Employes Field

Page Size 10 =

Select Payslip I
Conti slip In

Ne da Page Size 10 ~
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Select | Payslip Information -
+ No. | Field Countries/Regions Caption Display
Q : M M
& Employee Code
& 2 | Employee Name
& 3 | Join Date
& 4| Department 2 Name
& 5 | Payment Name
& 6 | Pay Run Period 2 Pay Run Period
& 36 | Identity No .
& 38 | Locality Both
& 39 | Pay Group Both
& 40 | Salary Fi 2
Page 1 of 1 (10 items) Page Size 10~

Access: Payroll > Report > Payroll > Payslip

Pay Year - All-- -

Show Date in ESS

Employee

Currency

BIPO

BIPC Standard Payslip

CNDOOZ =TEE Join Date 01/10/2020
Department Marketing Payment Pay RunPeriod  01/05/2022 - 31405/
Identity No 020000 Lacality Pay Group CN - CN Monthly
Salary Fixed 20,000.00
=4, EoiE i .
p payslip properly as private and confidential information. Currency .

Payslip Statutory
Payslip Statutory is used to display the statutory payment, deduction or employer /
employee contributions to the payslip.

Access: Setup > Setting > Field Selection

BIPO

Make Life Easier.

This s the day that everyone is waiting for

Testing Company Pte Ltd
Name of Employer Test Employee Code Name of Employee Aey Tan
Pay Period 01/07/2020 - 31/07/2020 Age mihs
Salary Payment Statement (2020-07)
Payment Deduction | Contribution
Basic Salary 55 0 | CPF Employer 55 000 | CPF Employer 55 000
Hong Bao (Cash) B3 0 | SOL 8 875
2% Employee 5 000
Total Pay 5§ 350000 | Total Deduction 55 £75 | NetPay S5 350000
Year to Date (2020)
YT Basic Pay YTD CPF (OW) ¥TD CPF (AW) Other Income ‘ aros alry Em pla,::n c:u.::mu:.n..
800000 000 | 000 5 1850000 | 000

*This s @ computer generated payslip. N signature is required. Please contact Jery of any discrepa

Dormicad || EmailPaysip) | Email Without Paysip
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1. Type in Payslip Statutory from the Select drop down.

Seleet | Paysip Satutory

HOMF Emglayee (Voluntary

%N NN (NN O 4

2. Click *icon to add another statutory to display in payslip.

3. Specify the No. This is the sequence order in the payslip.

No. 51

4. Select from the Field drop down the statutory that you want to add in payslip.

SS Employee

Caption EC Employer

Pag-1BIG Employee

5. Select Yes if the statutory specified in is Mandatory.

.’.1and‘ito",' -- Please select - !
Column -- Please select --

Yes

Caption No

6. Select the Column if the Statutory will reflect in Column 2 or Column 3 in the

Payslip. Note that Column 1 Pay Items are set in Payroll Module > Reference >

Allowances > Allowances.

Column -- Please select - -
. -- Please select --
Caption

Column 2

Column 3
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7. Caption - this is optional and can be left blank. If caption is specified, this will be

the displayed caption of statutory in payslip.

Caption

8. Sign - Indication of payment or deduction. Can be left blank.

n “ N

Please select

L

LL

9. Click Update button to save.

Payslip Year To Date
Payslip Year To Date is the overall running sum of statutory and leave balance.

Access: Setup > Setting > Field Selection

BIPO

Make Life Easier,

This is the day that everyone is waiting for

Testing Company Pte Ltd
Name of Employer Testing Company Pte Ltd Employee Code AMYT Name of Employee Amy Tan
Pay Period 01/07/2020 - 31/07/2020 Age 28 yrs 07 mths
Salary Payment Statement (2020-07)
Payment Deduction Contribution
Basic Salary 55 300000 | CPFEmployer 13 0.00 | CPFEmployer 5% 0.00
Hong Bao (Cash) EH 50000 | SDL S5 875
CPF Employee £ 0.00
Total Pay 5% 3,500.00 | Total Deduction 58 8.75 | NetPay $§ 3,500.00
Year to Date (2020)
YTO Basic Pay YT0 CPF (OW) YTO CPF (AW) Other Income Gross Salary ""P"’”:':::u'::"’ ution
18,000.00 0.00 0.00 359.00 18,500.00 000

*This is a computer generated payslip. No signature Is required. Please contact Jerry of any discrepancies*

Download| | Email Payslip | Email Without Payslip
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1. Type in Payslip Year To Date from the Select drop down.

w
a

% % % %% %Y Y YO 4

Page size: 100

o

2. Click +icon to add another year to date that you want to display in payslip.

3. Specify the No. This is the sequence order in the payslip.

[ ]

4. Select from the Field drop down the year to date that you want to add in payslip.

Fiald ' Pl lect -

Please select

5. Enter the Caption. This is the caption that will display in payslip.

]
ol
]
—
o
—

6. Sign - Indication of payment or deduction. Can be left blank.

rll."."."" "1
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7. Tick to Hide when zero when the amount is zero and need to be hidden.

| Hide when zero

8. Click Update button to save.

Payslip Leave Information
Employee Year To Date Leave Balance (Annual Leave and Sick Leave) can be displayed
in payslip for employee reference.

Access: Setup > Setting > Field Selection
m_“ -

BIPO Singapore Pte Ltd

normal

Nem employee  Name employee  Category Ethnic Origin
01/12/2020
i i 29 yrs 01 . .
Nationality Mayotte Age mths Pay Run Period - Birth Date
31/12/2020
F-
Gender Department
Female

Salary Payment Statement (2020-12

Earnings/Allowances Deductions Other Contibutions
Bonus S$ 3,000.00 | Fund - CDAC s$ 200 | Ordinary Wage S$ 4,500.00
gross o 5§ 5.000.00 CPF Employer S$ 300.00
commission SDL S$ 11.25
KTE,E:,':"(E s§ 000 | CPFEmployee S$ -375.00
Ordinary Wage

Transport CPF S$ 4,500.00
Allowance 5$ 0.00 Additional

itional
Transport Wage S$ 3,000.00
Allowance with s$ 0.00
Non-CPF
Overtim S$ 500.00
aT s$ 0.00
0.00 hrs x 0.0000
x 0.0000
Total Pay s$ 8,500.00 | Total Deduction S$ 7,438.25 | Subtotal Col 3 S$ 4,500.00

Net Pay s$ 12,123.00

Year to Date (2020)

Employee CPF CPF
Contribution Employee Employer

Amount Percentage Perc
5,000.00 4,000.00 0.00 5.00 4.00

Other Gross
Income Salary

1. Type in Payslip Leave Information from the Select drop down.

Select  Payslip Leave Information
+ No.  Field Countries/Regions Caption
ra 1 Earned
ra 2 Taker
s C/F Taken
ra 4  Balance
Page 1 of 1 {4 items) (1 ]
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Earned, Taken, C/F Taken and Balance are the usual information field to appear in
Payslip. User can specify other information such as forfeited, encashed, etc...
Click +icon.

Specify the No. This is the sequence order in the payslip.

No. 1

1b

Specify the Leave Codes. This will display the Annual Leave and Sick Leave nature

type of leave.

Select Pavslio Leave Information - Selected Value Select all / none

Select the Country / Region.

Countries/Regions | =
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8. Enter the Caption. This is the caption that will display in payslip.

Caption

9. Sign - Indication of payment or deduction. Can be left blank.

10. Display refers to the Leave name display, to determine whether Code, Name or

Both will appear in payslip

o mE B

Please salact

!‘

Leave Capture Payslip
Leave Capture Payslip should be processed to display the updated balance in payslip

upon setting up the Payslip Leave Information.

Access: Leave Module > Leave > Leave Capture Payslip

Pay Run PH2020-03-01
Leave

Employes Range  ({ThIEmplayee EmployeeCade IN (THMO001', THMO002', THMO003'))

1. Pay Run - Select the correct Pay Run to calculate correct leave balance.

2. Leave - Specify the Leave Code. Note that it should also match the leave code in

Payslip Leave Information Setup.
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3. Employee Range - Select the applicable employee to include in leave calculation
by clicking Q.

4. Click Process button and Click OK to confirm.

Confirm to proceed?

OK Cancel

5. Notification for success process will be displayed.

Process Completed. 0.03 seconds elapsed.

oK

Currency Display for Payslip
Payslip can display currency options. This can be enabled by setting system config
ShowcCurrencyDisplay / ShowCurrencyDisplayESS to Yes.
e ShowCurrencyDisplay — Currency Display will be available for selection at the
Payslip Generation for Admin
e ShowCurrencyDisplayESS —Currency Display will be available for selection at
the Payslip Generation in ESS
Access: System > Config > Payroll > Payslip > ShowCurrencyDisplay /
ShowCurrencyDisplayESS

System Config (Payroll}

Section Payslip -

Section Name Value
Q ¥ | show ¥

& | Payslip ShowCurrencyDisplay

=<

[
=<

& | Payslip ShowCurrencyDisplayESS
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Access: Payroll Module > Report > Payroll > Payslip

Payslip Exit Date Cut-Off

Specifying the Exit Date Cut-Off checkbox allows User to send the payslip to resignee’s

personal email.

Access: Payroll Module > Report > Payroll > Payslip

Paysip Header

Payslip Setup

User can modify the payslip layout including font size, border color, border line,

caption and field size using Payslip Setup. The created Payslip Setup will then be used

in generating Flexible Payslip Report.
Access: Payroll Module > Reference > Payslip > Payslip Setup

1 eymems

- MO +
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Select the Countries/Region that this setup is applicable to.
Enter a unique code for the setup.

Enter the name of the Payslip Setup.

Orientation can be landscape or portrait.

For Self Service Users — Select if this template will be available in ESS.

o vk w N oR

Apply the required ranged at the Employee Range or simply indicate the value (0=0)

which meant all employees.

7. Click * to specify the formatting of each selected Category. The Category are the
items that will be included in the payslip when Flexible Payslip Report is generated.

Note: Grid box, border and color is hidden when generating Flexible Payslip Report

when there is no data for the employee.

Page 197



BIPQO | Mmoke ife Easier.

Appendix
All Enhancement 2022 included in this User Guide can be found in the following

Release Note Version:

# RELEASE NOTE JIRA SUMMARY
1 Release Note 2211  HRMS-6775 Enhancement to Flexible Payroll Report
Release Note 2215 HRMS-7547
HRMS-7548
HRMS-7549 Pre-Payroll Processing Enhancement
HRMS-7550
HRMS-7551
3 Release Note 2217 HRMS-7575 Customize Report Display for Regional Flexible
Payroll Report
4 Release Note 2221 HRMS-8056 New Batch Pay Run Menu
5 Release Note 2225 HRMS-7905 Undo Retro for Multiple Employees
6 Release Note 2227 HRMS-8262 Enhancement to Leave Attendance Data Verification
7 Release Note 2229 HRMS-8216 Enhance to add Download button in Payroll Upload
8 Release Note 2231  HRMS-8639 Enhancement to Field Selection for Payroll
Processing and Payslip
9 Release Note 2235 HRMS-8965 Enhancement to Payroll Processing for Resigned
Employee Who Has Recurring Allowance
HRMS-9101 Introducing New Function Basis Allowance PTD
10 Release Note 2237 HRMS-8146 Flexible Payslip Enhancement
HRMS-8808 Enhancement to Leave Attendance Data Verification
HRMS-8817 Enhancement to Payroll Variance Report
HRMS-8949 Enhancement to Ad-Hoc Allowance
11 Release Note 2239 HRMS-9088 Enhancement to Consolidated Payslip
HRMS-9089 Payslip Currency Display Enhancement
HRMS-9461 Enhancement for Row with Zero or Null Value in
Pending Approval Screen (Admin and ESS Site)
12 Release Note 2241 HRMS-8686 Comparison Reports Enhancement
13 Release Note 2243  HRMS-9053 Enhancement to Flexible Payroll Report
HRMS-9289 Added Run Type to Payroll Transaction Report and
Payroll Summary Report
HRMS-9658
Added Pay Period No. to Pay Run Master
14 Release Note 2245 HRMS-9605 Introduced Run Type in Payroll Reports
HRMS-9606
15 Release Note 2247 HRMS-9659 Enhancement to Add “Attachment” Field to Ad-Hoc

Allowance
HRMS - 10045 Enhancement to Add Parameters Fields to the
Batch Pay Run Generation

16 Release Note 2251  HRMS-10048 Added System Config to Determine to Show Pay

Group or Pay Month to the Payroll Summary, Payroll
Transaction and PT By Allowance Screen

HRMS-10052 Currency Display Enhancement for Generating
Payslip in Admin or ESS

HRMS-10188 Retro Processing, Retro Payment, Undo Retro
Screen Enhanced to Select Multiple Pay Runs

HRMS-10194 Changed the Method of Undo Pay Transaction and
Batch No Generation for Append Transaction
Function

HRMS-10277 Enhanced Email Payslip to Send Email to Resignee
via Personal Email
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https://support.biposervice.com/hc/en-us/articles/4855332867609-Release-Notes-2211
https://support.biposervice.com/hc/en-us/articles/5675401516057-Release-Notes-2215
https://support.biposervice.com/hc/en-us/articles/6086574650905-Release-Notes-2217
https://support.biposervice.com/hc/en-us/articles/6877967965849-Release-Notes-2221
https://support.biposervice.com/hc/en-us/articles/7660558285465-Release-Notes-2225
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https://support.biposervice.com/hc/en-us/articles/9053667174297-Release-Notes-2231
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https://support.biposervice.com/hc/en-us/articles/10446485414937-Release-Notes-2237
https://support.biposervice.com/hc/en-us/articles/10918201256857-Release-Notes-2239
https://support.biposervice.com/hc/en-us/articles/11369344956825-Release-Notes-2241
https://support.biposervice.com/hc/en-us/articles/11834394856729-Release-Notes-2243
https://support.biposervice.com/hc/en-us/articles/12274202890265-Release-Notes-2245
https://support.biposervice.com/hc/en-us/articles/12750657182489-Release-Notes-2247
https://support.biposervice.com/hc/en-us/articles/13691117364889-Release-Notes-2251
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-- End of Document --
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