
YEAR END SEMINAR 2023 – ePayroll System

14 December 2023 | 09:00 AM to 05:00PM 



Learning Objectives:
 Learn the installation steps for the year-end patch update.

 Understand the process of rolling over to Year 2024 and carrying
forward balance leave.

 Familiarize yourself with feature enhancements.

 Learn the steps of bonus processing.

 Gain a comprehensive knowledge of year-end reporting, including
the processes for Forms E and EA.
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Agenda

1 Year End Process

2 Bonus Processing

3

4

5

6

Feature Enhancements

Product Information Sharing

Year End Statutory Forms 

Q & A Session
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Year End Process
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Year-End Process

1 Download and Update ePayroll

2 Initialize New Year 2024 

There are 2 steps involved in this process:
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Step 1 - Download and Update ePayroll

Restricted



Download and Update ePayroll

Why is it necessary to update your software before the start of a new year in the
ePayroll System?

** The software update is exclusively provided to customers who renew their maintenance
service contract with TIMESOFT. Please ensure your contract with TIMESOFT is active.

 Add 2024 Malaysia Public Holidays (National/KL)

 Enhance the functionality of ePayroll.

 Update statutory requirements for 2024.
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Download ePayroll Software Update 

The download URL for the ePayroll software update can be found in the email notification sent to
customers.

This notification will be dispatched after January 4, 2024.

Users with Windows 10 and above: 

For Windows 10 and above users, upon entering the provided download URL in the browser,
Windows will display a dialog box.

Note: This is provided that your browser is enabled with ‘Ask where to save each file before 
downloading’. Otherwise, the default download folder in your local PC is 'Downloads’.

1
Click ‘Save As’.
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Download ePayroll Software Update 

Select “Desktop”, retain the file name and 
‘Save as type’. Click ‘Save’.
It is recommended to save the file on your 
Desktop for easy retrieval.

After the download is complete, you will 
find the update compressed file on your 
PC desktop. 
Copy the downloaded file to Webserver.

After Download ePayroll Software 
Update is completed, you can 
proceed to the next step: 
Install Software Update.

2 3
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Install ePayroll Software Update

Right-click on the downloaded patch zip file.
Select ‘Open with’ > Windows Explorer’. 

Alternatively, you can use other methods 
such as 7-Zip, Winzip or Winrar. 

For this tutorial, we will use the ‘Windows 
Explorer’ method.

Press ‘Ctrl+A’ on the keyboard to highlight 
all the files. Right-click on the selection, 
then click ‘Copy’.

1

2
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Install ePayroll Software Update

Search for the \TIMESOFT\E-module\TimeSolution folder in your server. 3

In our example, the 
program is located 
in the D drive

Click ‘Paste’.
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Install ePayroll Software Update

The system will prompt a message indicating the need to replace existing files.4

This action will apply the copied patch files to the program directory.

Click ‘Replace the files in the destination’ to ensure that the patch files overwrite the existing ones.

Restricted 12



Install ePayroll Software Update

If the system prompts for a password, enter the password provided in the email notification.5

Do not terminate the 
file copying process 
while it is in progress

Note: 
Please note that the password is supplied to customers who have renewed their maintenance 
service contract with TIMESOFT. Ensure your contract is active.
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Install ePayroll Software Update

After the file copying process is completed, log in to the ePayroll system.

Data Maintenance scripts will run automatically.

6

Do not close the 
screen while updating 
is in progress
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Install ePayroll Software Update

Once completed, the system will display a summary of the release notes.7
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1st Common Errors when Performing ePayroll Software Update

Error:

Possible causes:
The ZIP file you downloaded is corrupted.
Re-download the software update file and attempt the installation again.
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2nd Common Errors when Performing ePayroll Software Update

Error:

Possible causes:
You do not have the permission rights to overwrite program files. 
Contact your IT administrator for assistance.
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3rd Common Errors when Performing ePayroll Software Update

Error:

Possible causes:
Invalid password entered. 
Check your email notification for the correct password and enter it again.
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Information Sharing : Backup Database

Restricted



Backup Database

We would like to take this opportunity to raise awareness about the importance of database
backups. While not compulsory, they are crucial.

The objective of database backups is to prevent data loss. Databases contain valuable and
often irreplaceable information. Regular backups help safeguard against data loss due to
accidental deletion, corruption, hardware malfunctions, viruses, ransomware, or other
unforeseen events.

Therefore, we strongly recommend maintaining periodic backups.
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Backup Database Characteristics 

Frequency of Backups:
 If you regularly update or input data daily, it is advisable to perform daily backups.
 For databases used intermittently throughout the week, consider a weekly backup

schedule.
 Customers using Employee Self-service Timesolution are strongly advised to conduct

daily backups.

Here are some recommendations for effective database backup:

Backup Storage:
 It is recommended to back up your data to an external HDD/CD/USB, avoiding the

use of the same drive as the production database.

Location of Backups:
 A critical reminder: Do not store backups on the same computer/server as your

production database.
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Backup Database Characteristics 

TIMESOFT Auto Backup function is typically configured on your server by our Support Team.

However, if the backup files are located on the same server as the production database, ensure that
the auto-backup files are regularly moved away from the server for safekeeping.

You may want to discuss this matter with your IT administrator.
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Step 2 - Initialize New Year
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Initialize New Year for ePayroll
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Initialize New Year

Frequently Asked Questions when advancing to a new year 2024:

Question 1: 

Why is this message displayed when attempting 
to log in to the period 2024?

Answer: 
The “Initialize New Year” process has not 
been done. Ensure that employees who 
resigned in December 2023 is updated before 
initiating the process.

Question 2: 

Why am I seeing this message when 
processing payroll for 2024?

Answer: 
The software update for the year 2024 has 
not been applied yet. 
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What is Initialize New Year?

The Initialize New Year process is a compulsory step for advancing Payroll, Leave, Claim, and
Timesheet to the year 2024.

When you run Initialize New Year for the year 2024, the following actions take place:
 Create a database year for 2024.

Data from previous years and information about resigned employees remain accessible by simply
switching the login period within the same database.
There is no need for a database restore to view data from previous years.

Failure to complete this step will prevent users from running the payroll process, and employees will
be unable to apply for leave in the year 2024 through the Leave module.

 Create the Employee 2024 working calendar.
 Add 2024 Public holidays for KL/National.

 Hide 2023 resigned employees from the 2024 login.
 Copy all parameter settings in Company Setup/Payroll Setup/Leave Setup from 2023 to 2024.
 Carry forward any unused annual leave days from 2023 to 2024.
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Important Note Before Initialize New Year

For customers using ESS Leave, please ensure that all pending leave(s)
related to Annual Leave are approved before running Initialize New Year.
Pending leave(s) will not be deducted from the annual leave balance.

If you have previously run Initialize New Year in 2023, it is recommended to
repeat the process in 2024 after approving all 2023 pending leaves.
This will enable the system to re-calculate carry forward balance leaves.
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Initialize New Year Procedures [ePayroll]

Open the ePayroll system URL. 

Note: 
 The User ID used for Initialize New Year must 

have access to all employees. 
 There is no need to shut down ESS Timesolution.

1

If you are ready to advance to 2024, follow the guideline below:

2

Enter your ‘User ID’ and ‘Password’. 

Select the period for ‘202312’. 

Log in to the database where you want to perform the 
Initialize New Year process.
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Initialize New Year Procedures [ePayroll]

Click ‘Payroll > Setup > Utility’.3 Choose ‘Initialize New Year’. 4
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Initialize New Year Procedures [ePayroll]

The ‘Initialize New Year’ window 
will appear on the screen.

5

Click 'OK' to proceed to the next screen or 
'Cancel' to terminate the process.

6

Then, click ‘Start’.

Ensure that the Database Year 
is '2024’. 

Keep the 'Initialize Employee's 
Cost Centre Allocation Table' 
checkbox checked.
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Initialize New Year Procedures [ePayroll]

Additional Information regarding ‘Employee's Cost Centre Allocation Table’.

The relevant setting is in 'Payroll > Setup > Payroll Setup > Cost Centre Allocation’.
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Initialize New Year Procedures [ePayroll]

Initialization of the new year is in progress. Note that the processing time may vary depending on 
the size of your database. Please DO NOT close the browser or navigate to another page.

7
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Initialize New Year Procedures [ePayroll]

The initialization of the new year is complete. Please log out and log in again.8
Note: If you have more than one database, repeat all the steps for each additional database.
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Initialize New Year Procedures [ePayroll]

To confirm if the 
‘Initialize New Year’ 
process is completed, 
go to ‘EMS >  Employee 
> Calendar’ tab and 
check if the calendar for 
2024 is created.

Login period must be 
2024.
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Initialize New Year for Leave
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Initialize New Year Procedures [Leave]

After initializing the New Year for ePayroll, the subsequent crucial step is to initialize the New Year
for Leave.

This step should be done after initializing the New Year for ePayroll. If you do not have the 'Leave'
module, you may skip this process.

Failure to complete this step will result in the non-creation of employees' leave entitlement for 2024,
and unable to carry forward any unused annual leave days from 2023 to 2024.
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Initialize New Year Procedures [Leave]

Open the URL for Timesolution.1

2

3

4

Log in to the database where you want to perform the 
Initialize New Year for Leave.

Log in as 'ADMIN' or any login ID with permission access 
to the initialize function.

Choose the period for '202312'. 

The login ID used for Initialize New Year must have 
access to all employees
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Initialize New Year Procedures [Leave]

Important Note:
If your company uses the 'Financial Year' method instead of 'Calendar Days' for leave calculations,
please follow the guidelines below.

Example:

The company’s leave period follows the company’s financial year from April 2023 to March 2024.

The Initialize leave process should be done in period 202403.
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Initialize New Year Procedures [Leave]

Select the 'Leave' module, 
navigate to ‘Administrator’ and 
select 'Initialize New Year’.

5
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Initialize New Year Procedures [Leave]

Ensure that the Initialize Year is set to '2024’. 6
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Initialize New Year Procedures [Leave]

Choose the ‘Carry forward leave methods’ according to your company’s policy. 7

We will explain ‘Carry 
forward leave methods’ 
in later section. 

If you allow employees to apply leave for 2024 before closing 2023, it is suggested to use the 
“None” method. This helps avoid issues if an employee attempts to apply leave for 2023 after 
the carry-forward process.
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Initialize New Year Procedures [Leave]

For the 'Department' and 'Employee' options, keep the setting as 'ALL' unless you intend to
initialize for a specific department or employee.

8
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Initialize New Year Procedures [Leave]

For the 'Leave Type’ option, the system displays a list of leave codes that are required to
generate leave entitlement based on the settings in the ‘Leave Code Setup’.

9

Keep the setting as 'ALL' unless you intend to initialize for a specific leave code.
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Initialize New Year Procedures [Leave]

The system displays the ‘Leave Settings’ for 2023, which will be duplicated to 2024 upon
initiating the Leave initialization. Adjust as necessary.

10
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Initialize New Year Procedures [Leave]

Copy from prev year:
Click the button if you want to retrieve the 2023 settings.

11

12 Copy All Setting:
Copy All Settings: 
These options are 
not relevant. DO 
NOT select these 
checkboxes.

13 Click 'Process' to 
initiate the Leave 
initialization.
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Initialize New Year Procedures [Leave]

Initialization of the new year is in progress. Note that the processing time may vary depending 
on the size of your database. Please DO NOT close the browser or navigate to another page.

14
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Initialize New Year Procedures [Leave]

After completion of the process, a message will pop up. 15

Note: If you have more than one database, repeat all the steps for each additional database.
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Leave Calculation
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Initialize New Year Procedures [Leave Calculation]

After completing the leave initialization, it's
essential to run the 'Leave Calculation' process.
Failure to do so will result in no entitlement for
leave types other than leave code ‘ANNU’.

To initiate this process, go to the 'Leave' module,
navigate to the ‘Leave Administrator’ menu, and
click ‘Leave Calculation’.
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Initialize New Year Procedures [Leave Calculation]

Keep the settings as 'ALL' for Department, Employee, and Leave.

Next, click 'Process' to initiate the leave calculation process.
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Initialize New Year Procedures [Leave Calculation]

Please note that the processing time may vary depending on the size of your database.
DO NOT close the browser or navigate to another page during the processing. .

The leave recalculation 
process is completed

You can proceed to ‘Leave Entitlement’ to check the data after the process is completed
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Initialize New Year Procedures [Leave]

To confirm the completion of the 'Initialize Leave'
process, go to ‘Administrator’ and select ‘Leave 
Entitlement’.
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Initialize New Year Procedures [Leave]

Choose the Year as ‘2024’.
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Initialize New Year Procedures [Leave Entitlement Sample]

Here are the results 
of the leave 
entitlement for leave 
code ‘ANNU’.
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Initialize New Year Procedures [Leave Entitlement Sample]

Here are the results of the leave 
entitlement for leave code ‘CHILD’.
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Public Holidays Setup
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Initialize New Year Procedures [Public Holidays Setup]

As explained in the previous section, the system only adds 2024 public holidays for KL/National. 
If you have other 'Public Holiday' codes, you will need to set them up on your own.

Navigate to the ‘Leave Administrator’ menu and click 'Public Holiday Setup’.

If you do not have the 'Leave' module, you may skip this process.
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Initialize New Year Procedures [Public Holidays Setup]

Choose the ‘Year’ as ‘2024’.1

2

These public 
holidays without an 
assigned ‘Holiday 
Table’ code are the 
default list

You can use the ‘Copy’ function 
to duplicate the public holidays 
from one to another.

Source: 
Choose the code to copy from

Default’ denotes public holidays 
that are not assigned with a 
‘Holiday Table’ code.

Target: 
Choose the code to copy to

After duplicating, you can make 
any necessary amendments.
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Initialize New Year Procedures [Public Holidays Setup]

Navigate to the EMS menu and select ‘Employee’. 

The employee's ‘Holiday Table’ code is setup in this tab. 

Go to the 'Leave/Benefit' tab.
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Carry Forward Leave Methods
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Initialize New Year Procedures [Carry forward leave methods]

The following are the available 'Carry Forward Leave Methods’.

1. All (balance leave):

This option carries forward ALL annual leave balances to the following year, ensuring that
employees retain their unutilized leave from the previous year.
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Initialize New Year Procedures [Carry forward leave methods]

2. One year (without B/F):

This option carries forward only the unutilized Earned Leave from the current year. 

Note that any unutilized Earned Leave from the previous year (2022) will be forfeited.

If B/F from 2022 is equal to or greater than the YTD Taken in 2023, the carry forward to 2024 
will be equal to the 2023 YTD Entitlement.

Example:

B/F 2022 = 3 days | Taken 2023 = 2 days | The remaining 1 day not utilized will be forfeited.

System will carry forward Entitle 2023 (13 days) to 2024 instead of 14 days.
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Initialize New Year Procedures [Carry forward leave methods]

3. Maximum days C/F (manual):

This option carries forward leave based on the user-defined number of days or the actual
annual leave balance, whichever is lower.

Expected results based on the above setting. 

The system carries forward 6 days to 2024, despite the 2023 balance being 14 days.
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Initialize New Year Procedures [Carry forward leave methods]

4. Maximum days C/F (allocation):

This option carries forward leave based on a pre-defined value (days) specified in the ‘Leave
module > Administrator > Leave Allocation > Current Year Carry Forward’ column.

Expected results based on the above setting.

The system carries forward 10 days to 2024, despite the 2023 balance being 14 days.
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Initialize New Year Procedures [Carry forward leave methods]

5. Maximum days C/F (by percentage):

This option carries forward leave based on a pre-defined value (%) specified in the ‘Leave
module > Administrator > Leave Allocation > Current Year Carry Forward’ column.

Expected results based on the above setting.

The system carries forward 1.4 days to 2024, despite the 2023 balance being 14 days.

If “Maximum Day C/F (By Percentage)” is selected during Initialize New Year, the value setup in
the “Current Year Carry Forward” column relates to a percentage.
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Initialize New Year Procedures [Carry forward leave methods]

6. None:

This option results in the forfeiture of all unused annual leave.

The B/F column in the following year will show '0’.
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Initialize New Year for Timesheet
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Initialize New Year Procedures [Timesheet]

After initializing the New Year for ePayroll, the next crucial step is to initialize for Timesheet.

Failure to complete this step will result in the non-creation of employees' shift schedules for 2024
and an inability to calculate overtime hours correctly.

This step should be done after initializing the New Year for ePayroll. If you do not have the
‘Timesheet' module, you may skip this process.
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Initialize New Year Procedures [Timesheet]

Open the URL for Timesolution.1

2

3

4

Log in to the database where you want to perform the 
initialization for Timesheet.

Log in as 'ADMIN' or any login ID with permission access 
to the initialize function.

Choose the period for ‘202401'. 

The login ID used for initialization must have access to all 
employees. 
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Initialize New Year Procedures [Timesheet]

From ‘Timesheet’ module, navigate to ‘Administrator’ and select ‘Shift Schedule’.5
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Initialize New Year Procedures [Timesheet]

From ‘Work Group’, select all
the codes in the drop down.

6

Keep the settings as ‘ALL’ for 
the following:

For ‘Date Range’, set as 
‘01/01/2024’ to ‘31/12/’2024’. 

 Department
 Employee
 Shift Pattern
 Gender
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Initialize New Year Procedures [Timesheet]

Select the checkbox for
all employees.

7

Then, click 'Process' to 
initiate the shift scheduling 
for the year 2024. 
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Click ‘Save.

If you have more than 20 
employees, you may 
consider changing the 
display record to a higher 
number, e.g., 100 for 
headcount between 50 to 
100.



Initialize New Year Procedures [Timesheet]

Note that processing times may vary, depending on the size of your data. 
Ensure not to close the browser or navigate to another page during the processing.

8

The shift scheduling 
initialization is completed
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Initialize New Year Procedures [Timesheet]

If the list of employees 
spans more than 1 page, 
please repeat the 
initialization shift scheduling 
on each page.

9

Process for 
all pages

Note: 
If you have more than one 
database, repeat all the steps 
for each additional database.
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Initialize New Year Procedures [Timesheet]

Now that the initialization of the Timesheet is completed for the year 2024, it is advisable to
verify its status.

10

Go to 'Administrator' and choose 'Individual Calendar’. 
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Initialize New Year Procedures [Timesheet]

Choose the employee code.11

‘Work Group’ 
and ‘Shift’ must 
not be empty

Then, set the date range from 01/01/2024 
to 31/12/2024. 

Click 'Save'

The system will display the employee list 
within the selected date range. Ensure that 
the 'Workgroup' and 'Shift' fields contain the 
expected data.

and then, click 'Query.'
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Break

Restricted



Process Bonus

Restricted



Process Bonus
In this topic, we will share with you the
knowledge on processing bonuses.
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Process Bonus - Important Note

Please be reminded that if you wish to pay [BONUS] before the [MID] or [END] cycle, you MUST 
first run the "Process PAY RECORD," followed by the "Process BONUS". Otherwise, Normal
Remuneration (Y1), which consists of Basic Wage + Fixed Allowance, will be captured as 0.00 in
PCB Computation By Formula. This affects the PCB calculation in the Bonus pay cycle.

In the absence of Y1, employees’ PCB amount in BONUS cycle will be under-deducted and the
shortage will be added to END cycle process. This may lead to disagreements from employees
who may then have to pay higher taxes in the END cycle.

The term 'Y1' (representing Normal Remuneration) is a crucial factor in the computation formula for
PCB.

Further interpretation of Y1 includes Basic, Overtime and any Allowances paid on a monthly basis,
regardless of whether the amount is fixed or variable.

For that reason, it is advisable to follow the proper Process Bonus steps to avoid unnecessary
disputes from employees regarding the deductible PCB amount in the respective pay cycle
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Bonus Processing Flow
The following outline various scenarios for bonus processing.

1 Pay the [BONUS] after the [END] cycle, follow the process flow below. 
(Assuming you do not have MID cycle)

Pay the [BONUS] after the [MID] and the [END] cycle, follow the process flow below.2
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Bonus Processing Flow

3 Pay the [BONUS] after the [MID] but before the [END] cycle, follow the process flow below. 
The objective of processing END is to include Basic+Fixed Allowance in the PCB calculation.

Pay the [BONUS] before the [MID] and the [END] cycle, follow the process flow below. The
objective of processing MID & END is to include Basic+Fixed Allowance in the PCB calculation.

4
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Bonus Processing – Important Note

If re-processing the [MID] or [END] cycle, always choose the first option; 

“Reprocess earlier Selected Staff without clearing variable entries”
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Frequently Asked Question on PCB during Bonus Run

Why does the PCB in the Bonus cycle show a lower amount than last month's PCB,
even though the employee received a one-month bonus?

Question:

It is possible that you missed processing the MID/END cycle before running the
[Bonus Record].

Verify whether you have executed the process for the MID/END cycle. If not, clear the
BONUS cycle, and follow the correct Bonus processing flow.

Answer:
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Bonus Process Settings
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Bonus Parameters

Go to the ‘Payroll’ module’.

Navigate to ‘Process Payroll’ and select the
'Bonus Record’.
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Bonus Parameters

This is the ‘Process Bonus Record’ window, which displays the available features and settings for
bonus processing.

In the following section, we 
will elaborate on the 
features and settings within 
the ‘Bonus Parameter’. 
This will include details on 
bonus amount calculation, 
eligibility criteria, methods of 
bonus distribution, and any 
other relevant settings or 
factors influencing the bonus 
process.
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Bonus Parameters Set Up [No 1 – Bonus Code]
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An example of Payroll Reports with Bonus amounts processed using codes 'BONU' and 'INC-BONU'. 
Amounts from codes with leading characters of 'BONU' will be captured in the report under 'Bonus'.

Bonus Parameters Set Up [No 1 – Bonus Code]
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Additionally, verify your BONUS code settings in the “Allowance/Deduction” to ensure they are
configured correctly. Below is an example of a bonus code with appropriate statutory settings.

Bonus Parameters Set Up [No 1 – Bonus Code]
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Bonus Parameters Set Up [No 2 – Bonus Method]

The differences in 
the calendar date 
range for the three 
(3) bonus methods
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Bonus Parameters Set Up [No 3 – Cut-Off Bonus (month/period)]
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Bonus Parameters Set Up [No 4 – Bonus Factor]
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Bonus Parameters Set Up [No 5 – Bonus Payment By]

The following explains the difference between New Base Salary, 
Base Salary and New Base Salary (Last year).

Bonus Run in period 2023-12

Bonus Run in period 2024-02

Base Salary New Base Salary

Base Salary New Base Salary

New Base Salary 
(last year)
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Bonus Parameters Set Up [No 6 – Bonus Amount]
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Bonus Parameters Set Up [No 7 – Pay Cycle]
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Bonus Parameters Set Up [No 8 – Service Month Cut-Off Day]
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Bonus Parameters Set Up [No 9 – Bonus Calculation By]

The 'Bonus Calculation By’ feature is applicable when an employee works for less than a year, and
it involves prorating the bonus amount based on the actual duration of employment.

**Service Month**
Example:
Hired date = 17/05/2023
Bonus method = By Calendar
Cut Off Bonus = 12-2023
Bonus factor = 1
New Base Salary = $2,335.00
Service Month Cut Off Day = 15

Bonus calculation as follows: 
Actual working months = 8 months
(8 months ÷ 12 months) X $2,335.00 = $1,556.67
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Bonus Parameters Set Up [No 9 – Bonus Calculation By]

**Calendar Days**
Example:
Hired date = 17/05/2023
Bonus method = By Calendar
Cut Off Bonus = 12-2023
Bonus factor = 1
New Base Salary = $2,335.00
Leave Exclusion – Exclude NPL
[No Pay Leave taken in 2023 = 4 days]
Total calendar days in 2023 = 365 days

You can specify the 
number of leaves taken to 
take effect on the bonus

Bonus calculation as follows: 
Actual calendar days 17/05 to 31/12
= (15+30+31+31+30+31+30+31) – 4 days NPL = 225 days
(225 days ÷ 365 days) X $2,335.00 = $1,439.38
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Bonus Parameters Set Up [No 9 – Bonus Calculation By]

**Working Days**
Example:
Hired date = 17/05/2023
Bonus method = By Calendar
Cut Off Bonus = 12-2023
Bonus factor = 1
New Basic Salary = $2,335.00
Leave Exclusion – Exclude NPL 
[No Pay Leave taken in 2023 = 4 days]
Total working days for 5 Days/Week working pattern in 2023 
= 260 days

You can specify the 
number of leaves taken to 
take effect on the bonus

Bonus calculation as follows: 
Actual working days = (11+22+21+23+21+22+22+21) – 4 
days NPL= 159 days
(159days ÷ 260days) X $2,335.00 = $1,427.94
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Bonus Parameters Set Up [No 9 – Bonus Calculation By]

**Working Days**

Working days calculation is 
based on the employee's 
working calendar in ‘EMS’. 

F = FULL
H = HALF
O = OFF

Dates flagged with 'F' or 'H' 
will be counted as working 
days.
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Bonus Parameters Set Up [No 10 – Rounding Formula]

The ‘Rounding Formula’ option allows you to round the bonus amount.

Bonus 
Amount
$2,083.55

Bonus 
Amount
$2,083.40

Rounding Formula

$2,083.55$2,083.40None

$2,084.00$2,084.00Round up to 
Nearest Dollar

$2,083.00$2,083.00Round down to 
Nearest Dollar

$2,084.00$2,083.00>50cts=One dollar 
or 50cts=50cts or 
<50cts=0

$2,084.00$2,083.50>50cts=One dollar 
or <=50cts=50cts or 
0=0
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Bonus Parameters Set Up [No 11 – Leave Exclusion]
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Bonus Parameters Set Up [No 12 – Exclude Bonus Condition]
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Bonus Parameters Set Up [No 13 – Stop]

Click STOP' to terminate the process; 
however, note that some records may 
still be processed to the chosen cycle.

The system will prompt a message to 
confirm whether you want to proceed 
with canceling the process.
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Bonus Parameters Set Up [No 14 – Clear Record]
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Bonus Parameters Set Up [No 15 – Trial Run]
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Bonus Parameters Set Up [No 16 – Process]
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Bonus Processing Methods
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Bonus Processing Methods

There are four (4) methods that you can use in ePayroll to process bonuses according to your 
company’s bonus processing policy.

Process Bonus By Group
 Process by one of the 4 available criteria code. 

Criteria codes are assigned in the  ‘EMS > Employee > Career’.

Process Bonus By Individual
 Manually input bonus factor/amount for each employee.

Import Bonus from Excel Format
 Upload bonus amounts from an external file i.e., Excel format.

Process Standard Bonus Run
 Process for all employees with the same bonus factor and conditions.
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Method 1 – Process Standard Bonus Run
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Method 1 – Process Standard Bonus Run

You can use this method to process bonuses if all employees are paid with the same bonus factor 
and under the same conditions. 

Ensure that both the 'Group' and 'Individual' tabs are empty before processing the bonus using this 
method.
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Method 1 – Process Standard Bonus Run

Below is an example of bonus processing conditions.

Configure the bonus setting as shown here. 
When you are ready to proceed, click 'Process' to 
calculate the bonus amount and transfer the bonus 
records to ‘Modify Record > Bonus Record’. 
Note: 
In this example, we have chosen to process the bonus in 
a separate cycle i.e., ‘Bonus Period’.

Once done on the setup, click ‘Process’ to initiate the bonus processing.
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Method 1 – Process Standard Bonus Run

Once bonus processing is completed, the message will appear on the bottom left, “Processing 
finished”.

Note that the processing time may 
vary depending on the size of your 
database. 
Please DO NOT close the browser 
or navigate to another page.
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Method 1 – Process Standard Bonus Run

Here is an example of a bonus report after the processing of bonuses has been completed.

Before running the 
'Process Bonus,’ 
please be reminded 
to refer to the 
'Process Bonus 
Flow’. 

If you need to process the bonus for a specific group of employees with particular criteria, utilize
“Adhoc Query” or “Query Expert” to filter employees before continuing with the bonus processing.
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Method 1 – Process Standard Bonus Run

Here is an example of a bonus record processed in ‘Bonus’ cycle.
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Method 2 – Process Bonus By Group
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Method 2 – Process Bonus By Group

This method enables the processing of bonuses using one of the four available criteria.
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Method 2 – Process Bonus By Group

The ‘Individual’ tab must be empty before 
processing bonuses using this method.

1 Click ‘Group’ tab.2

You can click on 
'CLEAR RECORD' to 

delete the records

After selecting the group 
code, click to generate 
the available code list

Choose the 
preferred grouping 

code to process
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Method 2 – Process Bonus By Group

You can process bonuses using 'Bonus Factor,' 'Fix Amount,' 'Variable Bonus 1 (Amount),' or 
'Variable Bonus 2 (Amount)’.

3

Click this button 
after completing 

data input
This 

combination 
is allowed

If you have more than one type of bonus to pay within the same process, you can use one of
the following combinations.

(i) Bonus Factor and Variable Bonus 1 and/or Variable Bonus 2
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Method 2 – Process Bonus By Group

(i) Fix amount and Variable Bonus 1 and/or Variable Bonus 2

Click this button 
after completing 

data input

This 
combination 
is allowed
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Method 2 – Process Bonus By Group

Note:

 If you only have one type of bonus payment, 
leave “Variable Bonus 1” and “Variable Bonus 
2” fields empty, otherwise, the bonus amount 
will return 0.

 “Bonus Factor” and “Fix Amount” cannot be 
used in the same process. You will be 
prompted with the following error message:
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Method 2 – Process Bonus By Group

An example of processing bonus by ‘Bonus Factor’.

If you are using the ‘Bonus Factor’ method, 
after completing the data input in ‘Group’ tab, 
set up the following in ‘Bonus Parameter’ tab 
before initiating the 'Process’ button.

Cut-off as at 12-2023. (Bonus Method and
Cut Off Bonus)
Use latest Basic Salary to calculate Bonus 
amount. (Bonus Payment By)

Bonus is paid separately from the regular 
payroll cycle. (Pay Cycle) 

Bonus calculated by Calendar Days. 
(Bonus Calculation By) 

Bonus will be prorated if there is NPL taken. 
(Leave Exclusion)
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Method 2 – Process Bonus By Group

An example of processing bonus by ‘Fixed Amount’.

If you are using the ‘Fixed Amount’ method, after completing the data input in ‘Group’ tab, set up the
following in ‘Bonus Parameter’ tab before initiating the 'Process’ button.

Bonus Method :
By Calendar

Bonus Calculation By:
None

Cut Off Bonus:
12-2023
Bonus Factor and Bonus Amount:
Leave empty

Bonus Payment By:
Fixed Amount
Pay Cycle:
Bonus-Period
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Method 2 – Process Bonus By Group

Once bonus processing is completed, the message will appear on the bottom left, “Processing 
finished”.

4

Note that the processing time 
may vary depending on the 
size of your database. 
Please DO NOT close the 
browser or navigate to 
another page.
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Method 2 – Process Bonus By Group

Here is an example of a bonus report after the processing of bonuses has been completed.5
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Method 2 – Process Bonus By Group

Here is an example of a bonus record processed in ‘Bonus’ cycle.
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Method 3 – Process Bonus By Individual
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Method 3 – Process Bonus By Individual

You can use this method to process bonuses if employees are paid with different bonus factors
or amounts. This method allows entering bonus amounts/factors for specific employees.
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Method 3 – Process Bonus By Individual

The ‘Group’ tab must be empty before 
processing bonuses using this method.

1 Click ‘Individual’ tab.2

You can click on 
'CLEAR RECORD' 

to delete the records
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Method 3 – Process Bonus By Individual

Important Note:

If this is the first time you are processing
bonuses for the current year, it is
recommended to do the following.

 Click 'Clear Employee Record’

This step enables the system to generate
an up-to-date employee list.

 Generate Employee Record’.
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Method 3 – Process Bonus By Individual

If your bonus factor is already input in ‘EMS > Pay Item > Bonus Factor’, and you want to
retrieve the factor, do the following:

3

Click to generate the 
employee list

Select the checkbox

 Select ‘Retrieve Bonus Factor from 
EMS’ checkbox. 

 Next, click ‘GENERATE RECORD’. 
System will generate the employee list 
with bonus factor from EMS.
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Method 3 – Process Bonus By Individual

You can process bonuses using 'Bonus Factor,' 'Fix Amount,' 'Variable Bonus 1 (Amount),' or 
'Variable Bonus 2 (Amount)’.

If you have more than one type of bonus to pay within the same process, you can use one of
the following combinations.

4

(i) Bonus Factor and Variable Bonus 1 
and/or Variable Bonus 2

Click this 
button after 
completing 
data input

This 
combination 
is allowed
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Method 3 – Process Bonus By Individual

(i) Fix amount and Variable Bonus 1 and/or Variable Bonus 2

Click this button 
after completing 

data input

This 
combination 
is allowed
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Method 3 – Process Bonus By Individual

Note:

 If you only have one type of bonus payment, 
leave “Variable Bonus 1” and “Variable Bonus 
2” fields empty, otherwise, the bonus amount 
will return 0.

 “Bonus Factor” and “Fix Amount” cannot be 
used in the same process. You will be 
prompted with the following error message:
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Method 3 – Process Bonus By Individual

An example of processing bonus by ‘Bonus Factor’.

If you are using the ‘Bonus Factor’ method, 
after completing the data input in ‘Individual’ 
tab, set up the following in ‘Bonus Parameter’ 
tab before initiating the 'Process’ button.

Cut-off as at 12-2023. (Bonus Method and
Cut Off Bonus)
Use latest Basic Salary to calculate Bonus 
amount. (Bonus Payment By)

Bonus is paid separately from the regular 
payroll cycle. (Pay Cycle) 

Bonus calculated by Calendar Days. 
(Bonus Calculation By) 

Bonus will be prorated if there is NPL taken. 
(Leave Exclusion)
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Method 3 – Process Bonus By Individual

An example of processing bonus by ‘Fixed Amount’.

If you are using the ‘Fixed Amount’ method, after completing the data input in ‘Individual’ tab, set up in
‘Bonus Parameter’ tab before initiating the 'Process’ button.

Bonus Method :
By Calendar

Bonus Calculation By:
None

Cut Off Bonus:
12-2023
Bonus Factor and Bonus Amount:
Leave empty

Bonus Payment By:
Fixed Amount
Pay Cycle:
Bonus-Period
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Method 3 – Process Bonus By Individual

Once bonus processing is completed, the message will appear on the bottom left, “Processing 
finished”.

5

Note that the processing time 
may vary depending on the 
size of your database. 
Please DO NOT close the 
browser or navigate to 
another page.
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Method 3 – Process Bonus By Individual

Here is an example of a bonus report after the processing of bonuses has been completed.6
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Method 3 – Process Bonus By Individual

Here is an example of a bonus record processed in ‘Bonus’ cycle.
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Method 4 – Import Bonus from Excel Format
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Method 4 – Import Bonus from Excel Format

As an alternative to processing bonuses through the three previously explained methods, you have the 
option to upload bonus amounts using an Excel file via the ‘DYNAMIC PAYROLL IMPORT' function.

Import File Requirements:

GuidelinesItem

The import filename cannot contain special characters, 
except for '_' and '-'. Additionally, only one dot is allowed.

1

The 'Amount' column should only contain numeric values.2
The ‘Amount’ column should be 2 decimal points only.3
Data must be placed on the worksheet named 'Sheet1'.4
Imported data must start from ‘Row 2’.5
Here is an example of an import file with two columns.
Column A = EMP_NO (Employee Code) 
Column B = BONU (Bonus Allowance Code, using 'BONU' 
in this example).
Note: 
The header name for employee code must be EMP_NO.

6

Imported data 
on ‘Sheet1’
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Method 4 – Import Bonus from Excel Format

If you have prepared the import file and ready to upload, follow the steps below.

Go to the ‘Payroll’ module’.1

Navigate to ‘Process Payroll’ and select the 
'Bonus Record’.
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Method 4 – Import Bonus from Excel Format

Ensure that both the 'Group' and 'Individual' tabs are empty before processing the bonus 
using this method.

2

You can click on 
'CLEAR RECORD' 

to delete the records

You can click on 
'CLEAR RECORD' 

to delete the records
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Method 4 – Import Bonus from Excel Format

In ‘Bonus Parameter’ tab, set up as shown below. 
Once done, click ‘Process’ to initiate the bonus processing

3

Bonus Method :
By Calendar

Bonus Calculation By:
None

Cut Off Bonus:
12-2023

Bonus Factor 
Leave empty
Bonus Payment By:
Fixed Amount

Pay Cycle:
Bonus-Period

Bonus Amount
0
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Method 4 – Import Bonus from Excel Format

Once bonus processing is completed, the message will appear on the bottom left, “Processing 
finished”.

4

Note that the processing time 
may vary depending on the 
size of your database. 
Please DO NOT close the 
browser or navigate to 
another page.
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Method 4 – Import Bonus from Excel Format

The system processes the bonus with a 0.00 amount, allowing you to import the bonus amount
from an Excel file. Now, you can proceed to import the bonus amount from an Excel file.

5
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Method 4 – Import Bonus from Excel Format

6 Proceed to the ‘Payroll’ module’.

Navigate to ‘Utility.

Select ‘Export/Import’.7
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Method 4 – Import Bonus from Excel Format

8 Click on the 'Choose File' button to select the Excel import file.

Next, check the 'Run' checkbox.

Click on 'START.'
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Method 4 – Import Bonus from Excel Format

Important Note:

Please be reminded that the filename for Excel imports must not contain special characters, except
for '_' and '-'. Additionally, there should be only one dot in the filename. Failure to adhere to these
guidelines will result in the system returning an error message, as shown below.
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Method 4 – Import Bonus from Excel Format

9 Verify whether the 'Row Count' and 'Employee Count' match the expected data in the imported
Excel file.
If everything is in order, proceed by clicking the 'Go to Process Payroll' button to move to the
next screen.
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Method 4 – Import Bonus from Excel Format

10 Click ‘Check Sum’ to verify if the total amount match the expected amount in the imported
Excel file.
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Method 4 – Import Bonus from Excel Format

11 Choose the 'Cycle' to which you want to import the bonus amount. 
In this example, select the ‘B’ cycle to place the bonus amount in a separate cycle. 

Next, click 'Process'.
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Method 4 – Import Bonus from Excel Format

12 Click ‘OK' to initiate the data import or click ‘Cancel’ to terminate the process.
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Method 4 – Import Bonus from Excel Format

13 After the data import is completed, the system will display the process status. Note that the 
processing time may vary depending on the size of your database. Please DO NOT close the 
browser or navigate to another page.

You may verify if everything is in order in ‘Bonus Record’.
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Method 4 – Import Bonus from Excel Format

14 Proceed to the 'Payroll' module. 

Navigate to 'Modify Record' and 
select the 'Bonus Record.
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Method 4 – Import Bonus from Excel Format

Here is an example of a bonus record imported in ‘Bonus’ cycle.15
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Four (4) Common Errors When Importing From An Excel File

System return errorExcel FileMistakeNo

( ) not allowed

The import 
filename contain 
special characters 
other than a dot, 
underscore and 
hyphen

1

$ not allowed

The 'Amount' 
column contain 
non-numeric 
values.

2
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Common Errors When Importing Bonus Amount

System return errorExcel FileMistakeNo

Worksheet name must be 
‘Sheet1’

Data must be placed 
on the worksheet 
named 'Sheet1'.

3

Employee Code column 
name must be ‘EMP_NO’

The header for 
Employee Code is not 
‘EMP_NO’

4
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Lock Bonus Cycle
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Lock Bonus Cycle

It is advisable to lock the Bonus/Special cycle once the bonus payment is finalized to prevent
unintentional re-processing.

This recommendation assumes that the bonus is processed independently of your regular payroll, not
combined with the End/Mid cycle.

Disregard this section if the Bonus is merged with the MID/END pay cycle.
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Lock Bonus Cycle

To lock a cycle, follow these steps:

1 Proceed to the 'Payroll' module, navigate to 
‘Query' and select the ‘Lock Period’.

Click ‘Lock Period by Employee’ tab.2
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Lock Bonus Cycle

3 Choose the cycle you want to lock from the 
'Processed Cycle' dropdown.

Select all employees by clicking the 
checkbox and click ‘Save’.

4
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Lock Bonus Cycle

The system will return with a message as
shown here if the cycle is locked and the user
attempts to re-process the cycle. This helps
to prevent unintentional re-processing.

Record is 
skipped
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Break
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Feature Enhancements
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Feature Enhancements

PROCESS PAYROLL

PCB Tax Record

Recurring Deductions

Here is the summary list of functions in the system that we have enhanced.

FUNCTIONS

Emp BIK and VOLA (TP2)

Pay Items - Tax Marital Status

Allowance/Deduction Setup

Employee - Employer Bank 
Account

REPORTS

Employee Recurring 
Allowance/Deduction

CP39 Form / CP39 Text File

CP22A Text File

IBG File Transfer
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PROCESS PAYROLL
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[No 1] Process Payroll – PCB Tax Record Validation

We have implemented a validation in the 'Process 
Payroll' to track whether an employee is excluded from
PCB calculations.

Disabling the system from calculating an employee's
PCB even if the employee's taxable wages do not
reach the tax threshold is not a common or
recommended practice, unless the employee's PCB is
managed by a tax agent.

If during the 'Process Payroll’, the system detects that
the user has disabled 'Calculate PCB' in 'Pay Items'
for employee, an alert report will be generated to
indicate the affected employee.
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[No 1] Process Payroll – PCB Tax Record Validation

After payroll processing is completed, the system will generate the exception report. However, if your 
pop-up blocker is not enabled, you may encounter a message. 

To view the error report, please ensure that the 'allow pop-ups' setting in your browser is enabled for 
the website.
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[No 1] Process Payroll – PCB Tax Record Validation

Here is an example of the Error Report, which explains the periods for which PCB calculation is 
missing for respective employees. 

It is crucial to note that the system will still allow the payroll processing to proceed. 
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[No 1] Process Payroll – PCB Tax Record Validation

Additional Information on ‘Income Tax Run Report’:

This report can help you check for any discrepancies in PCB calculations.

Locate the 'Income Tax Run' report in the 'Reports' menu. 

Restricted 172



[No 1] Process Payroll – PCB Tax Record Validation

Here is an example of the Income Tax Run Report (History Format)
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[No 2] Process Payroll – Recurring Deductions Validation

We have implemented additional validation in the 'Process Payroll' to track whether a resigned
employee has any outstanding deductions. This is to ensure that HR is aware and can take
necessary steps to recover any outstanding deductions from the employee.

‘END DATE’ is after 
‘Resignation Date’
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[No 2] Process Payroll – Recurring Deductions Validation

After the completion of 'Process Payroll,' the system generates a validation error if any
discrepancies are found.

The payroll processing will be aborted by the system, and you will need to change the 'END DATE'
to resolve the issue.

Please note that the system only validates recurring 'Deductions' if the 'END DATE' is after the
'Resignation Date’.
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[No 2] Process Payroll – Recurring Deductions Validation

Additional Information:

You have an option to disable the validation in the payroll processing for specific deduction codes.

Check the box to disable 
the validation process

Go to ‘Setup’ and select ‘Payroll Setup’.

In the ‘Allowance/Deduction’, you can select the code to disable the validation.
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FUNCTIONS
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[No 3] Emp BIK and VOLA (TP2)

We have implemented a validation in the EMS if the system detect TP2 records with period after the
Resignation Date.
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[No 3] Emp BIK and VOLA (TP2)

In 'Modify Record > Emp BIK and VOLA (TP2)’, the system checks for any TP2 records with a
period after the Resignation Date of '30/11/2023.'

Records with a period 
after Resignation Date
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[No 3] Emp BIK and VOLA (TP2)

The message prompt when you click 'Save' and the system detects TP2 records after the
Resignation Date.
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[No 4] Pay Items - Tax Marital Status

In ‘EMS > Pay Items > Tax Marital Status’, if employee is single with adopted child, please be
reminded to select ‘DIVORCED / WIDOW / WIDOWER / SINGLE WITH ADOPTED CHILD’.
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[No 5] Allowance/Deduction Setup

In 'Setup > Payroll Setup > Allowance/Deduction’, we have updated the 'CP21/CP22A' and 'EA No.'
dropdowns from Bahasa Malaysia to English.
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[No 6] Employee - Employer Bank Account

In 'EMS > Employee > Bank’, the 'Employer Bank Account' should not be left empty, even if the
employee’s salary payment method is 'Cash' or 'Cheque.

When the system detects that the 'Employer Bank Account' is blank, clicking the 'New,' 'Save,' or
'Edit' button will trigger an alert message.
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REPORTS
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[No 7] Employee Recurring Allowance/Deduction Report

Added new a report format layout in ‘Employee Info Report > Recurring Allowance/Deduction’.
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[No 7] Employee Recurring Allowance/Deduction Report

Here is an example of the new report in ‘Landscape’ format.
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[No 8] Income Tax – CP39 Form / CP39 Text File

Revise the data capturing logic for the New IC and Passport Number fields in the ‘Income Tax >
CP39 Form / CP39 Text File’.
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The data capturing will be based on the ‘ID For Income Tax’ selection in ‘EMS > Pay Items’.

[No 8] Income Tax – CP39 Form / CP39 Text File

This amendment is necessary because customers with Timesolution are inputting employee’s
Passport Numbers in the New IC field.

If New ID is selected, the system will capture both the New IC and Old IC in the CP39 Form/CP39 Text File.

If Passport is selected, the system will capture the Passport Number in the CP39 Form/CP39 Text File.
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The following is a segment of the CP39 Form.

[No 8] Income Tax – CP39 Form / CP39 Text File

If ‘New ID’ is selected for ‘ID For Income Tax’, the system will leave the Passport Number field
empty, even if the user has inputted a Passport Number in the EMS.
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The following is a segment of the CP39 Form.

[No 8] Income Tax – CP39 Form / CP39 Text File

If ‘Passport’ is selected for ‘ID For Income Tax’, the system will leave the New IC and Old IC fields
empty, even if the user has inputted this data in the EMS.
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[No 9] Income Tax – CP22A Text File

The 
information is 
extracted from 
the IRB 
website for 
your reference.

The CP22A is 
an income 
declaration 
form that 
employers 
submit to the 
IRBM when an 
employee 
leaves the 
company for 
tax clearance.
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[No 9] Income Tax – CP22A Text File

Note:

The information provided is for reference only and is not a substitute for professional advice.
Please consult the IRB for more information.
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[No 9] Income Tax – CP22A Text File

Moving forward, employers can submit Form CP22A using a text file via eSPC on the IRB website.

Below is an example of the eSPC login, where the upload function can be found under “Group 
application”.
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[No 9] Income Tax – CP22A Text File

Form CP22A can be retrieved from Government Form > Income Tax > CP22A Form
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[No 9] Income Tax – CP22A Text File

View the CP22A example below. To download the CP22A in a text file, click 'Generate to Text File’.
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[No 9] Income Tax – CP22A Text File

IMPORTANT NOTE:

To generate a CP22A text file with accurate information as per IRB requirements, it is
crucial to adhere to specific formatting guidelines.

Failure to do so may result in file rejection when uploading to the IRB website.
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[No 9] Income Tax – CP22A Text File

1 Termination Code Setup

Go to ‘Setup > Payroll Setup’.

You need to do a one-time setup for the Map 
Code as per IRB requirements. 
The Map Code will be captured in the text file.

In Code Setup’, select ‘Termination’.
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[No 9] Income Tax – CP22A Text File

2 Employee Resignation Reason

Go to ‘EMS > Employee’. Click ‘Exit Records’.

Select ‘Resignation Reason’ from the dropdown.
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[No 9] Income Tax – CP22A Text File

3 Employee Phone Number

According to the IRBM text file format, the country code and 
phone number must be reported in separate columns within 
the text file. It is crucial to input the country code into the 
system for accurate reporting. Specifically, the system will 
record the first two digits in Column 22, while the remaining 
digits will be recorded in Column 13.

Include the country code in the data input.

Click ‘Address’ tab.
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[No 9] Income Tax – CP22A Text File

4 Postcode Telephone Number
Include the country code in the input.Input in Row 5 only.
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[No 10] IBG File Transfer – Multiple Companies With Same Bank A/C

If you have multiple companies in one database sharing the same company bank account number
and you want to generate employee records in a single bank file, the new enhancement will be
beneficial for you.

What you need to do:

 Ensure that 
companies sharing the 
same company bank 
account number also 
have the same 
Employer Bank Code.
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[No 10] IBG File Transfer – Multiple Companies With Same Bank A/C

This is the 'IBG File Transfer' window.

In the 'Employer Bank' dropdown, select the code. For illustration, let's choose 'TESTDEL’.

When generating the bank file, the system will consolidate all employee records that share the
same Employer Bank Code in one bank file.

Restricted 202



[No 10] IBG File Transfer – Multiple Companies With Same Bank A/C

The listing below displays employees from different companies, but the bank file consolidates all
employees into a single file.

This is HLBB 
Bank File

This is 
Bank/Cheq/Cash 

Listing
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Break
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Year End Statutory Forms 
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Year End Statutory Forms – Employer’s Responsibility
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Year End Statutory Forms – Employer’s Responsibility
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Year End Statutory Forms – To-Do List
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Year End Statutory Forms – To-Do List

Important Note:
 Please be reminded to log in to the period 202312 for the tasks mentioned.

 The accuracy of data reporting in the Year-End Forms depends on your setup.
Therefore, please ensure a proper setup is completed before generating the
relevant forms to avoid unnecessary repetition.
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1. Set Up Tax Line (EA No.) for Allowance/Deduction Code
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Set Up Tax Line (EA No.) – Introduction

This step involves assigning tax lines (EA No) to allowance and deduction codes used in
the payroll process for the year 2023. This ensures that amounts are reflected accurately
in employees’ Form EA and employer’s Form E.

For taxable allowances/deductions that need reporting in the Form EA and Form E, it is
essential to assign the corresponding tax line (EA No). The system uses the assigned EA
No. to determine the position of the allowance/deduction in the forms.

Note that even if an allowance/deduction is configured for PCB computation, it will not be
captured in the relevant forms without an assigned ‘EA No’.
Therefore, it is crucial to review and update the necessary setup in the
‘Allowance/Deduction’ table for the year 2023.
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Set Up Tax Line (EA No.) – Mapping Procedures

Log in to EPAYROLL for the period 
‘202312’.

1 2 Click ‘Payroll > Setup > Payroll Setup’
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In Allowance/Deduction, you need to check if the ‘EA NO’ for allowance/deduction codes are 
assigned appropriately.

3

Set Up Tax Line (EA No.) – Mapping Procedures

Please review and, if necessary, edit the 'EA NO’.

“0” represents 
‘Not Taxable’
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To amend the ‘EA NO’ , select from the ‘EA No.’ dropdown.4

Set Up Tax Line (EA No.) – Mapping Procedures
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Set Up Tax Line (EA No.) – Mapping Procedures

Important Note:

For Allowance/Deduction 
codes used in the 2023 payroll 
process and intended for 
inclusion in Form EA/Form E, 
please ensure that the 'EA 
No.' column is not designated 
as 'Not Taxable’. 

If a code is not needed for 
Form EA/Form E, specify the 
EA No as 'Not Taxable’.
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Set Up Tax Line (EA No.) – Mapping Procedures

Tip:
We recommend utilizing  the "Pay History 
Report" to cross-check the codes used. 

Print the report with the following selection:
 Period = 202301 to 202312

 Pay Cycle = Full Month
 Print By = All
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Set Up Tax Line (EA No.) – Mapping Procedures

An example of a Form EA with the
relevant Tax Line (EA No).

Example:
If you assign an allowance code with 
‘EA No’ as '3' and the code is utilized in 
2023, the corresponding amount will 
be captured in "Column 1(C) - Gross 
tips, perquisites, awards/rewards, or 
other allowances", when generating 
the Form EA for the affected employee.
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2. Set Up Tax Borne by Employer (C.P.8D)
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Set Up Tax Borne by Employer (C.P.8D)

Effective Form E 2016, employers are mandated to report to LHDN if the employee's PCB is borne
by the employer, irrespective of the amount paid.

In ‘EMS > Pay Items > Statutory 
Requirement’, locate the field ‘E-
Form CP8D Column F - Tax borne 
by employer Indicator’.

To accommodate this requirement, 
follow the steps below:

Note: There is no calculation 
associated with this indicator.

Choose ‘Yes’ if employee’s PCB is 
borne by the company. 
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Set Up Tax Borne by Employer (C.P.8D)

When generating Form E, the system populates the value in 'Column F' based on the setup in the
‘Pay Items’, as explained earlier:

The value generated in 
Form E, Column F

Employee Pay Item 
setup

1

2

Segment of 
the Form E
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3. Link Employee
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Link Employee – Introduction

The purpose of the “Link Employee” function is to merge C.P.8D records for employees with
matching New IC Number or Passport Number.

Information Sharing:

When uploading the C.P.8D text file to IRB eFiling, the system will detect employee records with the
same New IC Number or Passport Number. If such duplicates are found, the upload will fail, and an
error message will be displayed.

If your database does not have instances of this situation, you may disregard this step.

Restricted 222



Log in to EPAYROLL for the period 
‘202312’.

1 2 If your database contains multiple companies
with different Employer Tax Reference
Numbers, select the relevant company for
setup using ‘Query > Company Select’.
Skip this step if you have only one company 
in the database.

Link Employee – Procedures
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Link Employee – Procedures

3 Choose ‘Link Employee’.

In the ‘Link Employee’ window, click ‘Generate’.

The system will display a confirmation message.

Click ‘OK’ to proceed or ‘Cancel' to stop the process.
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Link Employee – Procedures 

4 If the system detects an employee with an identical New IC Number or Passport Number,
the records will be displayed on this screen after click ‘Generate’.

Note: 
If no duplicate records 
are found, the system will 
prompt a message.
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Link Employee – Procedures 

Here is an example of a C.P.8D text file, demonstrating how the system merges employees with
identical ID numbers into one record for each respective employee.

This example 
illustrates the records 

without merging

Restricted 226



4. Import Benefits-In-Kind 
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Import Benefits In Kind – Introduction

The import feature comprises of the following import types:

1. Benefits In Kind
2. Section [F]

If both actions are required, they should be performed in the sequence stated above.

If there is no need to import Benefits In Kind or Tax Exemption data, you can skip this step and
proceed directly to ‘Benefit-In-Kind Entry’.

The data processed through these functions will be transferred to 'Reports > Benefits In Kind >
Benefits In Kind Entry’.

This function enables the import of Benefits In Kind that are not processed through ePayroll but need 
to be included in the Form EA / Form E. 
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Import Benefits In Kind – Introduction 

Log in to the period ‘202312’. and 
navigate to ‘Reports> Benefits In Kind’.

Select ‘Import Benefits In Kind’.

Choose the import type.
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Import Benefits In Kind

Please use ONLY the import template downloaded from the system.

Before importing, kindly read the information below:

Do not copy, cut, or insert columns in the Excel template.

The system will only read Sheet1, so ensure that the records you want to import are on Sheet1.

The first 2 columns (EMPCODE, YEAR) must not be blank. The system will start reading from 
Row 3, Column A, and stop if either the EMPCODE or YEAR column is blank.

The system deletes all existing data from ‘Benefits In Kind Entry’ for the employee you want to 
import before inserting new data.

File names cannot contain special characters.

1

2

3

4

5

Import Benefits In Kind
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1

2

Choose Import Type as ‘Benefits In Kind’.

Download the Excel template.

Import Benefits In Kind
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3

4

Click to retrieve the downloaded template.

Then, open the downloaded file.

Import Benefits In Kind
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Here is an example of the import template.

The data is in Sheet1. The data is starting from Row 3.

Rows 1 and 2 serve as headers for reference, with Row 1 in Bahasa Malaysia. 

Row 2 containing descriptions in English.

Import Benefits In Kind
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Data imported from Column K to V will be populated in Form EA Section B(3) and Form E Column J.
If you do not need to segregate, you can choose to insert all BIK amounts in Column K.

Form EA Form E

Import Benefits In Kind
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5 6Click ‘Import’ when ready to import data. Click ‘OK’ to proceed or ‘Cancel’ to stop.

Import Benefits In Kind
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7 Importing data in progress. 
The processing time may vary depending 
on the size of your database. 
Please DO NOT close the browser or 
navigate to another page.

After the import is completed, the system will 
prompt message.

Important Note:
The system deletes all existing data from the 
‘Benefits In Kind Entry’ for the employee you 
want to import before inserting new data.

Import Benefits In Kind
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Import Section [F] – Introduction]

This function enables the import of tax-exempt allowance that are not processed through ePayroll
but need to be included in the Form EA / Form E and, subsequently, generate the ‘Section [F]
Appendix’.

Import Section [F]
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Please use ONLY the import template downloaded from the system.

Before importing, kindly read the information below:

The system will only read Sheet1, so ensure that the records you want to import are on Sheet1.

The first 2 columns (EMPCODE, YEAR) must not be blank. The system will start reading from 
Row 2, Column A, and stop if either the EMPCODE or YEAR column is blank.

Starting from Column C, insert Allowance Codes that you want to import. The allowance code 
must exist in the Allowance/Deduction setup.

The system deletes all existing data from Section [F] for the employee you want to import before 
inserting new data.

File names cannot contain special characters.

1

2

3

4

5

Import Section [F]
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Import Section [F]

1

2

Choose Import Type as ‘Section[F]’.

Download the Excel template.
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Import Section [F]

3

4

Click to retrieve the downloaded template.

Then, open the downloaded file.
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Import Section [F]

Here is an example of the import template.

The data is in Sheet1.

Do not delete or leave Column A and Column B empty.

Starting from Column C, insert Allowance Codes that you want to import.

And starting from Row 2.
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Import Section [F]

5 6Click ‘Import’ when ready to import data. Click ‘OK’ to proceed or ‘Cancel’ to stop.
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Import Section [F]

7 After the import is completed, the system will prompt message.

Important Note:
The system deletes all existing data from ‘Benefits In Kind Entry, Section F’ for the employee 
you want to import before inserting new data.
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5. Benefits In Kind Data Entry
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Benefits In Kind Entry

As an alternative to importing data from Excel to ePayroll, you have the
option to manually input the entry.

Skip this if you do not require manual data input.

Note that all data imported from ‘Import Benefit In Kind’ function will be
captured in ‘Benefit In Kind Entry’.
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Follow these steps for manual data entry:

1

Benefits In Kind Entry

Log in to the period ‘202312’. and 
navigate to ‘Benefits In Kind’.
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Benefits In Kind Entry

2 Select ‘Benefits In Kind Entry’ and choose the employee code from the dropdown.
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Benefits In Kind Entry

3

The amount entered here is a 
top-up and does not replace the 
original data processed through 
‘Process Payroll’.

Note:
If you have previously used the 
'Import Benefit In Kind' function 
to import data, the imported 
data will be displayed in this 
'Benefit In Kind Entry' screen.

You can start inputting data on 
this screen.

Click ‘Save’ when done.

Click ‘Delete’ to remove all data 
from the screen.
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Benefits In Kind Entry

The data import from the 
‘Import Section [F]’ function 
is captured here. 

4

Click the lookup button to 
open the sub-window. 

You can insert the 
record here
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Benefits In Kind Entry

An example of the ‘Form EA’ BEFORE editing in 
the ‘Benefit In Kind Entry’.
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Benefits In Kind Entry

An example of the ‘EA Form’ AFTER editing in 
the ‘Benefit In Kind Entry’.

Note that the amount entered here is a top-up
and does not replace the original data
processed through 'Process Payroll’.

For example, if the original amount processed
through 'Process Payroll' is 118,920.00,
inserting 5,000.00 in the Benefit In Kind Entry
will result in a new amount of 123,920.00 in the
Form EA.
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6. Benefits In Kind Checking Report
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Benefits In Kind Checking Report

After completing the import or editing of Benefit In Kind data, you can print the 'Benefit In Kind 
Checking Report'.

It is advisable to print the report for checking to ensure accuracy and completeness.
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Log in to EPAYROLL for the period 
‘202312’.

1 2 If your database contains multiple companies
with different Employer Tax Reference
Numbers, select the relevant company using
‘Query > Company Select’.
Skip this step if you have only one company 
in the database.

Benefits In Kind Checking Report
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3

Benefits In Kind Checking Report

Navigate to ‘Benefits In Kind’. 4 Select ‘Benefits In Kind Checking’.
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Benefits In Kind Checking Report

5 Click ‘Generate’ to download the report in compressed ZIP file.

Click to retrieve the downloaded file.

Next, open the downloaded ZIP file.

There are 2 Excel checking reports in the ZIP file.

2 files in 
the zip file

Restricted 256



Benefits In Kind Checking Report

Here is an example of the Benefits In Kind Checking Report.
Data source is from the ‘Benefit In Kind Entry’ screen.

The report layout is similar to the 
Import Benefits In Kind template, 

which includes both BM and English
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Benefits In Kind Checking Report

Another checking report is Section [TaxExemptAllowances] CheckingReport.
Data source is from the ‘Benefit In Kind Entry, Section [F]’ screen.

If the Allowance Code does not exist in the 'Allowance/Deduction Code setup table, the ‘Allowance 
Code Description’ in Column E will be missing.

Note:
Repeat the steps if there is more than one company in the same database.
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7. Section [F] Checking

Restricted



Log in to EPAYROLL for the period 
‘202312’.

1

Section [F] Checking

2 Navigate to ‘Benefits In Kind’.
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3

Section [F] Checking

Select ‘Section [F]’.

Choose the company to generate the report by selecting from the 'Income Tax Account No' 
dropdown.

Click ‘Checking’ to start downloading the PDF file.
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Section [F] Checking

4 Click to retrieve the downloaded file.

Next, open the downloaded PDF file.
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Section [F] Checking

Here is an example of the checking report.

 Other Allowances: 
Obtained from the 'Benefit In Kind Entry' 
that is not processed in Modify Record.

The report includes all records from the 'Benefit 
In Kind Entry' screen, specifically 'Section F'. 

 Process Through Payroll: 
Derived from the Modify Record with the  
applicable maximum exemption amount, 
if any.

 EA#25: 
Extracted from the Modify Record, but the 
Allowance Code is linked to the tax line 
'EA#25'.
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8. Section [F] Appendix

Restricted



Section [F] Appendix

This serves as a supplementary report for 'EA Form Section F [Tax Exempt 
Allowances]', but it is at the discretion of the company whether to provide
the details of the exemption amount to the employees.

This report can be distributed to employees along with the Form EA

Skip this if it is not applicable to your company.
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Log in to EPAYROLL for the period 
‘202312’.

1

Section [F] Appendix

2 Navigate to ‘Benefits In Kind’.
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3

Section [F] Appendix

Select ‘Section [F]’.

Choose the company to generate the report by selecting from the 'Income Tax Account No' 
dropdown.

You may select the date to print on the form. The default date is the system date.

Click ‘Appendix’ to start downloading the PDF file.
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Section [F] Appendix

4 Click to retrieve the downloaded file.

Next, open the downloaded PDF file to view.
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Section [F] Appendix

5 Here is an example of the report featuring 
pay items that are subject to tax exemption.

If the Employer’s Contact Information for the
Form EA differs from the monthly submission
form, edit the contact details in ‘Company
Setup’ before generating the EA form.
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9. EA Form
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EA Form

Once you have completed all relevant set up and checking, you are ready
to generate the employee’s statement of remuneration, also known as the
‘EA Form’.

Please note that the due date to distribute the Form EA for 2023 to
employees is no later than February 29, 2024.
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Log in to EPAYROLL for the period 
‘202312’.

1

EA Form

2 Navigate to ‘Income Tax’.
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3

EA Form

Select ‘EA Form’.

Choose the company to generate the Form EA by selecting from the 'Income Tax Account No' 
dropdown.
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EA Form

DetailsFieldNo
Choose 'EA Form Format (Pin.2022)'.
Note that the currently available version is 'Pin.2022’.

Version1

Explanation on the available options in the EA Setup:

The description input here will be reflected in EA Form B.1(c)B.1(c) Details of payment2

The date input here will be reflected in EA Form B.1 (f)B.1(f) Gratuity date from3
Specify the Print Date to be shown in the form.Printing Date4

Note:
If the system detects data in fields B.1(c) and
B.1(f) input through ‘Benefit-In-Kind Entry’,
the system will ignore the details entered in
the ‘EA Form Setup’ window.
Priority data capturing is from the ‘Benefit-In-
Kind Entry’ screen.
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EA Form

DetailsFieldNo
Select the checkbox to enable the system to generate the serial number
automatically based on the following grouping:
Group A – Existing employee
Group B – New employee
Group C – Resigned employee

Print Serial5

Select the checkbox if employees' monthly EPF Voluntary amount does 
not combine with standard contribution in ‘Modify Record’.

Include Voluntary6
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EA Form

DetailsFieldNo
Select the checkbox to print the EA FORM in English.English Version7

Generate Form EA and EA Check List in PDF format. EXPORT TO PDF8

Generate Form EA and EA Check List in Excel file. EXPORT TO EXCEL9

Generate Form EA and transfer it to Timesolution EA for employee viewing.GENERATE E-EA10

Clear the generated data, and it will be removed from employee view.CLEAR E-EA11
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EA Form

4 Click ‘EXPORT TO PDF’ to generate the Form EA and EA Check List.

Click to retrieve the downloaded ZIP file.

Next, open the downloaded zip file. There are 2 PDF files in the ZIP file.

2 files in 
the ZIP file
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EA Form

5 You can choose to generate the reports in Excel by clicking the ‘EXPORT TO EXCEL’.

Click to retrieve the downloaded ZIP file.

Next, open the downloaded ZIP file. There are 2 Excel files in the ZIP file.

2 files in 
the ZIP file
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EA Form

Here is an example of the ‘EA Form’.6

If the Employer’s Contact Information for the
Form EA differs from the monthly submission
form, edit the contact details in ‘Company
Setup’ before generating the EA form.

Restricted 279



EA Form

The ‘TP1’ amount input in ‘Modify Record > Add. Emp PCB Relief (TP1) will be captured in ‘Form EA 
Section D5’.

Records with codes starting with the letter "C" will be captured in Section D5(a).

Records with the code "D01" will be captured in Section D5(b).

Segment of 
the Form EA
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EA Form

Here is an example of the 'EA Form Checklist’.7
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10. Slip Jawapan - PCB2(II)
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Slip Jawapan - PCB2(II)

The 'Slip Jawapan' is a tax payment statement displaying the deducted tax
amount from January to December.

This form can be distributed to employees along with the Form EA.
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Log in to EPAYROLL for the period 
‘202312’.

1

Slip Jawapan - PCB2(II)

2 Navigate to ‘Income Tax’.
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3

Slip Jawapan - PCB2(II)

Select ‘Slip Jawapan PCB (II)’.

Choose the company to generate the Form Slip Jawapan PCB (II) by selecting from the
'Income Tax Account No' dropdown.
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4

Slip Jawapan - PCB2(II)

Input the tax payment receipt number/bank transaction reference number and payment date 
into this data entry screen.

CP39 Trans. 
Number

CP39 Trans. 
Date

CP38 Trans. 
Number

CP38 Trans. 
Date

Additional CP39 Trans. 
Number and Trans. 

Date, if needed
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5

Slip Jawapan - PCB2(II)

After completing data entry, save the information by clicking 'SAVE RECEIPT’.

Generate the form in PDF by clicking the 'GENERATE REPORT' button.

Generate Slip Jawapan and transfer it to Timesolution EA for employee viewing.
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Slip Jawapan - PCB2(II)

6 After the PDF is generated, click to retrieve the file. 

Next, open the downloaded PDF file to view.
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Slip Jawapan - PCB2(II)

Here is an example of the ‘Slip Jawapan’.7

If the Employer’s Contact Information for the
Form EA differs from the monthly submission
form, edit the contact details in ‘Company
Setup’ before generating the EA form.
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11. Form E / C.P.8D
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Form E / C.P.8D

Form E and C.P.8D are declaration reports submitted by every employer to
inform the Inland Revenue Board (IRB) about the number of employees
and the list of employee income details.

Form E and C.P.8D must contain all particulars of employees, including
full-time, part-time, contract employees, and interns, as well as individuals
responsible for or engaged in the management of the organization. This
includes company directors, cooperative society’s board members,
association's controlling members, and partners of limited liability
partnerships.
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Form E / C.P.8D – Important Note

There are two (2) important indicators in ‘EMS > Pay Items’ that you need to pay attention to before
generating Form E/C.P.8D.
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1. Exclude from Form E / C.P.8D

Will the system 
employee’s capture 
record in ‘C.P.8D’ ?

Will the system capture 
employee’s record in 'Form 

E Reference Report’ ?

What group of employees should be set 
YES and NO ?

Exclude from 
Form E / C.P.8D 

Indicator

NONOApplicable to cross-company approvers 
in Timesolution, test employee codes, 

etc.

YES

YESYESIf there is any person, such as a 
company director, with no payout but 

requires reporting in the form.

NO



Form E / C.P.8D – Important Note
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2. Resignation Reason

If an employee's reason for resignation is designated as 'LEFT-MY,' the headcount will be recorded 
in the 'E Form Reference Report – Part A6’. 

'LEFT-MY' is a system code, and the system recognizes only this code to populate in “A6”.



Log in to EPAYROLL for the period 
‘202312’.

1

Form E / C.P.8D

2 Navigate to ‘Income Tax’.
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3

Form E / C.P.8D

Select ‘E-Form’.

Choose the company to 
generate the Form E by 
selecting from the 
'Income Tax Account No' 
dropdown.
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Form E / C.P.8D

DetailsField
All reports in this section are intended solely for internal
reference and checking. Do not submit to IRBM.

E Form Reference Report: 
Bahagian A (Part A)

Report from A1 to A5

Explanation on the available options in the Form E window:
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Form E / C.P.8D

DetailsField
If 'YES' is selected, the system will populate '1' in the E Form Reference Report column A6.A6:

If 'NO' is selected, the system will populate '2' in the E Form Reference Report column A6.
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Form E / C.P.8D

Form E Reference Report : C.P. 8D

 Always select the latest format.

Link Employee

 Merge records for employees with 
matching New IC Number or 
Passport Number. This applies to 
Form C.P.8D and C.P.8D Text File. 

 If your database does not have 
instances of this situation, ignore 
the checkbox. 
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Form E / C.P.8D

Prepare text file submission

 Enable this option if you want to 
generate the C.P.8D text file.

Submission Format

 There is only one available format.
 Both Prefill and C.P.8D now share 

the same format.

Majikan File Name (Employer File Name)

 Not required unless you submit C.P.8D 
manually.

Pekerja File Name (Employee File Name)

 For submission via eFiling, only the 
'Employee' file is required to be 
uploaded.
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4

Form E / C.P.8D

Click ‘Generate’ to start generating 
the file.
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5

Form E / C.P.8D

Data file generation in progress.

The processing time may vary 
depending on the size of your 
database. 

Please DO NOT close the 
browser or navigate to another 
page.
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Form E / C.P.8D

6 After the ZIP file is downloaded, click to retrieve the file. 

Next, open the downloaded ZIP file.

The system has 
compressed all selected 

reports into a ZIP file
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Form E Reference Report
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Form E Reference Report for “Bahagian A” (Part A)

This information is for your reference 
when entering the head count from A1 to 
A6 in e-Filing.
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Employee list for ”Bahagian A1–Bilangan pekerja dalam tahun 2023”

Part A1 – Number of employees as of 31st December 2023.
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Employee list for ”Bahagian A2–Bilangan pekerja tertakluk kepada PCB dalam tahun 2023”

Part A2 – Number of employees subject to MTD in 2023
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Employee list for ”Bahagian A3–Bilangan pekerja baru dalam tahun 2023” 

Part A3 – Number of new employees in 2023

Restricted 307



Employee list for ”Bahagian A4–Bilangan pekerja yang berhenti kerja dalam tahun 2023” 

Part A4 – Number of employees ceased employment in 2023
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Employee list for “Bahagian A5–Bilangan pekerja yang berhenti kerja untuk meninggalkan 
Malaysia dalam tahun 2023”

Part A5–Number of employees ceased employment and left Malaysia in 2023
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Prefill/e-C.P.8D Text File Submission
Form C.P.8D 
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Prefill/e-C.P.8D Text File Submission

Prefill/e-C.P.8D [Data Praisi/e-C.P.8D]

If you are submitting the C.P.8D text file via eFiling, 
you can skip generating the Employer file. 
Only the Employee file needs to be uploaded.

Majikan File Name (Employer File Name)
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Prefill/e-C.P.8D Text File Submission

Pekerja File Name (Employee File Name)

If you are submitting the C.P.8D text file via eFiling, 
only the Employee file needs to be uploaded.
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Form C.P.8D 

Here is an example of Form E – C.P.8D with information from column A to U.
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Understanding The Data Capturing Process 
From Column A To Column U In C.P.8D
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

RemarksDescriptionsTitleCol

Running Number.Bil
No

A

The name of the employee entered in the ‘EMS > Employee'.Employee Name.Nama Pekerja
Name of
employee

B

The Income Tax No. of the employee entered in the ‘EMS > Pay 
Items' section.

Employee’s 
Income Tax A/C#.

No Pengenalan
Cukai (TIN)
Tax
Identification
No. (TIN)

C

Based on the ‘ID For Income Tax' type selected in ‘EMS > Pay 
Items’.

Employee’s New 
IC or Passport No

No Pengenalan/ 
Pasport
Identification
/ passport no.

D
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RemarksDescriptionsTitleCol

Refer to the setting in ‘EMS > Pay 
Items

Employee’s Tax Category
Kategori 1 : Single
Kategori 2 : Married and Spouse not working
Kategori 3 : Married Spouse working, divorced 
or deceased spouse, or single with adopted 
children

Kategori Pekerja
Category of 
Employee

E

Capture from settings in ‘EMS > Pay 
Items.

‘1’ if the employee receives benefit from tax 
borne by his/her employer (tax allowance) or
‘2’ if the employee does not receive this 
benefit

Cukai Ditanggung 
Oleh Majikan
Tax borne by 
employer
1 = Ya (Yes)
2 = Tidak (No)

F

Understanding The Data Capturing Process From Column A To Column U In C.P.8D
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

RemarksDescriptionsTitleCol

Refer to the ‘EMS > Pay Items >
Dependent Children Relief headcount.
Based on the example below, value reported in 
Form E = 3.
It is not capturing based on the Total Eligible = 9.

Number of child relief count 
updated in Update Employee 
as of December 2023.

Bilangan Anak
No of Children

G
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

RemarksDescriptionsTitleCol

Example: 
Total Eligible = 9 
Total child relief = $2,000.00 x 9 = $18,000.00

Total child relief amount based 
on column G but capture Total 
Eligible.
Each Eligibility = $2,000.00

Jumlah Pelepasan
Anak
Total Relief

H
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

DescriptionsTitleCol

Total Gross Taxable Remuneration including benefits-in-kind, value of living 
accommodation benefit and remuneration in arrears in respect of preceding years.

Data source from the pay items below:
 System codes such as Basic, TotalNPL, Total Overtime, Total Shift, Total 

RestDay.
 Allowance/Deduction codes linked to tax line EA No. from 1 to 23 and 26 to 27.
 BIK Entry screen in column Part B1, B2, B3 and B4.

Jumlah Saraan 
Kasar
Total gross 
remuneration

I

Data source from:
 Allowance/Deduction codes linked to tax line EA No. from 5 to 16.
 BIK Entry screen in column Part B.3-Manfaat berupa barangan.

Manfaat Berupa 
Barangan
Benefits in kind

J
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

DescriptionsTitleCol

Data source from:
 Allowance/Deduction codes linked to tax line EA No. 17.
 BIK Entry screen on column Part B 4.- Nilai tempat kediaman.

Nilai Tempat
Kediaman
Value of living 
accommodation

K

Data source from:
 Allowance/Deduction codes linked to tax line EA No. 26.
 BIK Entry screen on column Part B1 - Manfaat Skim Opsyen Saham Pekerja

(ESOS).

Manfaat Skim 
Opsyen Saham 
Pekerja (ESOS)
Employee share 
option scheme 
(ESOS) benefit

L
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

DescriptionsTitleCol

Data source from:
 Allowance/Deduction codes linked to tax line EA No. 25.
 Tax Exempt Allowance codes linked to Tax Exempt Code (P02 to P07).
 BIK Entry screen on column Part F - Jumlah Elaun / Perkuisit / 

Pemberian / Manffat Yang Dikecualikan Cukai.

Elaun / Perkuisit / 
Pemberian / Manfaat
Yang Dikecualikan Cukai
Tax exempt allowances / 
perquisites / gifts / 
benefits

M

Data source from TP1 with code C01 to C14.Jumlah Potongan Dituntut 
Melalui Borang TP1 –
Pelepasan
Total claim for deduction 
by employee via Form 
TP1

N
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

DescriptionsTitleCol

Data source from TP1 with code = D01 (Zakat).Jumlah Potongan Dituntut
Melalui Borang TP1 – Zakat
Total claim for deduction by 
employee via Form TP1

O
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

DescriptionsTitleCol

Data source from:
 Employee EPF processed in EPAYROLL.
 BIK Entry Screen on column Part E 1.

Caruman Kepada Kumpulan Wang 
Simpanan Pekerja
Contribution to Employees Provident Fund

P

Data source from:
 Employee Zakat processed in EPAYROLL.
 BIK Entry Screen on column Part D 3.

Zakat Yang Dibayar Melalui Potongan Gaji
Zakat paid via salary deduction

Q

Data source from:
 Employee PCB processed in EPAYROLL.
 BIK Entry Screen on column Part D 1.

Jumlah Potongan Cukai PCB
Total MTD tax deduction

R

Data source from:
 Employee CP38 processed in EPAYROLL.
 BIK Entry Screen on column Part D 2.

Jumlah Potongan Cukai CP38
Total CP38 tax deduction

S
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

DescriptionsTitleCol

Total amount of medical insurance premium paid by the employee 
via salary deduction.
Deduction amount with code linked to tax line EA No. 51.

Insurans perubatan yang dibayar 
melalui potongan gaji
Medical insurance paid via salary 
deduction

T
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Understanding The Data Capturing Process From Column A To Column U In C.P.8D

DescriptionsTitleCol

Total amount of contribution paid by employee via salary deduction 
to the Social Security Organization (SOCSO) in accordance with 
Employee’s Social Security Act 1969 or the Employment Insurance 
System Act 2017

Caruman PERKESOyang dibayar 
melalui potongan gaji 
SOCSO contribution paid via 
salary deduction

U
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END OF SEMINAR

Thank You For 
Your Participation


