2024 Year End User Guide for EPAYROLL

Year End Process

Bonus Processing

Year End Statutory Forms

TIMES

SOFTWARE

Times Software Sdn Bhd
Co Reg # 200001007079 (509684-H)
8-11, 8th Floor, Wisma UOA I,

No 21, Jalan Pinang, 50450 Kuala Lumpur
Tel: +6 03 9388 0090
Website: www.timesoft.com.my

2024 @ Timesoft Malaysia | Year End User Guide 1



Contents Page

Year End Process 5
Step 1 — Download and Update EPAYROLL 6
= |nformation Sharing : Database Backup 20
Step 2 — Initialize New Year 24
= |nitialize New Year for EPAYROLL 26
= |nitialize New Year for TIMES Leave 36
= |nitialize New Year for TIMES Timesheet 70
Process Bonus 80
Bonus Processing Flow 84
Process Bonus Setup 88
Overview of the Bonus Proration Calculation for Employees with Less Than One Year of Service 109
Bonus Processing Methods 115
= Method 1 - Process Standard Bonus Run 118
= Method 2 — Process Bonus By Group 124
= Method 3 — Process Bonus By Individual 138
= Method 4 — Import Bonus from CSV / Excel Format 153
Lock Bonus Cycle 169

2024 @ Timesoft Malaysia | Year End User Guide



Contents Page

Year End Statutory Forms 175
1. Set Up Tax Line (EA No.) for Allowance / Deduction Code 182
2. Important Indicators in EMS 190
3. Link Employee 204
4. Import Benefit In Kind 210
5. Benefits In Kind Data Entry 224
6. Benefits In Kind Checking Report 232
7. Section [F] 239
8. EA Form 246
9. Slip Jawapan - PCB2(lI) 259
10. Form E / C.P.8D 266

= Form E Reference Report 277
= Text File Submission Format 284
= Form C.P.8D [Internal Reference] 287
=  Qverview of Columns A to Column W in C.P. 8D 289

2024 @ Timesoft Malaysia | Year End User Guide



Year End Pro




Year-End Process

There are 2 steps involves in this process:

Download and Update EPAYROLL

Initialize New Year 2025
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Important Note:
Ste p 1 = This step is not applicable to

customers whose EPAYROLL
Download and  syemsenases
Update EPAYROLL
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Download and Update EPAYROLL

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

v' Enhance the functionality of EPAYROLL.
v' Update statutory requirements for 2025.

The software update is exclusively available to customers who have renewed their maintenance
service contract with TIMESOFT. Please ensure that your contract with TIMESOFT is active.
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Download and Update EPAYROLL

The download URL for the EPAYROLL software update is included in the email notification sent to
customers.

This notification will be sent before 315t December 2024 or within 7 days of receiving the statutory
specifications from IRBM, whichever comes first.

Users with Windows 10 and above: g Windows 10

For users with Windows 10 and above, entering the provided download URL in the browser will
prompt a dialog box. Click 'Save As’.

& New Tab X =+

C (A https:,’/ww.ehr2u.comfdown|oad}update5['ﬁmeSulution_llEpaymII_dB.zip

Open I Save as I N

Note: This assumes your browser is set to 'Ask where to save each file before downloading.’
If not, the file will be automatically saved to the default ‘Downloads' folder on your PC.
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Download and Update EPAYROLL

e Select “Desktop”, retain the ‘File name’ and e After the download is complete, you will find
‘Save as type’. Click ‘Save’. the update compressed file on your PC
It is recommended to save the file on your desktop.
Desktop for easy retrieval. Copy the downloaded file to Webserver.
@ sav ' ®
| @ oecor | v G SeachDeskop » E
Organize > New folder = o TimeSolution_Epayroll_48.zip

> @ CARMEN - Persc Name Date modified

o
o

@l Desktop  #

l Documeni ts &

o The EPAYROLL Software Update
Rocwes # download is complete.

| You can now proceed to the next step:
. Install EPAYROLL Software Update.

INRAK P archive (.21
» Hide Folders I Save I Cancel
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Install EPAYROLL Software Update

a Right-click on the downloaded 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.

e Press ‘Ctrl+A’ on the keyboard to highlight
all the files.

Right-click on the selection, then click
‘Copy’.
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[ Edit with Notepad-++
1= Share

_ Openwith __________________J¢

Give access to
™ Scan with Malwarebytes

Restore previous versions

AlZip
Windows Explorer

Search the Microsoft Store
Choose another app

i =l L
MName Date modified Type Size
bin 14/11/2023 9:55 AM File folder
ePayroll 14/11/2023 9:55 AM File folder
ePayrollwebservice  14/11/2023 9:53 AM File folder
Maintain 14/11/2023 9:55 AM e
Open
UserControl 14/11/2023 9:54 AM Explore
Cut
I Copy
Delete
Properties
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Install EPAYROLL Software Update

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

Click ‘Paste’.
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This PC >| Application (D:) > TIMESOFT > E-module > TimeSolution >

* % % % % % B

Tl So

Name
APldeploy
App_Themes
Appraisal
Assets
bin
Booking
CasualLabour
Claim
CodeSetup

Controls

In our example, the program

is located in the D drive

Date modified
N3/03/2023 11:56 AM
Paste (Ctrl+V) 0:/2023 11-5A AM

(=
Ly

88 View
N Sort by

(= Group by

New

®
22 Properties

ea

Show more options

|'J,r;_';|e Size
File folder
File folder
>
>
>
b
Alt+Enter
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Install EPAYROLL Software Update

o The system will prompt a message indicating the need to replace existing files.
Click ‘Replace the files in the destination’ to ensure that the patch files overwrite the existing ones.

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

o Replace or Skip Files - X ThisPC  >| Application (D:) > TIMESOFT > E-module > TimeSolution > |
Copying 4,414 items from TimeSolution_Epayroll_48.zip to TimeSolution
L : : Sort v+ = View -
The destination has 3248 files with the same names N so =
] . ] . Name Date modified Type

I v Replace the files in the destination I

APldeploy 03/03/2023 11:56 AM File folder
b Skip these files N

Anp Themes Paste (Ctrl+WV1 MN3/2023 11'5A AN File fnlder

T4 Let me decide for each file

Maore details
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Install EPAYROLL Software Update

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

Please note that the password is provided to customers who have renewed their maintenance
service contract with TIMESOFT. Ensure that your contract is active.

Password needed X
Filet:nt;ij;sSPITibrary.dI!L;is”ﬁ:assward i oK
romec L 2ase enter ine password in e .
Em{ below. i Skip File EO not tgrmlnate the
ile copying process
Password: | Cancel ) 51% complete while it is in progress %

Copying 4,414 items from TimeSolution_Epayroll_48.zip to TimeSolution

51% complete 1 M

~  Maore details
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Install EPAYROLL Software Update

o After the file copying process is completed, log in to the EPAYROLL system.
Data Maintenance scripts will run automatically.

@ Default O This Month () Today

Birth Date 4

Timesoft Support Email & Hotline

Email

support@timesoft.com.my

Hotline

+603-93880090

E-Payroll
2024-Nov-15 11:05

Payroll Engine

2024-Nov-15 11:04

Income Tax

2024-Nov-15 11:05

DB Script Version
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Company Selected Query Selected User Access Hide Wage

ALL No No

Subscribed Count Available Count Employee No Password Expired

2028

Script updating in progress. Please do not close the browser or navigate to another page

Updating script. Please wait...

Do not close the
screen while updating
is in progress

I —

Hr None

Department
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Install EPAYROLL Software Update

o Once completed, the system will display a summary of the release notes.

@ Default () This Month ) Today

Birth Date 3

Timesoft Support Email & Hotline

Email

support@timesoft.com.my

Hotline

+603-93880090

E-Payroll Payroll Engine
2024-Nov-15 11:05 2024-Nov-15 11:04
Income Tax DB Script Version

2024-Nov-15 11:05

Company Selected Query Selected User Access Hide Wage
ALL No No
Subscribed Count Available Count Employee No Password Expired
Script update is completed. 2028

Current version of the database is updated.

Release Mote: Oct2824

Enhancement List:

- PAYR-76: Add TS_VERSION DTL table to capture log when auto run script failed

- PAYR-99: New EMS Address UI for SG Payroll

- PAYR-127: User Setup - user email field as mandatory.

- PAYR-135: Audit Log capture company code for Lock Period by Company

- PAYR-85: CR Multi-Currency Pivot Table Report add DOB and Hired Date info.
CR_208248909164185

- PAYR-121: CPF Return Report (Landscape) add SDF amound field

- PAYR-186: Auto Prompt report add download feature for "This Month™ and "Today™ at
Dashboard

- PAVR_135- Pawrnll |liranca fount - lindata liranca roannt hacad nan | icancalnuntiCnmnans

25

0.0
Hr None

Department
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Common Errors When Performing
EPAYROLL Software Update
and How to Troubleshoot
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15t Common Errors when Performing EPAYROLL Software Update

Error:

Compressed (zipped) Folders Error X

| Windows cannot open the folder.
The Compressed (zipped) Folder 'C:\Users\adm\Downloads\TimeSolution_Epayroll_48.zip" is invalid.

Possible causes:

The ZIP file you downloaded is corrupted.
Re-download the software update file and attempt the installation steps again.
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2"d Common Errors when Performing EPAYROLL Software Update

Error:

¥4 Folder Access Denied — *

You need permission to perform this action

Try Again Cancel

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

Error:
Compressed (zipped) Folders Errar X

| The password that you typed is not correct. Try typing it again.

Dy

OK

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

Importance of Regular Database Backups

We would like to take this opportunity to raise awareness about the importance of database
backups. While not mandatory, they are essential for data protection.

Database backups are vital to prevent data loss, as databases contain valuable and often
irreplaceable information. Regular backups help protect against accidental deletion,
corruption, hardware malfunctions, viruses, ransomware, and other unforeseen events.

We have received several reports of clients' servers and PCs being affected by ransomware
and lacking proper backups. To mitigate the risk of data loss, we strongly recommend
regularly backing up your database. Without a backup, all your data could be permanently
lost in the event of an attack.

2024 @ Timesoft Malaysia | Year End Seminar
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Best Practices for Database Backups

Here are some recommendations for effective database backup:

Frequency of Backups:
O If you regularly update or input data daily, it is advisable to perform daily backups.

O For databases used intermittently throughout the week, consider a weekly backup
schedule.

O Customers using EPAYROLL/Timesolution are strongly advised to conduct daily
backups.

Backup Storage:

O 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:

O A critical reminder. Do not store backups on the same computer/server as your
production database.

2024 @ Timesoft Malaysia | Year End Seminar
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Best Practices for Database Backups

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

7 ; :
m G Services — O x

File Action View Help

&= T o= HE »enw

.. Services (Local) " Services (Local)
Volume Shadow Copy Name Status Startup Type Descrip
) S‘* Telephony Running  Manual Provide
Start the service ChText In put Management Service Running  Automatic (Tri.. Enable
) Themes Running  Automatic Provids
Description: Chli Running  Manual (Trigg.. Coordi
Manages and implements Volume &} Timesoft SQL Server Backup Service I Automatic
Shadow Copies used for backup and ' .
. . e Udk User Service_T/4d9D Running  Manual Shell
other purposes. If this service is X
stopped, shadow copies will be -f,f?;Update Orchestrator Service Running  Automatic (De.. Manag
unavailable for backup and the 51 UPnP Device Host Manual Allows
Egclf-t;lp.lmay fail. lf th"ife':wcel'_s » S‘* User Data Access_174d9b Running  Manual Provide

However, if the backup files are stored on the same server as the production database, ensure that the
auto-backup files are regularly moved to a separate location for safekeeping.

We recommend discussing this matter with your IT administrator to ensure proper backup management.
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Step 2 —
Initialize

New Year 2025
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Topics on Initialize New Year 2025

1 Initialize New Year for EPAYROLL

2  [Initialize New Year for TIMES Leave

O Initialize Leave

0 Leave Calculation

O Public Holiday Setup

Q Carry Forward Leave Methods

3 Initialize New Year for TIMES Timesheet
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Initialize New Year for EPAYROLL



Initialize New Year

Frequently Asked Questions if initialization for the New Year is not completed:

Question 1: Why is this message displayed when
attempting to log in to the period 20257

Answer: The “Initialize New Year” process has not been
done. Ensure that employees who resigned in December
2024 is updated before initiating the process.

Message Title x

! Initialize new year haven't done.

Ok

Question 2: Why am | seeing this message when
processing payroll for 2025?

Answer: The patch for the year 2025 has not been
applied yet.

Payroll Engine Data Validation Check/ Error log.

Unable to locate PCB table 2025, please contact Timesoft.

Question 3: Why do | encounter this message when input
leave records for 20257

Answer: The “Initialize New Year” process has not been
completed yet

Some errors occured in the page

Error Message | Initialize new year for 07-Jan-2025 has not been done. Please contact HR staff.

2024 @ Timesoft Malaysia | Year End Seminar
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What is Initialize New Year?

The Initialize New Year process is a mandatory step for advancing Payroll, Leave, Claim, and
Timesheet to the year 2025.

Failure to complete this step will prevent users from running the payroll process, and employees will be
unable to apply for leave in 2025 through the Leave module.

When you run Initialize New Year for the year 2025, the following actions take place:
A database year for 2025 is created.

The Employee 2025 working calendar is created.

2025 public holidays for KL/National are added.

Resigned employees from 2024 are hidden in the 2025 login.

CDOO0OO00 0

Any unused annual leave days from 2024 are carried forward to 2025.

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

2024 @ Timesoft Malaysia | Year End Seminar

All parameter settings in Company Setup, Payroll Setup, Leave Setup are copied from 2024 to 2025.
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Initialize New Year Procedures | EPAYROLL

If you are ready to advance to 2025, follow the guideline below:

a Open the EPAYROLL system URL. Below is an example of the EPAYROLL URL.

<« - C @® localhost/TimeSolution/Signin.aspx?m=ePayroll&c=IMPORTDL

e Log in to the database where you want to perform the
“Initialize New Year” process.

Enter your ‘User ID’ and ‘Password’.
Select the period for '202412’.

Note:

= The User ID used for Initialize New Year must have
access to all employees.

= There is no need to shut down Timesolution.
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Login to TimeSolution

ALL

User ID

Password

Company

Period

IMPORTDL

2024 ([ 12 v || E ™

By logging in, you are agree to comply with the
Acceptable Use Policy (AUP)

First time login / forgot password

Account will be locked after 5 times of incorrect login
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Initialize New Year Procedures | EPAYROLL

e Navigate to Payroll — Setup — ‘Ulility’. e Choose ‘Initialize New Year’.

TIMES

SOFTWARE

TIMES

SOFTWARE

Dashboard

Dashboard

Initialize New Year \
@ Default (

Company Setup

Payroll Setup
Birth Date Statutory Setup

Utility \
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Initialize New Year Procedures | EPAYROLL

e The ‘Initialize New Year’ window will appear on the screen.
Ensure that the Database Year is ‘2025'.

Keep the 'Initialize Employee's Cost Centre Allocation Table' checkbox checked.

Then, click ‘Start’.

Initialize New Year INITIALIZE NEW YEAR

Transfer Emp Record

START
Compress Image File
Year
Head Count Setup
Database Year 2025 =R G
Export/Import Company Select: ALL

Global Change Initialize Tvne

Report Footer Message Initialize Employee's Cost Centre Allocation Table

e Click 'OK' to proceed to the next screen or Iniialize New vear [2024] %
'‘Cancel' to terminate the process. @ Itiaize confimed?

Ok Cancel

2024 @ Timesoft Malaysia | Year End Seminar
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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’.

Allowance/Deduction
- Bank Master

Company Setup Code Setup
Payroll Setup Cost Centre Allocation

Statutory Setup
Utility

Formula Setup

IBG Routing Code Setup

Cost Centre Allocation

NEW | SAVE | CANCEL | | REPORT | m g a m
Employee No. | A001 v | Employee Name | AGNES NG v
EDIT COST CENTRE CODE COST CENTRE DESCRIPTION DEPARTMENT PERCENT
2 CosT-A COST CENTER A ADM 100.00

2024 @ Timesoft Malaysia | Year End Seminar
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Initialize New Year Procedures | EPAYROLL

0 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.

Initialize New Year
Transfer Emp Record
Compress Image File
Head Count Setup
Export/Import
Global Change

Report Footer Message

INITIALIZE NEW YEAR

START | Initialize new year completed. Please logout and login again.
Year
FEEIETE T g::lr:;ny Select: :i
Initialize Type

Please Wait...
Initialize Employee

Initialize New Year in progress. Please do not close the browser or navigate
to another page.

EmpServ Generating... ‘

2024 @ Timesoft Malaysia | Year End Seminar
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Initialize New Year Procedures | EPAYROLL

e The initialization of the new year is complete. Please log out and log in again.

Note: If you have multiple databases, repeat the steps for each additional database.

Initialize New Year
INITIALIZE NEW YEAR
Transfer Emp Record
Compress Image File START Initialize new year completed. Please logout and login again.
Head Count Setu
P Year

Export/Import Query: ALL

Database Year Company Select: ALL
Global Change

Info x
Report Footer Message Initializ .
Initializ @ Initialize new year completed. Please logout and login again.

OK
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Initialize New Year Procedures | EPAYROLL

To confirm if the ‘Initialize New Year’ process is completed:
Navigate to ‘Payroll - EMS — Employee — Calendar’ tab.
Perform a random check to verify if the calendar for 2025 has been created.

Note Detail Career Bank Employment  Address = Leave /Benefit —Calendar Misc  Free Fields =~ Exit Records

The |Ogin year must be me — m SAVE CANCEL Company Select - ALL Query Select - |
S et to 2 02 5 | V::O'z:y[e\:;?;;:\la]me v q Pay Group  STD Head Count -

Pay Group Setting Employee Weekly Setting

Pay Croup | STD [STD] v RESET | MON TuE WED THU FRI SAT SUN
Week 1 F F F F F o] (0]
Week 2 F F F F F o] (0]

Period Total Working’s Day 23

Employee Yearly Calendar

1 2 3 1 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
Jan 2025 F F I | |0 0 F F F F F |0 0 F F F F B | |0 0 F F F F F |0 o] F F F F F
Feb 2025 O (0] F F F F F F F F F F F F F F F F F F F F
Mar 2025 | O (0] F F F F F F F F F F F F F F F F F F F F |0 (6] F
Apr 2025 F F F F |0 (o] F F F F F | O 0 F F F F F [|O o} F F F F F |0 (o] F F F
May 2025 F B |0 (6] F F F F F |0 0 F F F F F [|O 0] F F F F B | O (o] F F F F B |0
Jun 2025 | O F F F F F |0 0 F F F F F |0 (e} F F F F F |0 o] F F F F FE |0 (o] F
Jul 2025 F F F F |0 (o]} F F F F F |0 (0] F F F F F [0 (o} F F F F B O (o] F F F F
Aug 2025 Fj| O 0 F F F F F O 0 F F F F F | O 0 F F F F F |0 6] F F F F F |0 o
Sep 2025 F F F F Bl | O (o} F F F F B [0 0 F F F F B O (o] F F F F F |0 6] F F
Oct 2025 F F F | O 0 F F F F F | O 0 F F F F F |0 0 F F F F F O o] F F F F F

2024 @ Timesoft Malaysia | Year End Seminar



Initialize New Year for
TIMES Leave



Initialize New Year Procedures | TIMES Leave

After initializing the New Year for EPAYROLL, the next crucial step is to initialize the New Year
for TIMES Leave module.

Failure to complete this step will prevent the creation of employees' leave entitlement for 2025
and the carryover of any unused annual leave days from 2024 to 2025.

This step should be completed after initializing the New Year for EPAYROLL.

2024 @ Timesoft Malaysia | Year End Seminar

37



Initialize New Year Procedures | TIMES Leave

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

Leave Period:
The company’s leave period follows the company’s financial year from April 2024 to March 2025.

Initialize Process:
The Initialize New Year process must be done twice; once in period 202412 and another in period

202503.
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Important Note Before Initialize New Year for Leave

For customers using Leave module, please ensure that all pending annual leave requests are
approved before running the Initialize New Year process.

Pending leave requests will not be deducted from the annual leave balance.

If you previously ran the Initialize New Year process in 2024, it is recommended to repeat the
process in January 2025 after approving all pending 2024 leave records.

This ensures the system re-calculates carry-forward leave balances accurately.

2024 @ Timesoft Malaysia | Year End Seminar
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Initialize New Year Procedures | TIMES Leave

c Open the URL for Timesolution. Below is an example of the Timesolution URL.

€ > C @ localhost/TimeSolution/Signin.aspx?c=IMPORTDL

G 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.

The login ID used for Initialize New Year must have
access to all employees

0 Choose the period for 202412'.
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Login to TimeSolution

ALL

Emp No: admin

Password = |esssssss
Company IMPORTDL
Period 2024 v || 12

By logging in, you are agree to comply with the
Acceptable Use Policy (AUP)

First time login / forgot password
Account will be locked after 5 times of incorrect login
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Initialize New Year Procedures | TIMES Leave

e Navigate to ‘Leave — Administrator — Initialize New Year'.

TIMES

SOFTWARE

S ————
3 @ « ¥

EA TimeSheet Hris System

+ (] Approved EMERGENCY LEA)
+ (] Approved SICK LEAVE

Department - ALL - Ea Apply Leave &) Leave Code Setup
Employee AGNES NG [AO = Approve Leave E] Leave Policy Setup
Leave Type: _ALL - E View Leave [] Leave Policy
ECalendar E]Approval Setup
Status: “ALL- = Yearly Calendar @ Cc Group Setup
%4 Report E] Param Setup
OJ Status Leave @ Mail Log

E] Public Holiday Setup
& Work Day Setup

E\] Leave Setting

@ Leave Allocation

E\] Prorate Setup

@ Prorate Details

@ Leave Adjustment

@ Leave Calculation
@ Leave Entitlement /
@ Initialize New Year

2024 @ Timesoft Malaysia | Year End Seminar
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Initialize New Year Procedures | TIMES Leave

Ensure that the Initialize Year is set to ‘2025’.

Initialize Year : 2025 w

—CarwIr forward leave methods : [ Al (balance leave) ~
Department - ALL - - | @
Employee - ALL - s | (@

Leave Type: - ALL - s | @
---Leave Setting---
| Copy from prev year |

Period Entitlement :

Prorate Sick Leave :

Process

[01/01/2025 | To [31/12/2025

|N0

O Copy All Settings

Prorate Entitlement : | Service Month v | O Copy Leave Administration Setting (except the default)
Current Leave : | Prorate v O Copy Leave Prorate Detail Setting

Leave Cut Off Day : O Copy Leave Prorate Setup Setting

Saturday as Full day : | No V|

Leave B/F Method : Maximum Day C/F (Allocation) v

The =selected year settings will be deleted and it will be replaced with the
previous year settings.

2024 @ Timesoft Malaysia | Year End Seminar
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Initialize New Year Procedures | TIMES Leave

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

If you allow employees to apply for leave in 2025 before closing 2024, it is recommended to use
the “None” method. This helps avoid issues if an employee applies for leave in 2024 after the
carry-forward process.

We will explain the ‘Carry Forward

Leave MethOdS, |n a |ater SeCtlon Initialize Year : 2025 v
I Carry forward leave methods : All (balance leave) v
Department “ALL - BRUGEEL )]
Employee - ALL - | One year (without B/F)
Leave Type: Maximum days G/F (manual)

Maximum days C/F (allocation)

---Leave Setting--- None

| Copy from prev year | Maximum days C/F (by percentage)

P e e - Maximum daysl CH:. (allocation by Slervice year)

Prorate Entitlement : | Service Month V|

Current Leave : | Prorate v
Leave Cut Off Day : ‘E}_— — e e

Saturday as Full day : No v

Leave B/F Method : Maximum Day G/F (Allocation) v

Prorate Sick Leave : | No v
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Initialize New Year Procedures | TIMES Leave

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

Initialize Year : 2025 w

Carry forward leave methods : | All (balance leave) v
Department - ALL - s @
Employee - ALL - s | (i

Leave Type: - ALL - s | (@

---Leave Setting---

| Copy from prev year |

Period Entitlement : 01012025 | To [31/12/2025 |

O Copy All Settings

Prorate Entitlement :

| Service Month

(J Copy Leave Administration Setting (except the default)

Current Leave : | Prorate A O Copy Leave Prorate Detail Setting
Leave Cut Off Day : U Copy Leave Prorate Setup Setting
Saturday as Full day : | No v |

Leave B/F Method :

Prorate Sick Leave :

Maximum Day C/F (Allocation)

|N0

The selected year settings will be deleted and it will be replaced with the
previous year settings.

2024 @ Timesoft Malaysia | Year End Seminar
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Initialize New Year Procedures | TIMES Leave

e 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’.

Keep the setting as 'ALL" unless you intend to initialize for a specific leave code.

Initialize Year :
Carry forward leave methods : | All (balance leave) v |
Department - ALL -
nnARIOYES AL
Leave Type: - ALL - s ) I

Filter: |Enter keywords |
---Leave Setting--- U 0

| Copy from prev year

| () ABSENT LEAVE [ ABSENT ] |

Period Entitlement : [J copy All Settings

(J ANNUAL LEAVE [ ANNU ]

Prorate Entitlement : O Copy Leave Administration Setting (except the default)
[J CHILD CARE [ CHILD ]

Current Leave : Z| O Copy Leave Prorate Detail Setting
[J COMPASSIONATE LEAVE [ COMP ]

Leave Cut Off Day : O Copy Leave Prorate Setup Setting

[LJ EMERGENCY LEAVE [ EL ]
Saturday as Full day :

Leave B/F Method : (J EXAM LEAVE [ EXAM ]

Tl i mmr——a s mm s m s & —ma s T oA s T

r T Ths calartad vesr cattinas will hs Aslstad and it will ha renlsrad with the
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Initialize New Year Procedures | TIMES Leave

@ The system displays the ‘Leave Settings’ for 2024, which will be duplicated to 2025 upon
initializing the Leave process. Adjust the settings if necessary.

Initialize Year : 2025 w

Carry forward leave methods : | All (balance leave) v

Department - ALL - s @

Employee - ALL - s |0

Leave Type: - ALL - s | (@

---Leave Setting---

| Copy from prev year |

Period Entitlement : 01012025 | To [31/12/2025 | CJ Copy All Settings

Prorate Entitlement : | Service Month v | (J Copy Leave Administration Setting (except the default)
Current Leave : | Prorate A O Copy Leave Prorate Detail Setting

Leave Cut Off Day : U Copy Leave Prorate Setup Setting

Saturday as Full day : | No v |

Leave B/F Method : Maximum Day C/F (Allocation) v

Prorate Sick Leave - | No - | ;’f:v?siesc;zaa‘rysea& ;c—;tgngs will be deleted and it will be replaced with the
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Initialize New Year Procedures | TIMES Leave

m Copy from prev year:
Click the button if you want to duplicate the settings from 2024.

Copy All Setting:
Copy All Settings:
These options are
not relevant.

DO NOT select
these checkboxes.

Click 'Process' to
start the Leave
initialization.
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Process I

Initialize Year :
Carry forward leave methods : | All (balance leave) v |
Department - ALL - )
Employee - ALL -
Leave Type: - ALL -
Gabiing
I | Copy from prev year |
Period Entitlement : [01/01/2025 | To [31/12/2025 |
Prorate Entitlement : | Service Month v |
Current Leave : | Prorate v |
Leave Cut Off Day :
Saturday as Full day :
Leave B/F Method : Maximum Day C/F (Allocation) v
Prorate Sick Leave : | No v |

O Copy All Settings I
opy Leave Administration Setting (except the default)

ad Copy Leave Prorate Detail Setting

ad Copy Leave Prorate Setup Setting

The selected year settings will be deleted and it will be replaced with the
previous year settings.
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Initialize New Year Procedures | TIMES 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.

]
Initialize Year : 2025 v
Carry forward leave methods : All (balance leave v
Department
Employee
Leave Type:
---Leave Setting---
Copy from prev year
Period Entitlement : 01/01/2025 | To |31/12/2025 s py All Settings
Prorate Entitlement : Service Month Please wait . . . . ipy Leave Administration Setting (except the default)
Current Leave : Prorate COpy Leave Prorate Detail Setting
Leave Cut Off Day : 15 w Copy Leave Prorate Setup Setting
Saturday as Full day : No v
Leave B/F Method :
) ; The selected year settings will be deleted and it will be replaced with the
Prorate Sick Leave : No v 1e selecte / ar setting W c t
previous year settings.
Process
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@ After completing the process, a message will appear.

Initialize Year : 2025 v

Carry forward leave methods : | All (balance leave) v
Department - ALL - - | @
Employee - ALL - - | @
Leave Type: - ALL -

‘ Message Title
---Leave Setting--- ! Done.

| Copy from prev year |

Period Entitlement : [01/01/2025 | To [31/12/2025

Prorate Entitlement : | Service Month

Current Leave : | Prorate v
Leave Cut Off Day :

Saturday as Full day : No v

Leave B/F Method : Maximum Day C/F (Allocation) v

Prorate Sick Leave : | No V|

Ok ngs
- ministration Setting (except the default)
] Copy Leave Prorate Detail Setting
] Copy Leave Prorate Setup Setting

The selected year settings will be deleted and it will be replaced with the
previous year settings.

Note: If you have multiple databases, repeat the steps for each additional database.
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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 the 'ANNU' leave code.

To initiate this process:
Navigate to ‘Leave — Administrator —Leave Calculation’.
Ensure that the login period is set to 202501.
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TIMES

SOFTWARE

Leave

;L@el

i)

PaySlip EA

& a

TimeSheet

Hris

S

E; Apply Leave

$Z Approve Leave
B view Leave

[ Calendar

B2 vearly Calendar

4] Report

/7

¢ | Leave Code Setup
& | Leave Policy Setup
L Leave Policy

& | Approval Setup

¢ | Cc Group Setup

& | Param Setup

& | Mail Log

& | Public Holiday Setup

& | Work Day Setup
& | Leave Setting

¢ | Leave Allocation
& | Prorate Setup

¢ | Prorate Details

¢ | Leave Adjustment
¢ | Leave Calculation
¢ | Leave Entitlement
¢ | Initialize New Year
¢ | Batch Update

& | Bf Cut Off

¢ | Import Data
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Initialize New Year Procedures | Leave Calculation

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

Next, click 'Process' to start the leave calculation process.

TIMES

SOFTWARE

Department

Employee

Leave:

- ALL -
- ALL -

- ALL -

Payslip

I Process I

Jq@tﬁ"&

TimeSheet

Hris System  Dashboard
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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.

You can proceed to ‘Leave Entitlement’ to check the data after the process is completed

TIMES

SOFTWRRE

LTave.,

PaySlip

o
EA

&

TimeSheet

5

“

Hris

;€

System Dashboard

Department

Employee

Leave:

- ALL -
- ALL -

- ALL -

Process

Process Completed. I

Please wait . . . .

-

The leave recalculation
process is completed
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Initialize New Year Procedures | Leave Entitlement

To confirm the completion of the 'Initialize Leave' process: — - R
Navigate to ‘Leave — Administrator — Leave Entitlement’. ¢/ 431 %1 “

Payslip TimeSheet Hris

Eﬁ Apply Leave a Leave Code Setup
¥= Approve Leave &) Leave Policy Setup
£ view Leave L Leave Policy
(=% Calendar a Approval Setup
B3 Yearly Calendar a Cc Group Setup
) Report &) Param Setup

a Mail Log

a Public Holiday Setup
a Waork Day Setup

&) Leave Setting

a Leave Allocation

& Prorate Setup

a Prorate Detazils

a Leave Adjustment
a Leave Calculation

a Leave Entitlement
&) Initialize New Year\
a Batch Update

&) Bf Cut OFff
&) Import Data
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Initialize New Year Procedures | Leave Entitlement

Choose the Year as ‘2025’.

E')nr‘[ | | Recalculate
Emp No: A001 Cor-npany: TESTDEL
Name: AGNES NG Department: ADM
Leave Code Full

4+ ABSENT

4+ ANNU 14

+ CHILD 3

+ Ccomp 10

+ EL

+  EXAM

+ HOSP 60

+ LIEU 0

+  LIEU_APY

+ MARRIAGE 3

Hired:

Lv Scheme:

B/F

18.5

11/03/2021
STD

Effective:

0ld Scheme:

Adjust

11/03/2021

Forfeit

Work Duration:

Termination Date:

14

10

60

Entitle

3 Years 8 Months 25 Days

[ ]x

Total
32.5 0
3 0
10 0
60 0
0 0
3 0

Taken

32.5

10

60
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Initialize New Year Procedures | Leave Entitlement

Here are the results for the leave entitlement of the ‘ANNU’ leave code.

Lv Scheme:

Department = siHE=
G [A001]
Year: | 2025 » | Export || Recalculate
Company: TESTDEL
Name: AGNES NG Department: ADM
= ANNU 14
Month/Year Period
Jan/2025 2025
Feb/2025 2025
Mar/2025 2025
Apr/2025 2025
May/2025 2025
Jun/2025 2025
Jul/2025 2025
Aug/2025 2025
Sep/2025 2025
Oct/2025 2025
Nov/2025 2025
Dec/2025 2025

Hired:

18.5

01
02
03
04
05
06
07
08
09

11/03/2021

STD

Cycle

18.5
18.5
185
18.5
18.5
18.5
18.5
18.5
18.5
18.5
18.5

18.5

Effective:
0ld Scheme:

B/F

11/03/2021

Adjust

Work Duration:

Termination Date:

14

Forfeit

3 Years 8 Months 25 Days

305
315
325

Total

o O

Taken

325

18.5

Balance
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Initialize New Year Procedures | Leave Entitlement

Here is another example of a leave entitlement: the ‘COMP’ leave code.

Name: AGNES NG Department:

I - COMP I

Month/Year

Jan/2025
Feb/2025
Mar/2025
Apr/2025
May/2025
Jun/2025
Julf2025
Aug/2025
Sep/2025
Oct/2025
Nov/2025

Dec/2025

ADM

10

2025
2025
2025
2025
2025
2025
2025
2025
2025
2025
2025
2025

Lv Scheme:

Period

Department - ALL -

Employee AGNES NG [AD01]

Year: | 2025 ~ | | Export || Recalculate
Emp No: A001 Company: TESTDEL Hired:

0

01
02
03
04
05
06
07
08
09
10
11

11/03/2021 Effective:
STD

Cycle

== TR e T e B -

(=T -]

11/03/2021 Work Duration:

0ld Scheme:
0
B/F Adjust

=T e I R

o O

Termination Date: |:| x

10 10
Forfeit Entitle Total
10 10
10 10
10 10
10 10
10 10
10 10
10 10
10 10
10 10
10 10
10 10
10 10

3 Years 8 Months 25 Days

o o o O

o o

Taken

10

Balance

10
10
10
10
10
10
10
10
10
10
10
10
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Initialize New Year Procedures | Public Holidays Setup

As explained in the previous section, the system only adds 2025 public holidays for KL/National.
If you have other 'Public Holiday' types, you will need to set them up manually.

Navigate to ‘Leave — Administrator — Public Holiday Setup’.
If you do not have the 'Leave' module, you may skip this process.

7 - ) b -.;-r. )
& 5§ %% @ ¢ €

Payslip EA Claim TimeSheet System Dashboard

E; Apply Leave a Leave Code Setup
*E Approve Leave a Leave Policy Setup
] View Leave L] Leave Policy
[#% Ccalendar & | Approval Setup
£ Yearly Calendar a Cc Group Setup
4 Report & | Param Setup

a Mail Log

a Public Holiday Setup
a Work Day Setup \
a Leave Setting

a Leave Allocation
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Initialize New Year Procedures | Public Holidays Setup

a Choose the ‘Year’ as ‘2025’.

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

Source:
Choose the code to copy from.

'Default’ refers to the KL/National

public holidays added by the system.

Target:
Choose the code to copy to.

After duplicating, you can make any
necessary amendments.
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Source: | - DEFAULT -

v

Public Holiday: | - ALL - v Target: | - DEFAULT - v
| Copy | (Copy the se
Ca Date Description Holiday Table
@ @  o1/01/2025 New Year
@ @  29/01/2025 CNY Day 1
B @ 30/01/2025 CNY Day 2
2 @  o01/02/2025 FT Day
G i | 11/02/2025 Thaipusam
@ @  18/03/2025 Nuzul Al-Quran
Ll s R0 (" Thase public N
Do lisewibouan
@ @  12/05/2025 Wesak Day aSSIQPGd Holiday
D @ o600 e —— Table cc_)de are the
@ @  o7/06/2025 Hari Raya Qurban KdefaUIt list /
BB @ 27/06/2025 Awal Muharam
@ @  31/0872025 National Day
._j kl_:j 01/09/2025 Mational Day Replacement
=i A n A Rk A daormmnd Dicthdo
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Initialize New Year Procedures | Public Holidays Setup

To check if an employee is assigned a Holiday Table code:
Navigate to ‘Payroll - EMS — Employee — Leave/Benefit' tab.

TIMES g ¢
SOFTWARE
Dashboard

Detail Career Bank = Employment Addressl Leave [ Benefit ICaIendar Misc  Free Fields

me m NEW | SAVE | DELETE | CANCEL
L=

@ Default C
Company Setup
Payroll Setup
Birth Date Statutory Setup

Utility

Employee
Pay Items
E-Document

Change Password
Batch Delete

Employee ID / Name ‘ ¥0001 [YOYO TEH]
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(@) LEAVE SCHEME () BENEFIT SCHEME

Leave Scheme

Action Code * New/Rejoin [M] W
Leave Scheme | STD [STD]

Effective Date * :
Shift Worker NO '

Previous Leave Scheme |

Holiday Table | COMPANY STANDARD [STD]
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Initialize New Year Procedures | Carry forward leave methods

The following are the available 'Carry Forward Leave Methods'.
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Initialize Year : [ 2025 v |

Carry forward leave methods : All (balance leave)
Department SYXEER All (balance leave)
Employee - ALL --| One year (without B/F)
Leave Type: | Maximum days C/F (manual)

Maximum days C/F (allocation}

---Leave Setting--- None

Copy from prev year l | Maximum days C/F (by percentage)

Period Entitlement : 01/01/2025 | To|31/12/2025 |

Prorate Entitlement : | Service Month V|

Current Leave : | Prorate hd
Leave Cut Off Day :

Saturday as Full day : | No V|

Leave B/F Method : Maximum Day C/F (Allocation) v

Prorate Sick Leave : | No V|
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Initialize New Year Procedures | 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.

Current Year Full: 13 B/F: 3 Adjust: 0 Forfeit: 0 Entitle: 13 Total: 16 Taken: 2 Balan[:e

Following Year Full: 14 B}'F: Adjust: 0 Forfeit: 0 Entitlez: 1 Total: 15 Taken: 0 Balance: 15
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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 (2023) will be forfeited.

If B/F from 2023 is equal to or greater than the YTD Taken in 2024, the carry forward to 2025
will be equal to the 2024 YTD Entitlement.

Example:
B/F 2023 = 3 days | 2024 Taken = 2 days | The remaining 1 day not utilized will be forfeited.
System will carry forward Entitle 2024 (13 days) to 2025 instead of 14 days.

Current Year Full: 13 B/F:3 Adjust: 0 Forfeit: 0 | Entitle: 13 |Tnta|: 16 Taken: 2 | Balance: 14
Following Year Full: 14 |B/F: 13| Adjust: 0 Forfeit: 0 Entitle: 1 Total: 144 Taken: 0 Balance: 14
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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.

Scenario #1 Scenario #2
Lo fzle s Annual Leave Balance = 6 days Annual Leave Balance = 4 days
Carry forward leave methods : | Maximum days C/F (manual) w | Max Carry Forward = 6 days Max Carry Forward = 6 days
Max carry forward (0..180 E B/F in the following year = 6 days | B/F in the following year = 4 days
days/hours) :

Expected results based on the above setting.
The system carries forward 6 days to 2025, despite the 2024 balance being 14 days.

Current Year Full: 13 B/F:3 Adjust: 0 Forfeit: 0 Entitle: 13 Total: 16 Taken: 2 | Balance: 14

Following Year |Full: 14 JB/F: 6 \ Adjust: 0 Forfeit: 0 Entitle: 1 Total: 7 Taken: 0 Balance: 7
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4. Maximum days C/F (allocation):

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

b

Leave Scheme: |FINANCE[F|N] o V| Leave Code: | ANNUAL LEAVE [ ANNU ] v|

E; Service Years ( From - To ) Entitlement Days Maximum Accumulated BF Current Year Carry Forward

5 o-1 12 10
= 1 14 10
@599 16 10

Expected results based on the above setting.
The system carries forward 10 days to 2025, despite the 2024 balance being 14 days.

Current Year Full: 13 B/F:3 Adjust: 0 Forfeit: 0 Entitle: 13 Total: 16 Taken: 2 |Balance: 14 |
Following Year | Full: 14 Adjust: 0 Forfeit: 0 Entitle: 1 Total: 11 Taken: 0 Balance: 11
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5. Maximum days C/F (by percentage):

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

The value setup in the “Current Year Carry Forward” column relates to a percentage.

(33 33

Leave Scheme: | FINANCE[FIN] . _ V| Leave Code: | ANNUAL LEAVE [ ANNU ] v|

EE Service Years ( From - To ) Entitlement Days Maximum Accumulated BF| Current Year Carry Forward

@ o-1 12 10
B -s5 14 10
A @ 5-99 16 10

Expected results based on the above setting.
The system carries forward 1.3 days to 2025, despite the 2024 balance being 14 days.

Current Year Full: 13 B/F: 3 Adjust: 0 Forfeit: 0 Total: 16 Taken: 2 Balance: 14
Following Year Full: 14‘ B/F: 1.3 \Adjust: 0 Forfeit: 0 Entitlez1 Total: 23 Taken: 0 Balance: 2.3
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Initialize New Year Procedures | Carry forward leave methods

6. None:

Any unused annual leave from the current year will not be carried forward to the next year.
It will be forfeited.

The B/F in the following year's leave record will display '0", indicating no unused leave has been
carried forward.

Current Year Full: 13 B/F:3 Adjust: 0 Forfeit: 0 Entitle: 13 Total: 16 Taken: 2
Fulluwing Year Full: 14 Adjust: 0 Forfeit: 0 Entitlez1 Total:1 Taken: 0 Balance: 1
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Initialize New Year Procedures | TIMES Timesheet

After initializing the New Year for EPAYROLL, the next crucial step is to initialize the New Year
for the TIMES Timesheet module.

Failure to complete this step will prevent the creation of employees' shift schedules for 2025.
This step must be performed 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 | TIMES Timesheet

c Open the URL for Timesolution. Below is an example of the Timesolution URL.

€ > C @ localhost/TimeSolution/Signin.aspx?c=IMPORTDL

G Log in to the database where you want to perform the Login to TimeSolution
Initialize New Year for Timesheet. ALL
Emp No: admin
e Log in as 'ADMIN' or any login ID with permission access
to the initialize function. I
The login ID used for Initialize New Year must have Company IMPORTEL
access to all employees Period 2024 v|[ 12 v

0 Choose the period for '202412'. “

By logging in, you are agree to comply with the
Acceptable Use Policy (AUP)

First time login / forgot password
Account will be locked after 5 times of incorrect login
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e Navigate to ‘Timesheet — Administrator — Shift Schedule’.
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System
‘...".l Time Sheet E] Shift Setup
[j Duty Roster @ Shift Pattern

E] Duty Upload
“:| Report

@ Time Log

|:§_5 Import Timing

#°| Shift Schedule

@ Individual Cale&

@ Approval Setup
E] Param Setup
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Initialize New Year Procedures | TIMES Timesheet

e From ‘Work Group’, select all the _ _
Main *  Shift Schedule
codes in the drop down.
Keep the settings as ‘ALL’ for the Work Grovp | .| @
following: Department | - ALL - NIO)
Employee |‘*ALL+ s ®
0 Department shift Pattern | -ALL - v|
Date Range  [01/12/2025 | To|31/12/2025 |
0 Employee Sarde A v
0 Shlft Pattern [ Query H Save [ Process J Upload H Export I
a Gender Fmette Fmeame ' | .
! 001 AJAMES TEONG Office Staff ADMIN | A
009 ANITA Dffice Staff ADMIN |~
019 ANNIE LEE Office Staff ] ADMIN P
Date Range: NOO' APPROVER 1 Office Staff | [123456789012345 | P
I ice Sta Ml Fa
Set to ‘01/01/2025' to ‘31/12/'2025’. | & = il —— o= -
020 KAREN YONG Office Staff ] [aDMiIN | P
Show Page | 1 v | of 2 Pages First Prev MNext Last
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Initialize New Year Procedures | TIMES Timesheet

o Select the checkbox for
all employees.

Main x Shift Schedule =

Click ‘Save. Work Group 4 selected s G

Department - ALL - ¢

Employee - ALL - ¢ @
If you have more than 20 S P <
employees, you may Date Range  |01/12/2025 |To|31/12/2025 |
consider changing the Gender AL v 1
display record to a higher S ey ) | (S | | 5
number, e.g., 100 for 2 mpthme || | -

1 . ice Stal DM 7
headcount between 50t |= ; e o ;
100. 019 ANNIE LEE Office Staff ADMIN |P

NOO APPROVER 1 Office Staff 123456789012345 | F -

. : ! 022 DILA Office Staff ADMIN | F

Then, click 'Process' to 007 EVONNE Office Staff | [ADMiN | A
initiate the shift scheduling = e = = m
for the year 2024- Show Page | 1 v | of B Pages First Prev Next Last B Display Records Per Page
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e Processing in progress.

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.

Main * | Shift Schedule % ‘
Work Group 4 selected s @
Department - ALL - s | @
Employee - ALL - s | ®
Shift Pattern | -ALL - v|
Date Range  |01/12/2025 | To|31/12/2025 |
Gender All v
| Query || Save || Process | | Upload | | Export | Work Group i : ’, I \.
Processing Employee (022, Office Staff, ADMIN) L EECIED - ALL - : 'JI‘.
[ S S e Employee — Jh
Emp No Emp Name |Ws-'i< group search... | 1| Shift Pattern | ~ALL - V|
Date Range  [01/12/2025 | To|31/12/2025 |
Gender All ~
The shift scheduling . auy [ save ][ Process |
initialization is completed e temeee
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@) rrthelist of employees e = st shedule. x|

spans more than 1 page,
please repeat the

S ] ] ) Work Group 4 selected s | (D

initialization shift scheduling Department - ALL - .| @
Empl b s | W

on each page. meevEs
Shift Pattern | -ALL - v |
Date Range  |01/12/2025 | To|31/12/2025 |

NOte Gender All A I 1

If you have more than one | Query || Save || Frocess I| Upload || Export |

database, repeat all the steps Emp No Emp Name [ | |EIEETEEE

L 001 AJAMES TEONG Office Staff | [aDMIN |~

for each additional database. T Offce Staf | (Ao 1P
gl |2 | ANNIE LEE Office Staff | [aDmiN | P
NOO* i | APPROVER1 Office Staff | [123456789012345 | P
02 |5 | DA Office Staff | [aDMIN | P
007 ? EVONNE Office Staff | [aDMiN | P
020 g T —— Office Staff ] [~DMIN [P
Show Page of @ Pag a" pages First Prev Next Last

b _4
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@ Now that the initialization of the Timesheet is completed for the year 2025, it is advisable to
verify its status.

Navigate to ‘Timesheet — Administrator — Individual Calendar’.

; o ﬂ — ;l
Hris System

||
'l..ﬁl' Time Sheet i] Shift Setup
t] Duty Roster @ Shift Pattern
E] Duty Upload i] Shift Schedule
“4| Report &] Individual Calendar
@ Time Log i] Approval Setup \
. é Import Timing i] Param Setup
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m Choose the employee code.
k - ALL - . @
Set the date range from 01/01/2025 to 31/12/2025. | > " =
PP ' SR ’ Employee A.JAMES TEONG [001] [DEFAULT] ¢ @
Click iSave', then click [Query'. Date Range 01/12/2025 | To [31/12/2025
The system will display the employee list for the | Quey || sae |
selected date range. R | I shife
. - _ 01/01/2024 Mon | Office |[wpo1 |
Venfy that the 'WOI’ngOUp' and 'Shlft' f|e|dS Conta|n 02/01/2024 Tue |Office ||WDO1 |
the expected data. If the data is in order, the 03/01/2024 Wed | Office |[woo |
Timesheet initialization process is complete. p/01/2024 Thu (Efee woor |
05/01/2024 Fri | Office ||[wDo1 |
06/01/2024 Sat | Office [Roo2 [ A\Work Group’
07/01/2024 Sun | Office IREC2 | gnd ‘Shift’ must
08/01/2024 Mon | Office woo1 | not be empty
09/01/2024 Tue |Office ||[wDo1 |
10/01/2024 Wed | Office ||[wpo1 |
11/01/2024 Thu |Office ||[wpo1 |
12/01/2024 Fri | Office ||[wpo1 |
12/01/2024 Sat_|Office |[RDO2 |
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Topics on Bonus

1 Bonus Processing Flow

2 Process Bonus Setup

3  Bonus Processing Methods

4  Bonus Proration Calculation for Employees with Less Than 1 Year of Service

5  Lock Bonus Cycle
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Process Bonus

In this topic, we will share knowledge on
processing bonuses.
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TIMES

SOFTWARE

@ Default (

Birth Date

Timesoft Suy

Email

Dashboard

Company Setup
Payroll Setup
Statutory Setup

Utility

Process

Bonus Record h

Special Record

Employee

Pay Items
E-Document
Change Password
Batch Delete

Pay Record
Bonus Record

Special Record
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Process Bonus | Important Note

Please be reminded that if you wish to pay a [BONUS] before the [MID] or [END] cycle, you must first
run 'Process PAY RECORD' and then 'Process BONUS'. Failure to do so will result in the Normal
Remuneration (Y1), which includes Basic Wage + Fixed Allowance, being recorded as 0.00 in the PCB
Computation By Formula. This impacts the PCB calculation in the bonus pay cycle..

The term 'Y1' (Normal Remuneration) is an essential component of the PCB computation formula. It
comprises Basic Wages, Overtime, and any monthly allowances, whether fixed or variable.

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

If Y1 is missing, the employees' PCB amount in the BONUS cycle will be under-deducted, leading to a
shortfall that will be corrected in the END cycle. This could result in employee dissatisfaction due to
higher tax deductions in the END cycle.

To prevent unnecessary disputes over PCB deductions, it is advisable to follow the correct Process
Bonus steps..
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Bonus Processing Flow

The following guidelines outline various scenarios for bonus processing when the BONUS is not paid along
with the regular pay cycle.

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

If you plan to import the
[END] . Bonus amounts from an
Excel file, the ‘Process
[BONUSJ step is not
required and will be

Process

Pay the [BONUS] after the [MID] and the [END] cycle, replaced by the ‘Import’
follow the process flow below. Qrocess. /

Process Process

[MID]
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Bonus Processing Flow

e 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.

Process ’ Process

[MID] [END]

r i Re-Process [END]
. I. *Run this step after the
I - BONUS cycle is
J finalized.

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.

Process ’ Process
[MID] [END]
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/ Note:

If you plan to import the
Bonus amounts from an
Excel file, the ‘Process
[BONUSJ step is not
required and will be
replaced by the ‘Import’

i I Re-Process
: : [END]
’I I. ’ *Run this step
after the MID
. - cycle is finalized.
[

Qrocess.

\

g
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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”

PROCESS STOP CLEAR

\i‘ Reprocess earlier Selected Staff without clearing variable entries
O Reprocess earlier Selected Staff with clearing variable entries

O Do not reprocess earlier Selected Staff

Process Batch Group: COMPANY: ALL QUERY: ALL

Process Payroll [202412/E]

Emp Count: 21

ENGINE TIME PERFORMANCE STATUS
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PCB Bonus Run: Frequently Asked Questions

It is possible that the MID/END cycle was not processed before running the
[Bonus Record]. Verify if the MID/END cycle process was completed.

If it was not, clear the BONUS cycle and follow the correct procedure for processing
bonuses.

2024 @ Timesoft Malaysia | Year End Seminar

87



Process Bonus
Setup
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Process Bonus Setup

Navigate to ‘Payroll — Process Payroll
— Bonus Record’.
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TIMES

SOFTWARE

@ Default (

Birth Date

Timesoft Suy

Dashboard

Email

Company Setup
Payroll Setup
Statutory Setup

Utility

Process

Bonus Record h

Special Record

Employee

Pay Items
E-Document
Change Password
Batch Delete

Pay Record
Bonus Record
Special Record
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Process Bonus Setup

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

TIMES | - rwenasy: | wesw \\e Will explain on the
SOTHARE TMES .2 features and settings in

— the Bonus Run, also
Bonus Code: |BONU || - Bonus Report Order By Coverlng aSpeCtS SUCh

Bonus Method | By Calendar v‘ | COMPANY+DEPARTMENT+NAME v aS bo n u S a m Ou nt

Cut Off Bonus (Mth/Period) . . . i
Bonus Factor 1 | default Bonus Factor From Update Employee if '0' bonus factor entered Ca | Cu Iatl On ] el Ig I bl | Ity

Bonus Payment by Mew Base Salary v ‘

criteria, the methods of
o e [ Bonus e v]  Roumdns o bonus distribution, and

Bonus Calculation By | Service Month ~ ‘ | v

Service Month Cut Off Day | 15 v ‘ '0" No Cut off day apply. '31' must work for full complete month a n y Oth e r re | eva nt
Process Batch Group: | DEFAULT v Setti n g S O r' fa Cto rS
Leave Exclusion Exclude Bonus Condition

Excludeunconfirmedstaf’f? influenCing the bonus
Exclude Employee Hired After | process.

Bonus Parameter  Group  Individual ~ Update Bonus Factor

D Exclude NPL
D Exclude Sick Leave

v

& E

v

[:l Exclude Employee Resigned After |

D Bucludelannuallieave D Exclude Zero Bonus Amount

D Exclude Absent Leave

W

M

D Exclude Hospitalization Leave

v

STOP CLEAR RECORD TRIAL RUN PROCESS
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Process Bonus Setup | No 1 — Bonus Code

Group

Bonus Parameter Individual

Bonus Code:

Cut Off Bonus (Mth/Period)

Bonus Factor

Bonus Payment by

Update Bonus Factor

=37 4124
| ]

| MNew Base Salary A |

Bonus Parameter

Important Remarks

Bonus Code

Allowance/Deduction.

It is strongly recommended to use a

Select the code you wish to use for code with leading characters of
Bonus payments from the Bonus "BONU" and a maximum of 8
Code drop-down, which is populated characters.

from the Payroll —Payroll Setup — For instance: “BONU", “BONUS”,

“BONUSSPE", “BONU2024", efc.

By doing so, the system will be able to
distinguish the Bonus amount from
other allowances in the Payroll
Department Report, capturing it in the
Bonus column instead of Allowances.

TIMES

SOFTWARE

Allowance/Deductic

Bank Master

Code Setup

= K3

Payroll Dashboard

Cost Centre Allocatior

Company Setup

Payroll Setup
Statutory Setu\

Utility
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Process Bonus Setup | No 1 — Bonus Code

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'.

Employee's Information Salary Information Payroll Information

Bl | D0OS-N [DONKEY TEE] | & oEeF Basic Salary | 15,000.00|  Period 202412 v

Mame
: cle

|
Age/DPChid | s258| | TerminatonDate| | EIS Hourly Rate | 7867 Tiimode |no v
|

Pay Group /
_ Last Payment I:l STD | 2-SN Change
Paid MONTHLY - TAX Cat Type | | Basic
CODE DESCRIFTION EIS S0C EPF PCB FREQUEMCY  UNIT RATE AMOUNT

2,000.00

—
BONUS F F T T

1,500.00

| 0.00|

INC-EONU INCENTIVE BONUS F F T T |:|
MONTHLY INCOME TAX DEDUCTION F F F F |:|

Query : ALL plus ( Emp No. From C0001-R Te DO06-N DEP From DA IT To VS by DEPARTMENT and CATEGORY )
Month : Bonus Period
Employee#  Employee Name Salary Days Hours Eamings
NONE(NONE)
NONE(NONE)
DOOE-N DONKEY TEE 15,000.00
INCENTIVE BONUS 1,500.00
BONUS 2,000.00
Gross Salary 3,500.00
Employer EPF 140.00
Basic NPL oT Shift__ Rest Day Bonus  Allowanoes  Gross Wages  Deductions Income Tax Ee'EPF Ee'Socso Ee'EIS
0.00 0.00 0.00 0.00 0.00 2,000.00 1.500.00 3,500.00 0.00 0.00 0.00 0.00 0.00
Allowances + Bonus Deductions + Income Tax
BONUS 200000 T
INCENTIVE BONUS 150000 T
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Process Bonus Setup | No 1 — Bonus Code

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.

Allowance/Deduction
Bank Master

Code Setup

Cost Centre Allocation
Employer Bank Setup
Formula Setup

IBG Routing Code Setup
Pay Group Setup

Pay Group Weekly

Work Code Setup

Allowance / Deduction Leave Deduction

SAVE & VIEW LIST | CAMCEL |

Code |EONU | E = I EA Mo. | Fees, Director Fees, C % |I
Deduction

Description | BOMNUS | Tax Exempt Code I:l EL
CP21/CP22A Commission and Bonus [2] w GRP Formula b
GL Default Identifer | | Grosswage | STD - GROSS WAGE W |
Payslip Group Code | | Back Pay Allowance | v |
Unit | NONE v |

Bahasa Malaysia Description |

[_] Disable alert message for Deductions in
Process Payroll for Resigned Employee

“*IS BONUS EPF voL I [ Jsocso [Jes I PCB ADD PAY(¥T) I [ Jappeaverrey [ HRD

|| =15 zakar H BAITULMAL SARAWAK ] oT (Jro [ Jwer [ [ere (] NON-PAYROLL ITEM
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Process Bonus Setup | No 2 — Bonus Method

Bonus Parameter  Group  Individual =~ Update Bonus Factor

Bonus Parameter

Important Remarks

Bonus Code:

BOMNLU -

I Bonus Method

By Calendar b

Cut Off Bonus (Mth/Period)
Bonus Factor

Bonus Payment by

Bonus Amount

Pay Cycle

Bonus Calculation By

Service Month Cut Off Day

By Calendar
By Pay Period
By Calendar - Perodical
Fixed Amount

0
| Bonus Period hd |
| Service Month hd |
15 v

Bonus Method

There are three options for

selection:
= By Calendar
= By Pay Period

= By Calendar — Periodical

By Calendar:
Based on the Calendar year
Example: 01 Jan 2024 to 31 Dec 2024

By Pay Period:
Based on the employee’s pay group’s period
Example: 21 Dec 2023 to 20 Dec 2024

By Calendar — Periodical:
Based on the company financial period
Example: 01 July 2023 to 30 Jun 2024

The differences in
the calendar date

range for the three
(3) bonus methods
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Calendar Days

By Pay Period By Calendar — Periodical

Period 1
Period 2
Period 3
Period 4
Period 5
Period 6
Period 7
Period 8
Period 9
Period 10
Period 11

Period 12

01/01/2024 31/01/2024
01/02/2024 28/02/2024
01/03/2024 31/03/2024
01/04/2024 30/04/2024
01/05/2024 31/05/2024
01/06/2024 30/06/2024
01/07/2024 31/07/2024
01/08/2024 31/08/2024
01/09/2024 30/09/2024
01/10/2024 31/10/2024
01/11/2024 30/11/2024

01/12/2024 31/12/2024

Period 1
Period 2
Period 3
Period 4
Period 5
Period 6
Period 7
Period 8

Period 9

21/12/2023 20/01/2024|Period 1 01/07/2023 31/07/2023
21/01/2024 20/02/2024|Period 2 01/08/2023 31/08/2023
21/02/2024 20/03/2024|Period 3 01/09/2023 30/09/2023
21/03/2024 20/04/2024|Period 4 01/10/2023 31/10/2023
21/04/2024 20/05/2024|Period 5 01/11/2023 30/11/2023
21/05/2024 20/06/2024|Period 6 01/12/2023 31/12/2023
21/06/2024 20/07/2024|Period 7 01/01/2024 31/01/2024
21/07/2024 20/08/2024|Period 8 01/02/2024 28/02/2024
21/08/2024 20/09/2024|Period 9 01/03/2024 31/03/2024

Period 10 21/09/2024 20/10/2024|Period 10 01/04/2024 30/04/2024

Period 11 21/10/2024 20/11/2024|Period 11 01/05/2024 31/05/2024

Period 12 21/11/2024 20/12/2024|Period 12 01/06/2024 30/06/2024




Process Bonus Setup | No 3 — Cut-Off Bonus (Mth/Period)

Bonus Parameter  Group

Individual =~ Update Bonus Factor

Bonus Parameter

Important Remarks

Bonus Code:

Bonus Method

‘BONU |

-
By Calendar v

Cut Off Bonus (Mth/Period)

Bonus Factor

Bonus Payment by
Bonus Amount

Pay Cycle

Bonus Calculation By

Service Month Cut Off Day

I

‘ MNew Base Salary w ‘
‘ Bonus Period v ‘
‘ Service Month v ‘
s 9
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Cut-Off Bonus
(month/period)
This parameter
determines the cut-
off period for bonus
computation.

Example:
If setup as 12-2024

for “Calendar”
method, the system
calculates BONUS
from 01/01/2024 to
31/12/2024.

In cases where a
staff member works
less than a year,
the system will
prorate the bonus
accordingly.

Example:

Bonus Method By Calendar
Cut off bonus = 12-2024

Bonus Method By Calendar A

Cut Off Bonus (Mth/Period) 12| 2024

Bonus Method By Pay Period
Cut off bonus = 202412

Bonus Method By Pay Period w

Cut Off Bonus (Mth/Period) 202412 w

Bonus Method By Calendar - Periodical
The company’s bonus calculation cut off follow company’s
the financial year.

Example:
Company'’s financial year is from July to June.

Cut off bonus = 7-2023 to 6-2024
Therefore, employees hired after 30/06/2024 will not
receive a bonus.

Bonus Method

By Calendar - Periodical w

Cut Off Bonus (Mth/Period) 7|| 2023 To 6 2024
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Process Bonus Setup | No 4 — Bonus Factor

Bonus Parameter Group  Individual = Update Bonus Factor Bonus Parameter Important Remarks

Bonus Factor If you enter 0, the value specified in the ‘Payroll — EMS —

BITIE 7 BONY - Define the Pay ltems — Bonus Factor' field will be used for bonus
Bonus Method ‘ By Calendar v ‘ multlplymg factor processing.
Cut Off Bonus (Mth/Period) for bonus
Bonus Factor 1 I processing. E-Payroll  Statutory Requirement = Allowances/Deductions
Bonus Payment by | Mew Base Salary v | m a a m SAVE CANCEL
Bonus Amount
Pay Cycle ‘ Bonus Period W ‘ Employee ID / Name ‘ T0001 [TERENCE LAU]
Bonus Calculation By ‘ Service Month hd ‘ Pay Group/Type Setting
Service Month Cut Off Day ‘ 15 hd ‘

Pay Group | 5TD|

Pay Type * ‘ SN-Mthly Rated-SubjOT [SN]

Mid Mth Pay D Semi-Month? ‘ 0 | %

Mid mth deduct EPF? | No A |

Bonus Factor | 2.5‘

When using “Process Bonus By Group” or “By Individual®,
the Bonus Factor must be set to "0 or leave it empty.
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Process Bonus Setup | No 5 — Bonus Payment By

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

Bonus Parameter Group = Individual  Update Bonus Factor BOHUS Run |n peI’IOd 2024'1 2
Bonus Code: ‘ BONU | g Base Salary New Base Salary
Bonus Method ‘ By Calendar w ‘

Cut Off Bonus (Mth/Period) 2024

Bonus Factor 1 S 4 -
Trrr e ﬁzw Base Salary = ANNU 02/05/2024 | 02/05/2024 | 3430.00 300.00 3730.00

-Eunus Amount l

PROG CODE PROG DATE PAY EFF DATE OLD RY INCREMENT NEW

FSTART 08/08/2018 | 08/08/2018 3430.00 0.00 3430.00
- —
Bonus Calculation By Base Salary ]
Service Month Cut Off Day New Base Salary (Last year) ] Bonus Run N penOd 2025-02 New Base Salary

Fixed Amount

Process Batch Group:

MNew Base Salary+ (Svs pt)

9 e H PROG CODE PROG DATE PAY EFF DATE OLD SALARY INCREMENT NEW
eave Exclusion

Base Salary + (Svs pt)

(] Exclude ne New Base Salary < (Svs pt) Lot vear MERIT  01/02/2025 01/02/2025 3730.00 @ 150.00  3880.00

E Exclude Sick Leave Average Paid Salary ANNU 02/05/2024 | 02/05/20249 1'3430.00 | 300.00 3730.00
o

FSTART 08/08/2018 | 08/08/2018 | |3430.00 0.00 343800

New Base Salary

Base Salary (last year)
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Process Bonus Setup | No 6 — Bonus Amount

Bonus Parameter Group  Individual = Update Bonus Factor

Bonus Code: ‘ BONU | ' -3
Bonus Method ‘ By Calendar v ‘
Cut Off Bonus (Mth/Period)

Bonus Factor ‘ 1 ‘
Bonus Payment by Fixed Amount w
Bonus Amount 0
Pay Cycle | Bonus Period hd |
Bonus Calculation By ‘ Service Month hd ‘
Service Month Cut Off Day ‘ 15 hd ‘

Bonus Parameter

Bonus Amount

This field is applicable when ‘BonUs Payment By’ is set to {FiXediAMoOuUnt .

It represents a fixed bonus amount for all employees in your bonus processing.
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Process Bonus Setup | No 7 — Pay Cycle

I Pay Cycle

Bonus Parameter Group  Individual = Update Bonus Factor

Bonus Code: | BOMNU | g
Bonus Method | By Calendar v ‘
Cut Off Bonus {Mth/Period)

Bonus Factor | 1 |
Bonus Payment by | Fixed Amount W ‘
Bonus Amount | [}l

Bonus Period b

Bonus Parameter

Bonus Calculation By

Service Month Cut Off Day

Process Batch Group:

Leave Exclusion

Mid-month Period ‘

End-month Period

Bonus Period

Special Cycle 2
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Pay Cycle

Select the cycle during which to pay the bonus to
the employee.

Mid-month Period:
Bonus amount add to MID-MONTH cycle.

End-month Period:
Bonus amount add to END-MONTH cycle.

Bonus Period:
Bonus amount is processed separately from the
MID/END cycle and placed in the BONUS cycle.

Special Cycle:
Bonus amount is processed separately from the
MID/END cycle and placed in the Special cycle.

It is recommended to
select “Bonus Period” or
“Special Cycle” when
processing a bonus.

This allows the system to
segregate PCB and EPF
on the Bonus/Special pay
cycle from the Regular pay
cycle.
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Process Bonus Setup | No 8 — Bonus Calculation By

Bonus Parameter  Group

Bonus Code:
Bonus Method

Cut Off Bonus (Mth/Period)

Bonus Factor

Bonus Payment by

Bonus Amount

Pay Cycle

Individual =~ Update Bonus Factor

BONU

£

By Calendar

12| 2024

MNew Base Salary w

Bonus Period v

Bonus Calculation By

i ————
Service Month v

Service Month Cut Off Day

Calendar Days

Working Days

Mone
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The "Bonus Calculation By" function is designed to prorate
an employee's bonus when their service period within the
company is less than a full year.

This feature ensures that the bonus amount is calculated
proportionally based on the actual length of time the
employee has worked during the year. For example, if an
employee has only worked for six months of the year, the
bonus calculation will adjust accordingly.

Note:

If the “Bonus Payment by” option is set to “Fixed Amount”,
the "Bonus Calculation By" option should be set to “None”.
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Process Bonus Setup | No 9 — Service Month Cut-Off Day

Bonus Parameter Group  Individual = Update Bonus Factor
Bonus Code: ‘ BONU | -3
Bonus Method ‘ By Calendar v ‘

Cut Off Bonus (Mth/Period)

2024

Bonus Factor ‘

Bonus Payment by

‘ MNew Base Salary

Bonus Amount

Pay Cycle

‘ Bonus Period

Bonus Calculation By

Service Month Cut Off Day 15

Service Month

27

28

31
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«=15TH =1 or = 15TH = 0.5

Prorate Mewly Hired Date & Resigned

:

First Working Days or Last Working Days

=15TH = 0 or <= 15TH = 1 (Newly Hired)

Bonus Parameter

Important Remarks

Service Month Cut-Off Day
This option is applicable when “Bonus
Calculation By~ is set to “Service Month”

Specify a ‘cut-off day' from the dropdown
list to enable the system to determine the
number of days an employee needs to
work in the first month (for new hires) or
the last month (for resigned employees)
to be considered as a service month in
bonus calculation.

This pertains to employees with less than
one year of service.

Example:
1) "15": Employee must work at least 15

calendar days in the 1st month from the
hired date or last month till the resigned
date to count as one service month.
Otherwise, disregard in  Bonus
calculation.

2) "20": Employee must work at least 20
calendar days in the 1st month from the
hired date or last month till the resigned
date to count as one service month.
Otherwise, disregard in  Bonus
calculation.
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Process Bonus Setup | No 10 — Rounding Formula

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

. Rounding Formula | Bonus Bonus
Bonus Parameter Group  Individual  Update Bonus Factor
_ Amount Amount
5 | Bonus Report Order B
Bonus Code: |BONU | g P Y $2,083_40 $2,083_55
Bonus Method | By Calendar v | | COMPANY+DEPARTMENT+MNAME v
cromeene (Mthfperic'd) _ $2’083.40 $2,083.55
Bonus Factor | 1 | default Bonus Factor From Update Employee if '0' bonus fact
: entered Round up to $2,084.00 $2,084.00
Bonus Payment by Fixed Amount v
Bonue Amount - Nearest Dollar
Pay Cycle Bonus Period v Rounding Formula
- oo 1 | T $2.083.00 $2,083.00
| Service Month v/ v
_ Nearest Dollar
Service Month Cut Off Day | 15 v |
. None
Proces Btch Group B | ST A $2,083.00  $2,084.00
Leave Exclusion Exclude Bonus Condition Round up to Nearest Dollar |
or 50cts=50cts or
Days Exclude unconfirmed staff? | Round down to Nearest Dollar
D e =5 D Exclude Employee Hired I: > 50cts=0ne dollar or 50cts=50cts or < 50cts := 0 <50(:ts_0
D Exclude Sick Leave 2= Fliizs > 50cts=0ne dollar or <= 50cts=50cts or 0 = 0
D Exclude Annual Leave == D Elel“d:::mp'oyee r - =3 > 50Cts=0ne d0||al' $2,08350 $2,08400
D Exclude Absent Leave == Feslgned After (o] § <=5OCts=5OCtS or
Exclude Zero Bonus
[_| Exrlnds Hasnitalizatinn | save o Annonunt 0:0
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Process Bonus Setup | No 11 — Leave Exclusion

Bonus Parameter Group = Individual  Update Bonus Facto Bonus Parameter Impo rtant Remarks

Bonus Code: Leave Exclusion If any checkbox is selected (v), the system

Bonus Method This option is applicable when | prorates the bonus amount based on the

Cut Off Bonus (Mth/Period) selecting “Calendar Days” or leave type taken by the employee.

Bonus Factor “Working Days” in “Bonus Consequently, the employee will not receive
Bonus Payment by Calculation By". the full bonus amount if there is any

Bonus Amount NPL/SICK/ANNUAL/ABSENT/HOSP leave.

Pay Cycle | Bonus Period v ‘

Bonus Calculation By | Service Month W ‘

Service Month Cut Off Day
Service Month
Process Batch Group:

Calendar Days -

Leave Exclusion Exclude Bonus Con
Days Exclude uncopd WOrking Days

D Exclude Emplg| Mone

S—
Exclude NPL I =

I—I Exclude Sick Leave == E Exclude Employee Resigned After

D Exclude Annual Leave :’ZI:I E Exclude Zero Bonus Amount

D Exclude Absent Leave =

D Exclude Hospitalization Leave ==
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Process Bonus Setup | No 12 — Exclude Bonus Condition

Bonus Parameter  Group = Individual  Update Bonus Factor

Bonus Parameter Important Remarks
Tl Tire |BONU Exclude Bonus Condition "Exclude Unconfirmed Staff" condition:
Cut Off Bonus (Mth/Period) pay 9 g “Confirmation On” date in the ‘Payroll —
of employees: ,
Bonus Factor | _ EMS — Employee — Employment’ tab to
bornue p " [New Bace sa = Exclude Unconfirmed Staff determine the confirmation status.
onus Payment by ew Base Salary :
= Exclude Employee Hired after
Bonus Amount the date specified Probation Period / By 3 MONTH A ‘
Fay Cycle | Bonus Period = Exclude Employee Resigned Confirmation Due 08f06f2022| :
Bonus Calculation By | Service Month after the date specified Confirmation On 09."06,"2022| =
Service Month Cut Off Day | 15 = Exclude Zero Bonus Amount
Process Batch Group: DEFAULT hd
Leave Exclusion Exclude Bonus Condition
Days Exclude unconfirmed staff 7
Exclude NPL ==

[j Exclude Employee Hired After

D ERIEEIET == E Exclude Employee Resigned After

D Exclude Annual Leave :-:I:I E Exclude Zero Bonus Amount

D Exclude Absent Leave ==

D Exclude Hospitalization Leave ==
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Process Bonus Setup | No 13 — Stop

Bonus Parameter  Group  Individual  Update Bonus Factor
Bonus Code: ‘ BOMNLU | - Bonus Report Order By
Bonus Method | By Calendar v | | COMPANY+DEPARTMENT+NAME

Cut Off Bonus (Mth/Period)

Bonus Factor ‘

‘ default Bonus Factor From Update Em
entered

Bonus Payment by

‘ Mew Base Salary

v

Bonus Amount

Pay Cycle

‘ Bonus Period

b ‘ Rounding Formula

Bonus Calculation By

‘ Service Month

v‘|

Service Month Cut Off Day ‘ 15

b ‘ '0" Mo Cut off day apply. '31" must wo

Process Batch Group:

‘ DEFAULT v |

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.

Leave Exclusion

[: Exclude NPL ==

[: Exclude Sick Leave ==

[: Exclude Absent Leave ==

[: Exclude Hospitalization Leave ==

Days
-
-
[: Exclude Annual Leave >=|:|
-
L

After

Resigned After

Amount

Exclude Bonus Condition
Exclude unconfirmed staff ?

D Exclude Employee Hired | |j
[: Exclude Employee | |j

Exclude Zero Bonus

localhost says

Are you sure to stop processing?

CLEAR RECORD

STOP |

TRIAL RUN

PROCESS
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Process Bonus Setup | No 14 — Clear Record

Bonus Parameter  Group = Individual ~ Update Bonus Factor

Bonus Code: ‘ BOMNLU | - Bonus Report Order By

Bonus Method | By Calendar v | | COMPANY+DEPARTMENT+NAME v

Cut Off Bonus (Mth/Period)

Bonus Eactor ‘ 1 ‘ :ﬁ:::JétdBunus Factor From Update Employee if '0' bonus factor
Bonus Payment by ‘ MNew Base Salary v ‘

Bonus Amount

Pay Cycle Bonus reriod | BONUS Parameter Important Remarks

Bonus Calculation By Service Month

Service Month Cut Off Day \E Clear Record The system withdraws the bonus amount
T

This option deletes bonus records | from the chosen pay cycle.

Process Batch Group: DEFAULT . " H "

processed in the "Modify Record
Leave Exclusion H

section.

Days
E Exclude NPL }=|:| D Exclude Employee Hired | |j
E Exclude Sick Leave >=|:| After —
E Exclude Annual Leave >=|:| E Exclude Employee | |j
E Resigned After
Exclude Absent Leave )=|:| Exclude Zero Bonus
E Exclude Hospitalization Leave >=|:| Amount
STOP I | CLEAR RECORD | I TRIAL RUN PROCESS
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Process Bonus Setup | No 15 - Trial Run

Bonus Parameter  Group = Individual ~ Update Bonus Factor

Bonus Code: ‘ BONU | <  Bonus Report Order By

Bonus Method | By Calendar v | | COMPANY+DEPARTMENT+NAME v

Cut Off Bonus (Mth/Period) 2024

Bonus Eactor ‘ ‘ default Bonus Factor From Update Employee if '0' bonus factor
entered

Bonus Payment by ‘ MNew Base Salary v ‘

Bonus Amount

Pay Cycle
Bonus Calculation By

Service Month Cut Off Day

Process Batch Group:

Bonus Period
Service Month

5

Leave Exclusion

E Exclude NPL

E Exclude Sick Leave
E Exclude Annual Leave
E Exclude Absent Leave

E Exclude Hospitalization Leave

Bonus Parameter

Important Remarks

Trial Run

Click to view/print the estimated
Bonus amount based on the
configured settings.

This is a trial run only; the system does not process
the bonus amount in “Modify Pay Record” or “Modify
Bonus Record” or “Modify Special Record”.

D Exclude Employee Hired e
After | |j
E Exclude Employee
Resigned After | |j
Exclude Zero Bonus

Amount

STOP CLEAR RECORD I TRIAL RUN | I PROCESS
| |

2024 @ Timesoft Malaysia | Year End Seminar

107



Process Bonus Setup | No 16 — Process

Bonus Period
Service Month

Service Month Cut Off Day 5

Pay Cycle

Bonus Calculation By

Process Batch Group:

Bonus Parameter  Group = Individual ~ Update Bonus Factor

Bonus Code: ‘ BONU | <  Bonus Report Order By

Bonus Method | By Calendar v | | COMPANY+DEPARTMENT+NAME v

Cut Off Bonus (Mth/Period) 2024

Bonus Eactor ‘ ‘ default Bonus Factor From Update Employee if '0' bonus factor
entered

Bonus Payment by ‘ MNew Base Salary v ‘

Bonus Amount

Bonus Parameter

Important Remarks

Leave Exclusion

Days
E Exclude NPL >=|:|
E Exclude Sick Leave >=|:|
E Exclude Annual Leave >=|:|
E Exclude Absent Leave >=|:|
E Exclude Hospitalization Leave >=|:|

Process

Click to process the bonus
amount to the selected pay
cycle in “Pay Cycle”.

The system processes the bonus amount to either
“Modify Pay Record” or “Modify Bonus Record” or
“Modify Special Record”, depending on the chosen
pay cycle.

D Exclude Employee Hired |
After
E Exclude Employee

Resigned After |
Exclude Zero Bonus

Amount

STOP CLEAR RECORD

TRIAL RUN

| PROCESS |
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Overview of the Bonus
Proration Calculation for

Employees with Less Than
One Year of Service




Bonus Calculation By Service Month

When an employee works for less than a year, prorating the bonus amount based on the actual duration
of employment.

**Service Month**
Example:

Bonus Parameter Group  Individual = Update Bonus Factor

ons coce = Hired date = 17/05/2024

Bonus Method By Calendar v

Cut Off Bonus (Mth/Period) 12| 2024 Bonus method = By Calendar
T S ! Cut Off Bonus = 12-2024

Bonus Payment by New Base Salary v

e Aot Bonus factor = 1
pay oy Bonus period > New Base Salary = $2,335.00
Bonus Calculation By Service Month v I Serv'ce Month CUt O.ﬂ: Day — 15

Service Month Cut Off Day 15 v |

Process Batch Group: DEFAULT v Bonus calculation as follows:

Leave Exclusion Exclude Bonus Condition .

0] Days |: Exclude unconfirmed staff ? ACtuaI Worklng months - 8 months

WEz 1olT == [:I Exclude Employee Hired .

|: Exclude Sick Leave >= After (8 months T 12 monthS) X $2,335.00 - 1 556-67

|: Exclude Annual Leave == |— Exclude Employee

|— Exclude Absent Leave »= Rﬁgn . N .

— E - : . Service Working -

() Exclude Hospitalization Leave o amourr EMPN0 Name Tvpe Base Wage  Factor Hired Date Mith/Davs Hrs/Davs BONTU
Y0001 TOYO TEH &N 2,335.00 1 17/05/2024 2 ':l.':ll 1.556.67

L
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Bonus Calculation

By Calendar Days

Bonus Parameter Group  Individual = Update Bonus Factor

Bonus Code: |BONU ‘ -3

Bonus Method | By Calendar v |

Cut Off Bonus (Mth/Period)

Bonus Factor | 1 |

Bonus Payment by | MNew Base Salary v |

Bonus Amount

Pay Cycle Bonus Period A
I Bonus Calculation By Calendar Days A

Process Batch Group: | DEFAULT W ‘

|Leave Exclusion

Exclude NPL ==
|: Exclude Sick Leave ==
E Exclude Annual Leave ==

| &

Exclude Bonus Condition
|: Exclude unconfirmed staff ?

D Exclude Employee Hired I:
After

E Exclude Employee |:

s .
(] Exclude Absent L You can specify the
[ exciude nospitaliz  nUMber of leaves taken to
I g take effect on the bonus .

ro Bonus

**Calendar Days**

Example:
Hired date = 17/05/2024

Bonus method = By Calendar

Cut Off Bonus = 12-2024

Bonus factor = 1

New Base Salary = $2,335.00

Leave Exclusion — Exclude NPL

[No Pay Leave taken in 2024 = 4 days]
Total calendar days in 2024 = 366 days

Bonus calculation as follows:
Actual working calendar days from 17/05 to 31/12
= (15+30+31+31+30+31+30+31) — 4 days NPL = 225 days

(225 days + 366 days) X $2,335.00 = $1,435.45
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EmpNoe Name

Service Working

Tvpe Base Wage Factor Hired Date Mth/Days Hrs/Days

BONU

Y0001 YOYO0 TEH S 2.335.00 1 17/032024

[
bt
L

0.00 1.43545
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Bonus Calculation By Working Days

**ACtual Working Days** Detail Career Bank Employment  Address Leave.l’Ben*ll Calendar Vlisc Free Fields = Exit Records

. . . E -y . SAVE | CANCEL Company Select - ALL Query Select - AD-HOC
Actual working days calculation is 3,
based on the employee's working | S/t oo too | B Pay Group 570 Head Coune -
calendar in ‘Payroll — EMS — Py ot Seting Fmployee Weskly setng

Pay Group | STD [5TD] W RESET | MON TUE WED THU FRI SAT SUN

Week 1 F F F F F 6] 0
From Date 01/01/2024 To Date 31/12/2024

Week 2 F F F F F 6] 0
Period 202412 s Total Working's Day 22

Employee Yearly Calendar

Employee — Calendar’.

Dates flagged with 'F' or 'H' will
be counted as working days.

1 2 3 4 5 6 7 8 9 10 11 13 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 268 29 30 31 I
Jan2024 QEGH | G (OGN (G (I 11O | (1O | | DG O S OO | RS RO (O (RO ([0S
Feb 2024 JIE ([E |0 |0 ||/E |'E||'E |/ |E | O |0 |F ['E|EE|E|O |C|E | E| FE|FE|FE[C|Q I FE FE| E
Mar2024 QR O (1O |18 (IE |08 (BE | BR[O |10 || BEY |86 |06 | 06 | BER | (O (|0 (| B8 | B | 06 [ BER (B8 | O || |O |(BE (BE8 | BB (B | B (/O |||O
Apr2024 JIE (B ([E |IE|FE|O|[Q ||/ |FE|E|E|E(C|QC|E|FE | E | E E|OC|C|FE|E | E | E E| 00| E
May 2024 NS | IS | OGO || 1O || R | RS R RSB O | (1O [ NGRS S RO 1O | SRRSO
Jun 2024 JIO || ||[E |IE|E|'E|E|O|O|EIE|E E|E|(CO||E E IE|E|FE|O|OC|WE| E E E| E|0CI|OC
Jul 2024 CHCN I NeEEERIE ORR OB O NR O BR O RIEemiNCemuE BN ONR ORR OB O MilcEMiLemEN MOMONMOOMN O NMeEENemEE WO
Aug 2024 §F || E O |0 |FE|FE [E[E [fE (O |O|fE |E|F|E | C||O0 |E|F|E EI|E|O|C|E E E FE|E| O
Sep2024 JIO || IS IS 0 S IS (12 (11O ]| G | S | G (D (O (1 (11D || G | IS O OS2 [1O [ S O[OS
Oct2024 JIE |[E |[E |IE O (||O|'E |'E |E|E|IE |0 ||0|E [E|FE|E[E|0|C|FE | FE|E E|E|C|Q I FE| E|EE
Nov 2024 R (O (10| | IS | O | OGO 110 (1O | | G | O | O S (1O (1O || IS | O B S (O[O O -
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Bonus Calculation

By Working Days

**Pay Group**

The “Total Working
Days” for the
working pattern is
determined by the
employee’s Pay
Group setting.
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Allowance/Deduction
Bank Master

Code Setup

Cost Centre Allocation
Formula Setup

IBG Routing Code Setup
Pay Group Setup

Pay Group Weekly

Work Code Setup

Global Pay Group Setup

| 51D | -
Pay Group | s
Start Date :
Day Worked Per Week
Daily Rate Formula | Base Pay/Calendar Days [06] v |
NPL Rate Formula | Base Pay/Calendar Days [06] v |

Year

End Date

Hour Worked Per Year

Working Hours

OT Hour Formula

2024

31/12/2024 :

2288.00

| HOURS/YEAR - USER DEFIMED [1] W

Global Weekly Setting

| Week 2 bl || Day 7 v || BOTH v MON TUE WED THU FRI SAT SUN
Is Alternate Saturday? Public Holiday as Off Day?
U *' U b Yo |i|Foie FULL | FULL FULL |FulL | oFF OFF
Is G te Weekly Setting? Onl licable for 'RE-GENERATE'.
(eI Wy S Ly el il LA FULL FULL FULL FULL FULL OFF OFF
NEW | SAVE DELETE CANCEL | WORKING CALENDAR RE-GENERATE
PERIOD START-DATE MID-DATE END-DATE 1st-HALF 2nd-HALF TOTAL
202401 01/01/2024 15/01/2024 31/01/2024 11 12 23 o
202402 01/02/2024 15/02/2024 29/02/2024 11 10 21
202403 01/03/2024 15/03/2024 31/03/2024 11 10 21
202404 01/04/2024 15/04/2024 30/04/2024 11 11 22
202405 01/05/2024 15/05/2024 31/05/2024 11 12 23
202406 01/06/2024 15/06/2024 30/06/2024 10 10 20
202407 01/07/2024 15/07/2024 31/07/2024 11 12 23
202408 01/08/2024 15/08/2024 31/08/2024 11 11 22 -
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Bonus Calculation

By Working Days

Bonus Parameter  Group

Individual =~ Update Bonus Factor

Bonus Code: |BONU ‘ g

Bonus Method | By Calendar v |

Cut Off Bonus (Mth/Period)

Bonus Factor | 1|

Bonus Payment by | Mew Base Salary v |

Bonus Amount

Pay Cycle Bonus Period A
I Bonus Calculation By Working Days A

Process Batch Group: | DEFAULT b ‘

|Leave Exclusion

Exclude NPL
|_ Exclude Sick Leave

Exclude Annual Leave

'

|

’ :
[ Jexcude abs{  YOU can specify the
[ Jexcude vosg NUMber of leaves taken to
L take effect on the bonus

Exclude Bonus Condition
Days |: Exclude unconfirmed staff ?
>=|:| [j Exclude Employee Hirad
== After
ol ] || Exclude Employee I:
“Ster

e Zero Bonus

*Working Days**
Example:

Hired date = 17/05/2024

Bonus method = By Calendar
Cut Off Bonus = 12-2024

Bonus factor = 1
New Basic Salary = $2,335.00
Leave Exclusion — Exclude NPL | No Pay Leave taken in 2024 = 4 days
Total working days for 5 Day/Week working pattern in 2024 = 262 days

Bonus calculation as follows:
Total Working Days in 2024 = 262 days
Actual working days = (11+20+23+22+21+23+21+22) = 163 days
No Pay Leave = 4 days
Total Actual Working Days = 159 days

(159days + 262days) X $2,335.00 = $1,417.04
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J
. . Service Working
EmpNo Name Type Base Wage  Factor Hired Date Mth/Days Hrs/Days BONU
YO0 YOYO TEH SN 2.335.00 1 17/03/2024 139 0.00 1.41704
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Overview of the

Bonus Processing
Methods
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Bonus Processing Methods

There are four (4) methods for processing bonuses, allowing you
company's bonus processing policy.

1. Process Standard Bonus Run
O Process for all employees with the same bonus factor and

to align with your

conditions.

2. Process Bonus By Group
L The process is based on the criteria codes assigned in
EMS — Employee — Career for each employee.

Group By | Category Code o

Category Code
Appraisal Code
Job Grade Code

Classification Code

3. Process Bonus By Individual

L Manually enter the bonus factor/amount for each employee.

4. Import Bonus from CSV / Excel Format
0 Upload bonus amounts from an external file, Excel format.
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Bonus Processing Methods

Regardless of the method you choose, please refer to the guidelines in the 'Bonus Processing Flow'

TIMES -

SOFTWARE ~
Payroll

@ Default ti

Company Setup
Payroll Setup

Birth Date Statutory Setup
Utility
Timesoft Suj
Process

Bonus Record
Email Special Record
support@tir Festival Advance
Transfer Payroll

Hotline AL Encash

e ESTRE Transfer Claim

Employee

Pay Items
E-Document
Change Password
Batch Delete

Pay Record

Bonus Record
Special Record

Add. Emp PCB Relief

(TP1)
Emp BIK and VOLA (TP2)
Emp PCB History (TP3)

Change Period
Lock Period
Company Select
Query Expert
Query Selection
Report Writer
Adhoc Query

Code Master Report
Payroll Report
Management Report
Bank Report
Statutory Report
EPF

SOCS0

2024 @ Timesoft Malaysia | Year End Seminar

117



Method 1 —
Process Standard Bonus Run



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.

Prior to processing, verify that no data exists in either the 'Group' or 'Individual' tabs.
If there are any records present, click ‘CLEAR RECORD'.

Bonus Paramets Group ndividual

Update Bonus Factor

Variable Bonus 1 o8 Variable Bonus 2|:| L

Group By Category C v | HX

=== No Data

Bonus Parameter

Groupl| Individual || Update Bonus Factor

Retrieve Bonus Factor from EMS ? D Update Bonus Factor to EMS ? E

r— Variable Bonus Code Setting

Varizble Bonus 1|:| - Variable Bonus ZI:I - Ex

=% No Data | -

GENERATE RECORD ] CLEAR RECORD

-

-
Total count O record(s) l : - Page of 0 m
— L= |

GENERATE RECORD J CLEAR RECORD
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Towsl count: 0 record(s}.K: Page[ v |ofD m
L~ —
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Method 1 — Process Standard Bonus Run

Below is an example of bonus processing conditions.
Once you have done on the setup in ‘Bonus Parameter’, click ‘Process’ to initiate the bonus processing.

Formula Configurations
Bonus Method By Calendar
Cut off Bonus 12-2024

Bonus factor for all employees | 1 (month)

Bonus Payment By

New Base Salary (Newest Basic Salary)

Bonus payment period

Bonus Period (Split from END pay cycle)

Bonus Calculation by

Calendar Days (Prorate By Calendar Days)

Leave Exclusion

Exclude NPL
(Employees with No Pay Leave will not
receive the full one-month bonus amount)

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’.
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Bonus Parameter Group  Individual = Update Bonus Factor

Bonus Code: | BOMNU | & g‘znus e

Bonus Method | By Calendar v | | COMPANY+DEPARTMENT W
Cut Off Bonus - -

(Mth/Period) 205

Bonus Factor |

default Bonus Factor From Update
Employee if '0' bonus factor entered

Bonus Payment by | MNew Base Salary

v

Bonus Amount

Pay Cycle | Bonus Period

b | Rounding Formula

Bonus Calculation By | Calendar Days

v|| iy

Process Batch Group: | DEFAULT

Leave Exclusion

Days
Exclude NPL ==
L Exclude Sick Leave »=
E Exclude Annual Leave ==
E Exclude Absent Leave =
E Exclude Hospitalization Leave >=|

Exclude Bonus Condition
E Exclude unconfirmed staff 7

[j Exclude
Employee Hired I:Ij
After

E Exclude
Employee j
Resigned After

D Exclude Zero
Bonus Amount

STOP

CLEAR RECORD TRIAL RUN | PROCESS
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Method 1 — Process Standard Bonus Run

Once bonus processing is completed, a
message will appear at the bottom left:
“Processing finished!”.

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 this process.
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Bonus Parameter

Group | Individual

Update Bonus Factor

Bonus Code:

Bonus Method

Cut Off Bonus
(Mth/Period)

Bonus Factor
Bonus Payment by

Bonus Amount

Pay Cycle

Bonus Calculation By

‘BDNU

| Bonus Report Order

By

‘ By Calendar

hd ‘ | COMPANY+DEPARTMENT

default Bonus Factor From Update
Employee if '0' bonus factor entered

‘ MNew Base Salary

v|

‘ Bonus Period

hd ‘ Rounding Formula

‘ Calendar Days

Process Batch Group: ‘ DEFAULT A |
Exclude Bonus Condition
Leave Exclusion
[: Exclude unconfirmed staff ?
Days
Exlude NPL o || xuce
Employee Hired | [
[: Exclude Sick Leave >=|:| After
[: Exclude Annual Leave >=|:| [: Exclude
O] Employee I:[j
Exclude Absent Leave >=|:| Resigned After
[: Exclude Hospitalization Leave >=|:| D Exclude Zero
Bonus Amount

STOP

| CLEAR RECORD TRIAL RUN PROCESS

Processing finished! I
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Method 1 — Process Standard Bonus Run

Below is an example of the bonus report after the 'Process Bonus’ run is completed.

@ EMS Employment BasePage Features - Google Chrome

@ localhost/TimeSolution/ePayroll/Reports/ProcessReport.aspx

FEY

TEST SDN BHD

BONUS RUN FOR 01/01/2024 To 31/12/2024 PRINT DATE: 02/12/2024 11:22 AM
PAY BONUS BASED ON New Base Salary USER ID: SUPPORT
BONUS PAYMENT METHOD By Calendar
BONUS CODE BONU
BONUS FACTOR 1
CUT-OFF DAY 0
QUERY ALL
e . " Service Working . _
7 T . 3 i

EmpNo Name Type  Base Wage Factor Hired Date  Term Date Mth/Days Hrs/Days BONU Variable Bonusl Variable Bonus2 Employer EPF
TEST IMPORT SDN BHD
(ADM) ADMIN
A001 AGNES NG SN 2,3500.00 1 11/03/2021 366 0.00 2,500.00 0.00 0.00 325.00
FW0001 BELINDACLAIRE SN 10,000.00 1 21/12/2023 366 0.00 10.,000.00 0.00 0.00 0.00
DO003 DANSON TEE SN 2,335.00 1 17/05/2023 366 0.00 232862 0.00 0.00 94.00
FO005 FARALIZA AHMAD SN 3.400.00 1 18/10/2023 366 0.00 3.400.00 0.00 0.00 374.00
Joo1 JOEELIM SN 5.048.00 1 08/03/2023 366 0.00 5.045.00 0.00 0.00 579.00
WS001  WAISAN SN 2,900.00 1 09/03/2022 366 0.00 2,900.00 0.00 0.00 377.00

Department Total: 26.177.62 0.00 0.00 1,749.00
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If you need to process
the bonus for a specific
group of employees
with a particular criteria,
use Payroll — Query —
“‘Ad-hoc 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.

c - m SAVE | CANCEL Total record count: 14 RECALCULATE PRORATE | | 2o |
Employee's Information Salary Information Payroll Information
Emp No [/ Name |YDDDl [YOYQ TEH] | v | ™ EPF Basic Salary | 2,335.00| Period 202412 v
Department | NOME | Hired Date | 17/05/2024 | S0CSO Daily Rate | ?5.32| I Cycle / Cycle Run |:|
Age [ DP Child | 53| | | Termination Date | EIS Hourly Rate | 12.25| Trial Mode NO v
Paid | MONTHLY | Last Payment Date | TAX Cat Pay Group [ Type | STD| | 2-5N | Change Basic
CODE DESCRIPTION EIS 50C EPF PCB FREQUENCY UNIT RATE AMOUNT
Q BONUS F F T T |:| | 143595 T ¢
Q MONTHLY INCOME TAX DEDUCTION F F F F I:l | 0.00| E
L = [ 1] | |
v
EIS Contribution SQCSO Contribution HRD & EPF VOL Contribution EPF Contribution Total Wages
EIS Wage | 0.00 | Socso Wage | o.oo| HRD | 0.00| EPF Wage | 1,435.45| Total Allowance | 0.00 |
EIS EE | 0.00|  Socso EE | 0.00| | EPF Vol EE | 0.00|  EPFEE | ‘167.00|  Total Deduction | 0.00]
EIS ER | 0.00 | Socso ER | 0.00| EPF Vol ER | 0.00| EPF ER | 144.00| Gross Wage | 1,435.45|
Nett Wage | 1,268.45 |
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Method 2 — Process Bonus By Group

This method enables the processing of bonuses using one of the four available criteria.

E—
Detail Careei Bank = Employment = Address = Leave/Benefit = Calendar = Misc | Free Fields = Exit Records
Bonus Paramete- Individual =~ Update Bonus Factor m
I‘ w
. | 1 . | 1 NEW | SAVE CANCEL | Company Select - TESTDEL Query Select - |
Variable Bonus ll:l s \ariable Bonus El:l s | Group By| Category Code om
Category Code
Appraisal Code "
L Hours/Days Variable | Empl ID / Name BOO1 [BADRUL ALI
Description = BonusFactor Fi ) b oot e BN Employes | Bo01 [ ] - | B Pay Group  STD Head Count
Classification Code
NONE | 0.00 || 0. eaans ! !ﬁ = 5 :’l] 0-9|| progression Data
DIRECTOR | 0.00|| 3 0.00|| 0.00 | 0-0|| progression Date * ™[] change hired e | 5730.00]
date?
SENIOR MANAGER 0.00 2 0.00 0.00 0.0 : * 150.00
| || || || || Pay Effective Date m Imcrement | . |
A E R | 0.00 || 1 || 0.00 || 0.00 || 0.ql| Increment Review Date I:I D Mew Salary | 3,880.00 |
MONTHLY ~ Salary Percent
Trans/Pro Review Date I:| m Salary Type oo
Progression Code * | MERIT INCREMENT [MERIT] e | | &  Salary Range | -
Department * | NONE [NONE] v |l section = | NONE [NONE] v |l
Category * | IT [1IT] hd | | & Job Grade * | 9
Occupation * | ADMIN MGR [ADM] N | (= Appraisal Grade * | NONE [MONE] A | [
Cost Centre * | NOME [MONE] ~ | | @  Classification * | NONE [MONE] A | [ ond
Company * |TEST IMPORT [TESTDEL] ~ | Division * | NONE [NOME] v | (|
REASONS | |
REMARK ‘

CLEAR RECORD

GENERATE RECORD |

Total count: 189 recnrd[s]ml upageufﬂlm
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Method 2 — Process Bonus By Group

G The ‘Individual’ tab must be empty before e Click ‘Group’ tab.
processing bonuses using this method.

| Bonus Parameter = Group  Individual  Update Bonus Factor
Bonus Parameter Groupl Individual IUpdate Bonus Factor |
= E%D;H pT—— %S Variable Bunusl &  Variable Bonus 2C| &  GoupBy Cat&:\g'r:ry CD'CI.E v HX
[ v ——— — il et e T e R
1 2 T I P o T
T feem B DIRECTOR | 0.00)| || Classification Code | 4000 oo 1
SENIOR MANAGER | D.UUH || 5000‘ 00 | U.DD| E
a. Choose the
. preferred grouping
b. After selecting the group code to process
code, click to generate the
You can click on - available code list
'CLEAR RECORD' to / -
delete the records GENERATE RECORD | CLEAR RECORD | Total count; 191 mm(gc HPageuﬂso_m
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Method 2 — Process Bonus By Group

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 O after the Bonus Process run.

Bonus Parameter  Group  Individual Update Bonus Factor
I Yariable Bonus 1 [ Varizble Bonus 2 [ I Group EY| Category Code % | E x
D iption Howurs/ Days B Factor Fix A : U‘zriiﬂrl: Bonus \farizH; Bonus e
DIRECTOR | D.-:m| | D.DOD{JDD| | 0.00 | | -::.0{:'| | D.DD| i}
MANAGER | 0.00 | 0.000000 ||| 0.00 || 0.00 || 0.00 | i}
IT | D.DD| | D.DDCICIDD| | 1,DDD.00| | 1r|:||:|-::.0f.:l| | CI.EIIZI| i
-
GENERATE RECORD CLEAR RECORD Totzl count 190 record(s) m Page of 18 | m
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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)'.

If you have multiple types of bonuses to pay within the same bonus payment process, you can use one
of the following combinations:

Process Bonus | Bonus Factor Variable 1 Variable 2
Option Amount Amount
1 v v v

2 v v
3 v v
4 v 4 v
) v v
6 v v
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Method 2 — Process Bonus By Group

Example of Process Bonus Option 2
Allowable combinations for processing multiple bonuses within the same process run.

Bonus Parameter = Group  Individual = Update Bonus Factor

Variable Bonus 1| INC-BOMU - Variable Bonuszl:l e Group By| Category Code V| B x
B Description Hours/Days Worked Bonus Factor Fioc Amount I Variable Bonus 1 I Variable Bonus 2 -
EXECUTIVE DIRECTOR | 0.00‘ | 3| o.00f | 3,000.00 | 0.00| i
DIRECTOR | D.GG|I| 2| “ o.00f | 4000 | 0.00| i
SENIOR MANAGER | 0.00||| 1] “ o.00f | 5000 0.00| i
_
Bonus Factor + P

Variable Bonus 1 Please be reminded to

click this button after

L completing data input

GENERATE RECORD CLEAR RECORD

-
Total count: 191 record(s) ' = ? Page 1w |of 18 O m ‘
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Method 2 — Process Bonus By Group

Example of Process Bonus Option 4
Allowable combinations for processing multiple bonuses within the same process run.

Bonus Parameter Group

Individual

Update Bonus Factor

Variable Bonus 1| INC-BOT i Variable Bonus 2| MERITE( — Group By| Category Code ~ |
| | | |
D intion Howurs f Days Bonus Fact Fixe Amount \l'ariablf Bonus \fariahl; Bonus I -
EXECUTIVE DIRECTOR | 0.00 || 0.000000) | 10,000.00 || 3,000.00 | | 1,000.00 | i
DIRECTOR | 0.00 || 0.000000 | 8,000.00 | | 4,000.00 | | 1,000.00 | /PIease be reminded to
SENIOR MANAGER | 0.00 || 0.000000) | 5,000.00 | | 5,000.00 | | 1,000.00 | click this button after

Fix Amount + completing data input

Variable Bonus 1 +
Variable Bonus 2

-
Total count: 183 record(s) . _ Page| 1 ~ |lof 17 a m
1€ €

GENERATE RECORD

CLEAR RECORD
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Method 2 — Process Bonus By Group

Example of Process Bonus Option 5

Allowable combinations for processing multiple bonuses within the same process run.

Bonus Parameter  Group  Individual

Update Bonus Factor

Variable Bonus 1| INC-BONU = Variable Bonus 2|:| - Group By| Category Code v | E x
Description Hours/Days Worked Bonus Factor Fix Amount Variable Bonus 1 Variable Bonus 2 -
EXECUTIVE DIRECTOR | D.CICI| | | 1£:IDDO| | 3000 | O.DO| 1]
DIRECTOR | 0.00| | | gooo| | 4000 | 0.00| i
SENIOR MANAGER | 0.00| | I] | 5000 | 5000 | l 0.00| fiit

Fix Amount +
Variable Bonus 1

Please be reminded to
click this button after
completing data input

GENERATE RECORD | CLEAR RECORD

-
Total count: 191 record(s) ' I Tf Page of 18 o m |
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Method 2 — Process Bonus By Group

Bonus Factor” and “Fix Amount” cannot be used in the same process.

For example:

If Bonus Factor has a value other than 0, you are not allowed to input anything in the Fix Amount column.

Similarly, if you input a value in the Fix Amount column, the Bonus Factor must be set to O.

If this condition is not met, the system will display the following error message:

Bonus Parameter  Group  Individual =~ Update Bonus Factor

Variable Bonus 1 - Variable Bonus 2 - Group By| Category Code hd
Description Hours/Days Worked Bonus Factor Fix Amount Variable Bonus 1

DIRECTOR 0.0 2 0 0.00
SENIOR MANAGER 0.00 0.000000 0.00 Q.00
MANAGER 0.00 0.000000 0.00 0.00

Warning x

A Either Bonus Factor or Fixed Amount are not zero.

OK

Variable Bonus 2

0.00

0.00

0.00

B | =

HX
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Method 2 — Process Bonus By Group | Bonus Factor

An example of processing bonus by ‘Bonus Factor’'.

Cut-off as at 12-2024. (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)

If you are using the ‘Bonus Factor’ method,
complete the data input in the ‘Group’ tab, then
set up the required details in the ‘Bonus

Parameter’ before clicking the 'Process' button.
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Bonus Parameter  Group  Individual

Bonus Code: BOMNU
Bonus Method By Calendar
Cut Off Bonus 12| 2024

{Mth/Period)

Update Bonus Factor

Bonus Report Order
By
hd COMPANY+DEPARTMEN v

Bonus Factor

default Bonus Factor From Update
Employee if '0" bonus factor entered

Bonus Payment by Mew Base Salary

Bonus Amount
Pay Cycle Bonus Period

Bonus Calculation By Calendar Days

Process Batch Group: DEFAULT

Leave Exclusion

Days
Exclude NPL ==
|: Exclude Sick Leave ==
|: Exclude Annual Leave ==
|: Exclude Absent Leave ==
|: Exclude Hospitalization Leave ==

STOP

CLEAR RECORD

“ | Rounding Formula

Exclude Bonus Condition

|_ Exclude unconfirmed staff ?

[:I Exclude

Employee Hired j
After

|: Exclude

Employee j
Resigned After

[_ Exclude

Zero Bonus
Amount

TRIAL RUN | PROCESS
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Method 2 — Process Bonus By Group | Fixed Amount

An example of processing bonus by ‘Fixed Amount’.

Bonus Method :
By Calendar

Cut Off Bonus:
12-2024

Bonus Factor and Bonus Amount:
Leave empty

Bonus Payment By:
Fixed Amount

Pay Cycle:
Bonus-Period

Bonus Calculation By:
None

If you are using the ‘Fixed Amount’ method, complete
the data input in the ‘Group’ tab, then set up the
required details in the ‘Bonus Parameter’ before
clicking the 'Process' button.
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Bonus Parameter Group  Individual  Update Bonus Factor
Bonus Code: | BONU | " g:rnus e
Bonus Method | By Calendar e | | COMPANY+DEPARTMEN v

Cut Off Bonus
(Mth/Period)

Bonus Factor

| default Bonus Factor From Update

Bonus Payment by

Fixed Amount

jﬂlm{ee if '0" bonus factor entered

W

Bonus Amount

0

Pay Cycle | Bonus Period b | Rounding Fermula
Benus Calculation By | Mone A | | v
Process Batch Group: ‘ DEFAULT W ‘

Exclude Bonus Condition

E Exclude unconfirmed staff ?

D Exclude

Employee Hired | [

After

|: Exclude

employee | [

Resigned After

D Exclude

Zero Bonus

Amount

STOP | CLEAR RECORD | TRIAL RUN I PROCESS |
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Method 2 — Process Bonus By Group

Once bonus processing is completed, a
message will appear at the bottom left:
“Processing finished!”.

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 this process.
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Bonus Parameter Group  Individual  Update Bonus Factor
Bonus Code: | BOMU | UL A e
By
Bonus Method | By Calendar hd | | COMPANY+DEPARTMEN

Cut Off Bonus
(Mth/Period)

Bonus Factor ‘

Bonus Payment by

| Mew Base Salary

v

Bonus Amount

default Bonus Factor From Update
Employee if '0' bonus factor entered

Pay Cycle | Bonus Period v | Rounding Formula
Bonus Calculation By | Calendar Days v | | v
Process Batch Group: ‘ DEFAULT W ‘
Exclude Bonus Condition
Leave Exclusion [: Exclude unconfirmed staff ?
LEE D Exclude
oxcuse . L ]| lwoverres 18
[: Exclude Sick Leave >:I:| After
[: Exclude
[: Exclude Annual Leave >=|:|
Employee j
[: Exclude Absent Leave }:I:l Resigned After
Exclude
[: Exclude Hospitalization Leave }zl:l D
Zero Bonus
Amount
STOP | CLEAR RECORD | TRIAL RUN PROCESS

Processing finished! I
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Method 2 — Process Bonus By Group

e Here is an example of a bonus report with “Variable Bonus 1” after the processing of bonuses

has been completed.

@ EMS Employment BasePage Features - Google Chrome

@ localhost/TimeSolution/ePayroll/Reports/ProcessReport.aspx

R

TEST IMPORT SDN BHD

BONUS RUN FOR 01/01/2024 To 31/12/2024 H
PAY BONUS BASED ON New Base Salary T
BONUS PAYMENT METHOD By Calendar
BONUS CODE BONU
BONUS FACTOR
CUT-OFF DAY 0
QUERY ALL

- . Service Working .
EmpNo Name Type Base Wage Factor Hired Date  Term Date Mth/Days Hrs/Days BONU INC-BONU
TEST IMPORT SDN BHD L
(ADM) ADMIN
A001 AGNES NG SN 2.500.00 2 11/03/2021 366 0.00 5.000.00 5.000.00
FWio001 BELINDA CLAIRE SN 10.000.00 2 21/12/2023 366 Q.00 20,000.00 5.000.00
FOO03 FARAIIZA AHMAD SN 3.400.00 2 18/10/2023 366 000 6.800.00 3.000.00
JOoO1 JOEE LIM SN 5.049.00 2 08/03/2023 366 000 10.098.00 5.000.00
Ws001 WAT SAN SN 2.900.00 2 09/03/2022 366 000 5.800.00 3.000.00

Department Total: 47.698.00 25.000.00 N
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Method 2 — Process Bonus By Group

e Here is an example of a bonus record processed in ‘Bonus’ cycle.

m c & m SAVE | CANCEL | Total record count: 14 RECALCULATE | PRORATE | BANK
Employee's Information Salary Information Payroll Information
Emp Ne [ Name |YDDDI [YOYQ TEH] | v | ® EPF Basic Salary | 2,335.00|
Department |NONE | Hired Date | 17/05/2024 | S0CS0 Daily Rate | ?5.32| Eu‘f‘:e / Cycle
Age [ DP Child | 53 || | Termination Date | | EIS Hourly Rate | 12.25|
|

Paid | MOMTHLY | Last Payment Date | | TAX Cat K1 Pay Group / Type STD| | 2-5N| Change Basic

CODE DESCRIPTION EIS 50C EPF PCB FREQUENCY UNIT RATE AMOUNT

pow oy | sows = r v ot [ |
E INCENMTIVE BEONUS F B T T |:| | 5,000.00| ﬁ
|
|

2,3?0.90| i

Q MONTHLY INCOME TAX DEDUCTION F F F F |:| 0.00| E
| [ ] |

EIS Contribution SOCS0 Contribution HRD & EPF VOL Contribution EPF Contribution Total Wages

EIS Wage Socso Wage HRD EPF Wage Total Allowance | 5,000.00]
EIS EE Socso EE EPF Vol EE EPF EE Total Deduction | 0.00|
EIS ER Socso ER EPF Vol ER EPF ER Gross Wage | 7,870.90]

Nett Wage | 6,999.90 |
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Method 3 — Process Bonus By Individual

This method allows you to enter bonus amounts or factors for specific employees who have different
bonus factors or amounts.

| |
Bonus Parameter Groupl Individual pdate Bonus Factor
| |
Retrieve Bonus Factor from EMS ? |: Update Bonus Factor to EMS 2 |:
— Variable Bonus Code Setting
Variable Bonus 1| | - Wariable Bonus 2 | - Ex

=== Mo Data | -
-
GEMERATE RECORD CLEAR RECORD Total count O record(s) @ Dage oro b J m
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Method 3 — Process Bonus By Individual

G The ‘Group’ tab must be empty before

Click ‘Individual’ tab.

processing bonuses using this method.

Bonus Parameter GroupI Individual IUpdate Bonus Factor

ﬁ

Retrieve Bonus Factor from EMS ?

— Variable Bonus Code Setting

Update Bonus Factor to EMS ? E

Varizble Bonus 1|:| | variable Bonus ZI:I [

HX

Bonus Parametel Group I‘\dividual Update Bonus Factor
varable g TI) Grup ycar v | Hx
=== No Data | -
You can click on
'CLEAR RECORD' to
delete the records
| GEMERATE RECORD | CLEAR RECORD |
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oot oeerame T B e S0 (e :
2001 BADRUL AL | 0.00 | EI.EIGQCIDEI” 0.00 | 0.00 | 0.00 il
Co001-R CARMEN CHEAH | 0.00 | D.Doonnu” 0.00 | 0.00 | 0.00 i}
D000S DANSON TEE | 0.00 | EI.EIGQCIDEI” 0.00 | 0.00 | 0.00 il
DO0&-N DOMKEY TEE | 0.00 | D.Doonnu” 0.00 | 0.00 | 0.00 i}

-

GENERATE RECORD CLEAR RECORD ookl coaimt= 2 m.ﬂ{gm Hpageljlnf] ed m
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Method 3 — Process Bonus By Individual

Important NOte: Bonus Parameter GroupI Individual IUpdate Bonus Factor
If this is the first time you are processing | .....sowcoesetin FEeT R ET) e s
bonuses for the current vyear, it is Vasblegonus 1| |l veablepons2) [l HX
recommended to do the following. - Employee ame  MOUSIDNS Lo e o< Amount | VariSble | Varisble
a. Click 'Clear Employee Record’ o [peoRu Al |__ooo] twooveo  osof ooof o]

covor|camEn e _ oo owowo| _ow| om| o] @

b. Then, click Generate Employee Record'. s |oavson ree oo sooons] owe]| owo| owo] @
This enables the system to generate an up-to- || |eowerm= |__oof 2o000000f oo oooff oocof 1
date employee list.

GENERATE RECORD ii CLEAR RECORD |i Tott coune. recoret) (L (L Pooel 1 v Jor1 | )
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Method 3 — Process Bonus By Individual

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 O after the Bonus Process run.

Bonus Parameter Group Individual Update Bonus Factor
Retrieve Bonus Factor from EMS ? | Update Bonus Factor to EMS 2
I Variable Bonus 1| | - Variable Bonus 2| | - I Ex
Emp Mo Employese Mame m‘"'{ Darsl Bonus Factor Fix Amount :arizhl: vﬁi‘"; -
BOOL BADRLUL ALT | GI.C"D” {:-.DDDDDCIH 1|:|rl:||:lo.{:-f.:l|| 0.00 | o.c:n::l| i)
CO0001-R CARMEN CHEAH | 0.00 ||| 0.000000 ||| 0.00 ||| 0.00 | 0.00 | i}
DOooos DAMSOM TEE | 0.00 ||| 0.000000 ||| 5,000.00 ||| 0.00 | c.c-c|| ]
Co06-M DOMKEY TEE | 0.00 ||| 0.000000 ||| 4, 500.00 ||| 0.00 | -::-.{:--D| i)
-

GENERATE RECORD

CLEAR RECORD
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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 multiple types of bonuses to pay within the same bonus payment process, you can use one
of the following combinations:

Process Bonus | Bonus Factor Fix Amount Variable 1 Variable 2
Option Amount Amount
1 v v v

2 v v
3 v v
4 v v v
5 v v
6 v v
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Method 3 — Process Bonus By Individual

Example of Process Bonus Option 2
Allowable combinations for processing multiple bonuses within the same process run.

Bonus Parameter Grcnupl

Retrieve Bonus Factor from EMS ?

Individual Il_lpdate Bonus Factor
|

Update Bonus Factor to EMS 7 |:

— Variable Bonus Code Setting
Wariable Bonus 1| INC-BONU | - Variable Bonus 2| | = Ex
- Ermployee Name Hours/ \"‘ariahl; -
BO0L BADRUL ALI | 0.00 | 1.5IIII:IIIIGCI| 1500 | G.le.'.'ll
CO001-R CARMEN CHEAH | .::._{:.{:.I| 0.000000 |I . 0.00 | D.{:-{:ll
00005 DAMSON TEE | .::._{:.{:.I| 3.000000 |I 0. 00| | 0.00 | D.{:-{:ll
DOOE-M DOMKEY TEE | 0.00 I| 2.000000 |I 0. 00 | 2000 | G.le.'.'ll
I |

Bonus Factor +
Variable Bonus 1

Please be reminded to
click this button after
completing data input

-

| GENERATE RECORD

CLEAR RECORD

Total count: 4 record(s) E ¥ | Pau_:pe of 1 ¥ | m
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Method 3 — Process Bonus By Individual

Example of Process Bonus Option 5
Allowable combinations for processing multiple bonuses within the same process run.

Bonus Parameter

EroL

1

|
Individual IUpdate Bonus Factor

r— Wariable Bonus Code Setting

Retrieve Bonus Factor from EMS ?

Update Bonus Factor to EMS 2

Variable Bonus 1| INC-BONU | [ Variable Bonus 2 | | L =H3
Emp Mo Employeas Mame """'5{ B‘"""sl Bonus F. Fizx Amount ‘m': I v“'ia."'; -
2001 BADRUL ALT | CI.CICIH CI.DDDDCI{IH lClClClCl” 2500 | CI.CICI|
I
COoo01-R CARMEM CHEAH | Q. 0D ||| CI.DDDDG'{i ||| Q.00 ||| Q.00 | D.El{:ll
D000S DAMNSOMN TEE | Q. 0D ||| 0. 00000 ||| 5000 ||| 1000 | CI.CICI|
DOO&-M DOMKEY TEE | Q. QD ||| 0. 000004 ||| 4S50 ||| .00 | Q.0 |

Please be reminded to
click this button after
completing data input

Fix Amount +
Variable Bonus 1

-

CLEAR RECORD

| SGENERATE RECORD
L

I Total count: 4 record(s) m: | | Pa.ge of 1| | m
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Method 3 — Process Bonus By Individual

Bonus Factor” and “Fix Amount” cannot be used in the same process.

For example:
If Bonus Factor has a value other than 0, you are not allowed to input anything in the Fix Amount column.
Similarly, if you input a value in the Fix Amount column, the Bonus Factor must be set to 0.

If this condition is not met, the system will display the following error message:

Bonus Parameter  Group  Individual Update Bonus Factor
Retrieve Bonus Factor from EMS ? E Update Bonus Factor to EMS ? E
—WVariable Bonus Code Setting
Variable Bonus 1 L Variable Bonus 2 | | - H%
Emp No Employee Name Hours/Days Worked Bonus Factor Fix ble Bonus 1 Variable Bonus 2

2001 AGNES NG | 0.0 2| | 0| 0.00] | 0.00| i

| |

" |
BOO1 BADRUL ALI 0.00 0.00

\— Warning x | | | m
cs001 CASSIE 0.00| | 0.00| 1]
A Either Bonus Factor or Fixed Amount are not zero.

D000S DANSON TEE 0.00]| | 0.00| i
DO06-N DONKEY TEE 0.00] | 0.00| i
F000S FARALIZA AHMAD oK 0.00] | 0.00| i
FW0001 BELINDA CLAIRE e —— - ] 0.00] | 0.00| i
1001 JOEE LIM | 0.00| {:.000000| | 0.00| | 0.00| | 0.00| 1]
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Method 3 — Process Bonus By Individual

If employees’ bonus factors are already entered in ‘Payroll - EMS — Pay Iltem — Bonus
Factor’ and you want to retrieve them, follow these steps. Otherwise, skip this step.

a. Select ‘Retrieve Bonus Factor from
EMS’ checkbox.

b. Next, click ‘GENERATE RECORD'.
System will generate the employee
list with bonus factor from EMS.

E-Fayroll  Statutory Requirement | Allowances/Deductions Stop P&
][] sve | oancer |
Employee ID / Name ‘ DO06-N [DONKEY TEE]

Pay Group,/Type Setting

Fay Group | 5TD |

Pay Type * | SN-Mthly Rated-SubjOT [SN]

Mid Mth Pay [ ] semi-Month?

Mid mth deduct EPF? | no ~ |
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Bonus Parameter  Group Individual  Update Bonus Factor

r— Variable Bonus Code Setting

Varizhle Bonus 1|:| B3

Retrieve Bonus Factor from EMS ? Update Bonus Factor to EMS ? :
T ax

=>>> Mo Data

a. Select the checkbox J]

b. Click to generate
the employee list

| GENERATE RECORD !l CLEAR RECORD |
E

Total count: O record(s) l : =
—

ags[ v ool JCT)
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Method 3 — Process Bonus By Individual | Bonus Factor

An example of processing bonus by ‘Bonus Factor’'.

Cut-off as at 12-2024.
Bonus Method and Cut Off Bonus (Mth/Period)

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 | Exclude NPL

If you are using the ‘Bonus Factor’ method,

complete the data input in the ‘Individual’ tab, then

set up the above required details in the ‘Bonus
Parameter’ before clicking the 'Process' button.
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Bonus Parameter  Group  Individual
Bonus Code: BOMU

Bonus Method By Calendar

Cut Off Bonus 12| 2024

{Mth/Period)

Update Bonus Factor

Bonus Report Order
By
hd COMPANY+DEPARTMEN v

Bonus Factor

default Bonus Factor From Update
Employee if '0" bonus factor entered

Bonus Payment by Mew Base Salary

Bonus Amount

Pay Cycle Bonus Period

Bonus Calculation By Calendar Days

Process Batch Group: DEFAULT
Leave Exclusion
Days

Exclude NPL ==
|_ Exclude Sick Leave =
|_ Exclude Annual Leave =
|_ Exclude Absent Leave =
|_ Exclude Hospitalization Leave ==

STOP

CLEAR RECORD

“ | Rounding Formula

Exclude Bonus Condition

|_ Exclude unconfirmed staff ?

[:I Exclude

Employee Hired j
After

|: Exclude

Employee j
Resigned After

[_ Exclude

Zero Bonus
Amount

TRIAL RUN | PROCESS
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Method 3 — Process Bonus By Individual | Fixed Amount

An example of processing bonus by ‘Fixed Amount’.

Bonus Method :
By Calendar

Cut Off Bonus:
12-2024

Bonus Factor and Bonus Amount:
Leave empty

Bonus Payment By:
Fixed Amount

Pay Cycle:
Bonus-Period

Bonus Calculation By:
None

If you are using the ‘Fixed Amount’ method, complete
the data input in the ‘Individual’ tab, then set up the
required details in the ‘Bonus Parameter’ before
clicking the 'Process' button.
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Bonus Parameter

Group  Individual

Update Bonus Factor

Bonus Code:

Bonus Method

Cut Off Bonus
(Mth/Period)

Bonus Factor

|BONU

Bonus Report Order

L 2

| By Calendar

V| | COMPANY+DEPARTMEN

| default Bonus Factor From Update

Bonus Payment by

Fixed Amount

jﬂloyee if '0" bonus factor entered

W

Bonus Amount

0

Pay Cycle | Bonus Period b | Rounding Fermula
Benus Calculation By | Mone A | | v
Process Batch Group: ‘ DEFAULT W ‘

Exclude Bonus Condition

|_ Exclude unconfirmed staff ?

D Exclude

Employee Hired | [

After

|_ Exclude

Employee j

Resigned After

D Exclude

Zero Bonus

Amount

STOP CLEAR RECORD TRIAL RUN I PROCESS
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Method 3 — Process Bonus By Individual

Once bonus processing is completed, a
message will appear at the bottom left:
“Processing finished!”.

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 this process.

Bonus Parameter Group  Individual  Update Bonus Factor
Bonus Code: | BOMU | UL A e
By
Bonus Method | By Calendar hd | | COMPANY+DEPARTMEN

Cut Off Bonus
(Mth/Period)

Bonus Factor ‘

Bonus Payment by

| Mew Base Salary

v

Bonus Amount

default Bonus Factor From Update
Employee if '0' bonus factor entered

Pay Cycle | Bonus Period v | Rounding Formula
Bonus Calculation By | Calendar Days v | | v
Process Batch Group: ‘ DEFAULT W ‘
Exclude Bonus Condition
Leave Exclusion [: Exclude unconfirmed staff ?
LEE D Exclude
oxcuse . L ]| lwoverres 18
[: Exclude Sick Leave >:I:| After
[: Exclude
[: Exclude Annual Leave >=|:|
Employee j
[: Exclude Absent Leave }:I:l Resigned After
Exclude
[: Exclude Hospitalization Leave }zl:l D
Zero Bonus
Amount
STOP | CLEAR RECORD | TRIAL RUN PROCESS

Processing finished! I
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Method 3 — Process Bonus By Individual

Here is an example of a bonus report with “Variable Bonus 1” after the processing of bonuses

has been completed.

@ EMS Employment BasePage Features - Google Chrome

@ localhost/TimeSolution/ePayroll/Reports/ProcessReport.aspx

R

TEST IMPORT SDN BHD

BONUS RUN FOR 01/01/2024 To 31/12/2024 H
PAY BONUS BASED ON New Base Salary T
BONUS PAYMENT METHOD By Calendar
BONUS CODE BONU
BONUS FACTOR
CUT-OFF DAY 0
QUERY ALL

- . Service Working .
EmpNo Name Type Base Wage Factor Hired Date  Term Date Mth/Days Hrs/Days BONU INC-BONU
TEST IMPORT SDN BHD L
(ADM) ADMIN
A001 AGNES NG SN 2.500.00 2 11/03/2021 366 0.00 5.000.00 5.000.00
FWio001 BELINDA CLAIRE SN 10.000.00 2 21/12/2023 366 Q.00 20,000.00 5.000.00
FOO03 FARAIIZA AHMAD SN 3.400.00 2 18/10/2023 366 000 6.800.00 3.000.00
JOoO1 JOEE LIM SN 5.049.00 2 08/03/2023 366 000 10.098.00 5.000.00
Ws001 WAT SAN SN 2.900.00 2 09/03/2022 366 000 5.800.00 3.000.00

Department Total: 47.698.00 25.000.00 N
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Method 3 — Process Bonus By Individual

e Here is an example of a bonus record processed in ‘Bonus’ cycle.

m o & m SAVE | CANCEL | Total record count: 14 RECALCULATE | PRORATE | BANK
Employee's Information Salary Information Payroll Information
Emp No / Name |Y0001 [YOYQ TEH] | v | B EPF Basic Salary | 2,335.uu|
Department |NONE | Hired Date | 17/05/2024 | S0CS0 Daily Rate | ?5.32| Eu‘f‘:e / Cycle
Age [ DP Child | 53 || | Termination Date | | EIS Hourly Rate | 12.25|
Paid | MOMTHLY | Last Payment Date | | TAX Cat Pay Group / Type | 5TD| | 2-5N| Change Basic
CODE DESCRIPTION EIS s0C EPF PCB FREQUENCY  UNIT RATE AMOUNT
fow @ sows - v o [ | oo W |-
INC-BONU <] INCENTIVE BONUS F F T T I:| | 5,000.00| fm
<] MONTHLY INCOME TAX DEDUCTION F F F F |:| | 0.00| i
-
EIS Contribution SOCSO Contribution HRD & EPF VOL Contribution EPF Contribution Total Wages
EIS EE Socso EE EPF Vol EE EPF EE Total Deduction | 0.00]
Nett Wage | 6,999.90 |
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Method 4 — Import Bonus from CSV / Excel Format

If you already know the exact bonus amounts for each employee, instead of entering them manually
into the system, you have the option to upload those amounts in bulk. This can be done by preparing a

file in Excel and importing it into the system via the ‘DYNAMIC PAYROLL IMPORT' function.

Import File Requirements:

- The import filename cannot contain special characters,
except for' "and '-'. Additionally, only one dot is allowed.
B The 'Amount' column should only contain numeric values.
BER The ‘Amount’ column should be 2 decimal points only.
B Data must be placed on the worksheet named 'Sheet1'.
B Imported data must start from ‘Row 2.

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.
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A B G

|[EvF 1650w

2 B0OO1 10000

3 DO0005 3500.5

4 ' D0O06-N 435975

4]

6

Fi

¢ > Sheet1 +

F N
Import 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 the bonus data, follow the steps below.

a Navigate to ‘Payroll — Setup — Ultility’.

TIMES

SOFTWARE

Dashboard

@ Default (

Birth Date

Company Setup
Payroll Setup
Statutory Setup
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Utility \

a Select ‘Export/Import’.

TIMES

SOFTWARE

Initialize New Year
Transfer Emp Record

Compress Image File

Head Count Setup

Dashboard
Run Scheduler Tl
MName

DYMAMIC PAYROLL IMPOR]

1D SPORT

Export/Import

START
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Method 4 — Import Bonus from Excel Format

Click 'Choose File' button to select the Excel import file.
Next, check the 'Run' checkbox.
Click 'START.'

Initialize New Year Run  Scheduler Template = Mapping Global = Employee

Transfer Emp Record Hame File Name
_ DYNAMIC PAYROLL IMPORT Choose File | [IDYNAMIC ... IMPORT.xls
Compress Image File ——
Head Count Setup
START | G0 TC PROCESS PAYROLL | CLEAR IMPORT TABLE
Export/Import

Global Change

Report Footer Message
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Method 4 — Import Bonus from Excel Format

Important Note:

Ensure that the filename for Excel imports does not contain special characters, except for ' ' and '-'.
Additionally, the filename should include only one dot ('.’).

Failure to follow these guidelines will result in the system displaying an error message, as shown below.

Initialize New Year
Transfer Emp Record
Compress Image File
Head Count Setup
Export/Import
Global Change

Report Footer Message

Run  Scheduler Template @ Mapping = Global = Employee
MName File Name Run
DYNAMIC PAYROLL IMPORT Nao file chosen
START GO TO PROCESS PAYROLL CLEAR IMPORT TAELE
Task Runner
Start Error ®

Document(s) uploaded

Q

Invalid file name.

Only accept Alpha-Numeric characters, Dash,Underscore and only 1 dot.
(DYNAMIC PAYROLL IMPORT.xlIs

OK

NO.

DOCUMENT NAME

PERIOD CYCLE

ROW COUNT

EMPLOYEE COUNT

DYNAMIC PAYROLL IMPORT_SUPPORT.xIsx

202312 E

3

3
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Method 4 — Import Bonus from Excel Format

Verify whether the 'Row Count' and 'Employee Count' match the expected data in the Excel file.
If everything is in order, proceed by clicking the 'Go to Process Payroll' button to move to the next

screen.

Initialize New Year
Transfer Emp Record
Compress Image File
Head Count Setup
Export/Import
Global Change

Report Footer Message

Run  Scheduler Template = Mapping @ Global  Employee

DYNAMIC PAYROLL IMPORT

| Choose File | No file chosen

<

START

| |
I GO TO PROCESS PAYROLL |I CLEAR IMPORT TABLE |

Process Complete

Inserting row:’
IMPORT_SUPPORT.
Inserting row:’
IMPORT_SUPPORT.
Inserting row:’
IMPORT_SUPPORT.

Data To Copy:1
Data Copier
Data Collected

SUPPORT ", 'P_HTRX', 'BONU', "18@ee’,'Beel’, '8’ ,null, 'SGD", "'DYNAMIC PAYROLL
x1sx",null, "ALLOWANCE' ,null,null,'282312", 'E’,null,null,

SUPPORT ", 'P_HTRX', 'BOMU', "35@8.5", 'DBa85",'8" ,null, "SGD", 'DYNAMIC PAYROLL
x1sx",null, "ALLOWANCE' ,null,null,'282312", 'E’,null,null,

SUPPORT', 'P_HTRX', 'BOWU', "4359.75", 'D@&s-N","8" ,null, "SGD", 'DYNAMIC PAYROLL
x1lsx’,null, "ALLOWANCE' ,null,null, '2e2312",'E",null,null,

Document(s) uploaded

NO.

DOCUMENT NAME PERIOD CYCLE ROW COUNT

EMPLOYEE COUNT

1 |DYNAMIC PAYROLL IMPORT_SUPPORT.xlsx 202312 E 3

3]
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Method 4 — Import Bonus from Excel Format

e Click ‘Check Sum’ to verify if the total amount matches the expected amount in the Excel file.

Initialize New Year
Transfer Emp Record
Compress Image File
Head Count Setup
Export/Import
Global Change

Report Footer Message

PROCESS | I | CHECK SUM |
i Check Sum
Batch Group DEFAULT A4 | Contribute|  Total Employee(s) count: 3
Period 202412 v Cycle
PAY CODE TOTAL AMOUNT

PROCESS STATUS ~ Query: ALL BONU 1786025

EXPORT DETAILS

TOTAL FREQUENCY
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Close

_ A B C D a
1 |[EMP_NO BONU
2 |B0OO1 10000
3 |D0005 3500.5
4 |D00B-N 4359.75
5
]
7
8 v
< > Sheet + ! <« o >
Average: 5953.416667 Count:-l I
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Method 4 — Import Bonus from Excel Format

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

Next, click 'Process’.

Initialize New Year | PROCESS | CHECK SUM
Transfer Emp Record
Batch Group | DEFAULT w | Contribute Community Fund? YES w Total Transfer Employee(s) : 3
Compress Image File
Period 202412 v oee B .l
Head Count Setup -
PROCESS STATUS Query : ALL M
Export/Import B
1
2
Global Change 3
4
5
Report Footer Message Period _
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Method 4 — Import Bonus from Excel Format

a Click ‘OK' to initiate the data import or click ‘Cancel’ to terminate the process.

PROCESS |

CHECK SUM |

Batch Group

Period

PROCESS STATUS

| DEFAULT

v

202412

Query : ALL

b

Contribute Community Fund?

Cycle

YES

v Total Transfer Employee(s) : 2
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Confirm

@

x

Are you sure to process period: 202412/B? QUERY:
ALL

OK Cancel
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Method 4 — Import Bonus from Excel Format

e After the data import is completed, the system will display the process status.

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 this process.

Once completed, you can verify the data in ‘Bonus Record’ to ensure everything is in order.

Initialize New Year
Transfer Emp Record
Compress Image File
Head Count Setup
Export/Import
Global Change

Report Footer Message

| | CHECK SUM |

Batch Group | DEFAULT v | Contribute Community Fund? YES

Period 202412 v Cycle B

PROCESS STATUS I Query : ALL

Employee Code[BB@1] - OK!
Employee Code[DO@B5] - OK!

Employee Code[DO@6-N] - OK!

Total Transfer Employee(s) : 0
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Method 4 — Import Bonus from Excel Format

e Navigate to ‘Payroll — Modify Record — Bonus Record'.
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TIMES

SOFTWARE

@ Default (

Birth Date

Timesoft Suj

Email

support@tin

Hotline

+603-93880

-
==

S

Dashboard

Company Setup
Payroll Setup
Statutory Setup

Utility

Process

Bonus Record
Special Record
Festival Advance
Transfer Payroll
AL Encash
Transfer Claim

Employee

Pay Items
E-Document
Change Password
Batch Delete

Pay Record

Bonus Record
Special Record\
Add. Emp PCB Relief

(TP1)
Emp BIK and VOLA (TP2)
Emp PCB History (TP3)
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Method 4 — Import Bonus from Excel

Format

@ Here is an example of a bonus record imported to ‘Bonus’ cycle.

m c & m SAVE | CANCEL | Total record count: 14 RECALCULATE | PRORATE | | BANK |
Employee's Information Salary Information Payroll Information
Emp No / Name |Y0001 [YOYQ TEH] | v | B EPF Basic Salary | 2,335.00| Period | 202412 V|
Department NONE Hired Date 17/05/2024 S0CS0 Daily Rate 75.32 Cydle [ Cycle
p | | | 105/ | Iy | | I i B E
Age [ DP Child | 53 || | Termination Date | | EIS Hourly Rate | 12.25| Trial Mode NO o
Paid | MOMTHLY | Last Payment Date | | TAX Cat Pay Group / Type | 5TD| | 2-5N| Change Basic
CODE DESCRIPTION EIS s0C EPF PCB FREQUENCY  UNIT RATE AMOUNT
R . | 2o7050]
INC-BONU I  ncenTIvE BONUS F F T T | 5,000.00| T
<] MOMNTHLY INCOME TAX DEDUCTION F F F F |:| | 0.00| i
-
EIS Contribution SOCSO Contribution HRD & EPF VOL Contribution EPF Contribution Total Wages

Nett Wage | 6,999.90 |
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Common Errors when
importing bonus
amounts into EPAYROLL
using Excel files
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Common Errors When Importing Bonus Amount

Error

—-.  Invalid file name.
[ Only accept Alpha-Numeric characters, Dash,Underscore and only 1 dot.
(CYNAMIC PAYROLL IMPORT.xls

OK

22 Process Complete

Task Runnsr
Start

Input string was not in a correct format. Couldn't store <$4,359.75>
in WALUE_EE Column. Expected type is Double.
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N
X

bonus
(2024) .xlsx

EMP_NO
BOO1

D00B-N

A

D0005 00

$4359.75

BONU
10000

( ) characters not allowed
The import filename contain
special characters other

than a dot, underscore and
hyphen

$ not allowed

The 'Amount' column

contain non-numeric values.
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Common Errors When Importing Bonus Amount

Process Complete

Running TCID:1 With ExternalTableMame:Sheetl

Data Retriever

Running PHHame:DYHNAMIC PAYROLL IMPORT With PLMame:DYWAMICEXCEL
IMPORT

Sheet does not exist: "Shestl” I
a Il it
Start

—

A
[EMP_NO
BOO1
D0005
D006-N

Zl Process Complete

Running TCID:1 With ExternalTableMame:Sheetl

Data Retriever

Running PHName:DYNAMIC PAYROLL IMPORT With PLName:DYNAMICEXCEL
IMPORT

G!]ec! PE!EPEHCE not set to an instance of an object.

Task Runnar
Start
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B
BONU
10000
3500.5

"$4359 75

A B
|ENMP'GODE" BoNU
B0OO1 10000
DO0005 3500.5
DO06-N "4359.75
< > Sheetl

The data must be placed
on the worksheet named
'‘Sheet1’'.

The header name for
Employee Code must be
‘EMP_NO’
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Common Errors When Importing Bonus Amount

Process Complete

Data Retriever

Running TCID:1 With ExternalTablelName:Sheetl

Running PHMame:DYNAMIC PAYROLL IMPORT With PLMName:DYMNAMICEXCEL IMPORT

Task Runner
Start

LColumn not found : BONUS2824
nstance of an object.

2024 @ Timesoft Malaysia | Year End Seminar

1
2
3
4
L,

A B
EMP_NOJ BONUS2024
T0001 Qonn

¢ > Sheet1

‘1.

The allowance code
defined in Column B
does not exist in Payroll
— Setup — Payroll
Setup —
Allowance/Deduction.

The allowance code
defined in Column B
does not exist in Payroll
— Setup — Utility —
Export/Import —
Template tab —
DYNAMIC PAYROLL
IMPORT template
setup.
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Lock Bonus Cycle
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Lock Bonus Cycle

It is recommended to lock the Bonus cycle once the Bonus payment is finalized to prevent
unintentional re-processing.

This recommendation applies only when the Bonus is processed separately from regular
payroll (not combined with the Mid/End cycle).

You can disregard this step if the Bonus is combined with the Mid/End pay cycle.
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Lock Bonus Cycle

To lock a cycle, follow these steps:

a Navigate to ‘Payroll — Query' —Lock Period’.

TIMES

SOFTWARE

-
ol
Dashboard
4

Company Setup
Payroll Setup
Statutory Setup

Employee
Pay Items

E-Document

Change Period
Lock Period
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Company Sek&

© ciick ‘Lock Period by Employee' tab.

SAVE |

Lock Period by Company I Lock Period by Employee I

CANCEL |

Type here to search

y y
] < EMPNO £ EMPNAME

£ DEPARTMENT
D BOO1 BADRUL ALI NONE
D Dooas DANSON TEE NOMNE
D Doo&e-N DOMNKEY TEE NOMNE
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Lock Bonus Cycle

Choose the cycle you want to lock from the 0 Select all employees by clicking the
'Processed Cycle' dropdown. checkbox and click ‘Save'.

Lock Period by Company  Lock Period by Emplayee Lock Period by Company  Lock Period by Employee

SAVE | CAMCEL | Type here to search SAVE | I CAMCEL | Type here to search
! | |
| | Pocsesoe | [ v Processed Cydle

E
5 i

] =2 E.E'_AME £ DEPARTMENT 2 eMPNO £ EMP NAME £ DEPARTMENT
1

] BOO| 2 ALT NOMNE x BADRUL ALI NOME
z

) Dod| 4 TEE NONE Doo0S DANSON TEE MONE
5

] DO06-N | DONKEY TEE NONE DO06-N DONKEY TEE NONE
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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.
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o —

@ EMS Employment BasePage Features - Google Chrome —

®

localhost/TimeSolution/ePayroll/Payroll/processtats.aspx

O

Status Message

AQ01 - Skipped (LOCKED)

B0O1 - Skipped [LOCKED)

FW0001 - Skipped (LOCKED)

CS001 - Skipped (LOCKED)

D0005 - Skipped (LOCKED)

DO06-N - Skipped (LOCKED)

FO005 - Skipped (LOCKED)

Locked records

1001 - Skipped {LOCKED)

K0001 - Skipped (LOCKED)

are skipped

Employee Code[K0010] - Skipped

LINKOO1 - Skipped (LOCKED)

LINK0O2 - Skipped (LOCKED)

RO001 - Skipped (LOCKED)

5001 - Skipped [LOCKED)

SH0004 - Skipped (LOCKED)

Employee Code[U34104] - Skipped

T0001 - Skipped (LOCKED)

T002 - Skipped (LOCKED)

T001 - Skipped (LOCKED)

Processed:0 record(s)
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Year End Stat




Year End Statutory Forms | Employer’s Responsibility

On or before 28 February 2025

Distribute the following completed forms to employees:

Remuneration Statement:

= EAForm

» Section F Tax Exempt Appendix
(EA Supplementary - Optional)

Tax Payment Statement:
= Slip Jawapan [PCB2(ll)]

2024 @ Timesoft Malaysia | Year End Seminar
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Year End Statutory Forms | Employer’s Responsibility

Furnish to LHDN (IRBM): 31st March 2025

= FormE Grace Period: 1 month (via e-Filing)

= C.P.8D / Data Praisi (Prefill
C.P.8D / Data Praisi (Prefill) Note for e-Data Praisi (Prefill) submission:

(Form E is a declaration report submitted by every B Weligere thie i 1lle oy 29 (Rl ey 202,

employer to inform the Inland Revenue Board (IRB) | Employers who have submitted information via e-

about the number of employees and the list of Data Praisi (Prefill) before the deadline are no
employee income details) longer required to complete and furnish C.P.8D.
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Year End Statutory Forms | Data Praisi (Prefill)

What is Data Praisi (Prefill) ?

The e-Data Praisi (Prefill) is a feature from the LHDN to simplify income tax filing for
employees.

Purpose:
It allows employers to upload employees' income details directly to the LHDN e-Filing system.

Benefits:

O Employees' income details are automatically populated in their tax return forms (e.g., e-
BE, e-B, e-BT, e-M, or e-MT).

O Employee shall verify and amend the prefilled particulars, if necessary.
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Topics on Year End Statutory Forms

1 Setup Tax Line (EA No.) for
Allowance/Deduction Code

2 Important Indicators in EMS
3  Link Employee
4 Import Benefits in Kind

5  Benefits In Kind Data Entry
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10

Benefits In Kind Checking

Section [F]

EA Form

Slip Jawapan - PCB2(ll)

Form E / C.P.8D
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Year End Statutory Forms | To-Do List

Relevant Setups and Reports

Forms Generation (External)

1.

N o o bk 0D

Setup Tax Line (EA No.) for
Allowance/Deduction Code

Important Indicators in EMS

Link Employee

(Optional) Import Benefits in Kind
(Optional) Benefits In Kind Data Entry
(Optional) Benefits In Kind Checking
(Optional) Section (F) Checking Report

8. Section [F] Appendix

9. EAForm

10. Slip Jawapan - PCB2(lI)
11. Form E/ C.P.8D
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Year End Statutory Forms

Important Note:
0 Please be reminded to log in to the period 202412

O 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.

Frequently Asked Question

Question: Can | print 2024 Year-End forms after initialize New Year to 2025?

Answer: Yes, you can print at any time.
Please log in to period 202412 to generate the forms.

Database restoration is not required when accessing previous years’ data.
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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 2024. This ensures that amounts are reflected accurately in
employees' EA forms and Form E.

For taxable allowances/deductions that need reporting in the EA Form 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 2024.
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Set Up Tax Line (EA No.) | Mapping Procedures

c Log in to EPAYROLL for the period e Navigate to ‘Payroll — Setup — Payroll Setup’
'202412’.
Login to TimeSolution TIMES
SOFTWARE
ALL Dashboard
User ID
Password @ Default (
Company IMPORTDL Company Setup
Payroll Setup
Lrowd  [wefievev] | it Date | S s
By logging in, you are agree to comply with the
Acceptable Use Policy (AUP)
First time login / forgot password
Account will be locked after 5 times of incorrect login

2024 @ Timesoft Malaysia | Year End Seminar
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Set Up Tax Line (EA No.) | Mapping Procedures

e In Allowance/Deduction, you need to check if the ‘EA NO’ for allowance/deduction codes are assigned
appropriately. Please review and, if necessary, amend the 'EA NO'.

Allowance/Deduction

Allowance / Deduction

Leave Deduction
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Bank Master ADD NEW | Type to search here ) o Total Recor :55 Coung 19 SAVE |
Code Setup CODE DESCRIPTION rﬁg PF VOL SOCSO EIS PCB ‘T:‘,i.? HRD ACTIVE?
Cost Centre Allocation = {111} SANLP ANNUAL LEAVE PAY 1 T T T T T T
Employer Bank Setup =] i} &MPL NO PAY LEAVE 1 T T T T T T
=] i1} @$PCE_ER PCB ( PAID BY EMPLOYER ) 5}
Formula Setup
= iii) ACTING ACTING ALLLOWANCE 3 T T T T
IBG Routing Code Setup =] i} ADDTAX ADDITIONAL TAX =11 ~
Pay Group Setup = i} ADVANCE ADVANCE 4] “0” represents
Pay Group Weekly =] i} ANLP-GW ANMUAL LEAVE PAY MINUS GROSS 0 ‘Not Taxable’ T
= i1} BACK BACK PAY OF BASIC 1 T T T T T T
Work Code Setup = | i BAOT BACK PAY OF OVERTIME 1 T T T T
= i} BONU BONUS 2 T T T T
= iii) CAR CAR ALLOWANCE 3 T T T T T
=] i} CP38 PREVIOUS YEAR TAX DEDUCTION 5}
=] i} CP39 MANUAL INCOME TAX DEDUCTION 1}
=] i} GROOM GROOMING ALLOWANCE E
=] i} INC-BONU INCENTIVE BONUS 2 T T T T
= | i LOAN STAFF LOAN o
= | {111} PCE MONTHLY INCOME TAX DEDUCTION s}
—
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Set Up Tax Line (EA No.) | Mapping Procedures

Important Note:

For Allowance/Deduction
codes used in the 2024 payroll
process and intended for
inclusion in Form EA/Form E,
please ensure that the 'EA
No.’ field is not mapped as
'‘Not Taxable’.

If a code is not required for
Form EA/Form E, specify the
'EA No."' as 'Not Taxable.'
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| : Is Deduction I EA No.

| Mot Taxahle

v||

Allowance f Deduction Leave Deduction
SAVE & VIEW LIST | CAMCEL |
Code | BANLP
Description |.-'-1N MUAL LEAVE PAY
CP21/CP224 | Gross Salary, Wages, Leave, OT [1]

GL Default Identifer
Payslip Group Code

Unit

Bahasa Malaysia Description

> |

| MOMNE

> |

[ ] Disable alert message for Deductions in

Process Payroll for Resigned Employee

Tax Exempt Code
GRP Formula
Grosswage

Back Pay Allowance

I

| Base Pay/26 [03]

> |

| 5TD - GROSS5 WAGE NOT & |

¥ |

[ ]=is Bonus EPF

voL

[ ]==szakar [ ] BAITULMAL SARAWAK

SOCSO
[Jor

EIS

[ Jro

PCB
[ Jnee

ADD PAY(YT)
[ ]cre

(] ADD PaY EPF(KT)

[ ] NON-PAYROLL ITEM

[ I HrRD
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Set Up Tax Line (EA No.) | Mapping Procedures

e To amend the ‘EA No.’, select from the ‘EA No.’ dropdown.

Allowance/Deduction
Bank Master

Code Setup

Cost Centre Allocation
Employer Bank Setup
Formula Setup

IBG Routing Code Setup
Pay Group Setup

Pay Group Weekly

Work Code Setup

Allowance / Deduction Leave Deduction

SAVE & VIEW LIST | CANCEL |
Code |&ANLP | E Is Deduction I EA No.
Description | ANNUAL LEAVE PAY | Tax Exempt Code
CP21/CP22A | Gross Salary, Wages, Leave, OT [1] v | GRP Formula
GL Default Identifer | | Grosswage

Payslip Group Code | | Back Pay allowance

Unit | none v

Bahasa Malaysiz Description |

[_] Disable alert message for Deductions in Process
Payroll for Resigned Employes

Mot Taxable

Gross Salary, Wages, Leave, OT [1]
Fees, Director Fees, Comm, Bonus [2]
Tips, Perquisites, Allow, Rewards [3]
Tax By Employer [4]

Value of Car, Petraol [5]

Value of Driver [6]

Electricity, Water, Phone, Others [7]
Semi-furnished [8]

Fully-furnished [3]

Furniture, Fittings [10]

Kitchen Equipment [11]
Entertainment, Recreation [12]
Househeld Servant, Gardener [14]
Leave Passage [15]

Others (Food, Garment) [18]

Value of Living Accommodation [17]

—
Gross Salary, Wages, Leave, { v I
e

Refund from Provident/Pension [18]

[ ] s Bonus EPF VoL S0CSO EIS PCB ADD PAY(YT)
[ J=szakar [ ]eamuimaLsarawak [ Jor (Jro [ Jwer  [Jcre

Compensation [19]
rPﬂnsion [20] i

(] NON-PAYROLL ITEM

Mote:

**1s Bonus - Tick the check box to exclude the allowance from EPF Wages when determining the Employer EPF Rate of 12% or 13%.

(As per EPF conditions, Bonus should be excluded.)
***|5 ZAKAT - Tick the check box if the code is a Zakat Deduction code.
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Set Up Tax Line (EA No.) | Tips

Tips:

We recommend using the Payroll — Reports —
Payroll Report — "Pay History Report" to cross-
check the codes used.

Print the report with the following selection:
U Period = 202401 to 202412

O Pay Cycle = Full Month
d Print By = All

PAY HISTORY REPORT
Allowance/Deduction
Generate Report Type
NPL/Shift/CT/RESTDAY
xport (_) Export (_) Exce (_) Excel Format
E OE () Excel () Excel F
I Pay History I PDF Excel Format (Summary)
¥TD Detail Report Erom - To
Payrall Report
Period From 202401 W Period To
Payslip
Employee From A001 [AGNES NG] v| & Employee To
Pivot Table Report Department From ADMIN [ADM] v Department To
Income Tax Run Cost Centre From | ANGKASA NKF [ANGKASANKF] v Cost Centre To
Employee PCB Reports
Pay Cycle Print By
Payroll Report (New) Full Month (O Employee Sort By:
End Month Week EMPLOYEE NO h
Mid Month 1 (") Whole Company
Special Period s @ Al
Do R 2 By Department (Detailed-Excel Format) () Department
By Cost Centre (Detailed-Excel Format) O Cost Centre

ALL
PAY HISTORY BY COMPANY Fron

Query by Company
ALL(ALL)

EA#

202412 v BASIC SALARY 1
NPL DAY-C 1

Y0001 [YOYO TEH] v BONUS 3
CAR ALLOWANCE 0
STAFF LOAN ]

NONE [NOME] b MANUAL INCOME TAX DEDUCTlOl 0

GROSS WAGES

Excel Format Summary EIS WAGE

EFF WAGE

S0OCS0 WAGE

2nd Group By | CATEGORY EMPLOYEE El&

EMPFLOYEE EPF

EMPLOYEE SOCS0

NETT WAGES

SUPPORT [SUPP] v

1st Group By DEPARTMENT

3rd Group By | EMPLOYEE NO
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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 2024, 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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(CP.8A -Pin. 2017) MALAYSIA
INCOME TAX Empiloyee’s Income Tax No
Sernal No STATEMENT OF REMUNERATION FROM EMPLOYMENT

Empiloyer's No. E FOR THE YEAR ENDED 31 DECEMBER
THIS FORM EA MUST BE PREPARED AND PROVIDED TO THE EMPLOYEE FOR INCOME TAX PURPOSE

LHDNM Branch

PARTICULARS OF EMPLOYEE
1 Full Name of EmployeerPenssoner (Mr /Miss/Madam)
2 Job Designation
4 New I1.C. No
6. EPF No
8 Number Of Children
Qualified For Tax Rebef

Staff No /Payroll No.

Passport No

SOCSO No.

i the penod of empiloyment is less than a year, please state:
(a) Date of commencement

(b) Date of cessation

N0 w

EMPLOYMENT INCOME,. BENEFITS AND LIVING ACCOMMODATION

(Exchuding Tax Exempt Allowances Perquisites/Gifts/Benefits) RM
1. (a) Gross salary, wages or leave pay (Including overtime pay) 1
2
I (c) Gross tips, perquisites, awards/rewards or other allowances (Details of payment 3 I
(@) Empioyee Share Option Scheme (ESOS) benefit 26
(f) Gratuity for the period from to 27
2. Detaills of arrears and others for preceding years paid in the curment year
Type of income (@) 2
®) 23 |
3. Benefits in kind { Specify ) 5to 16
4. Value of kving accommaodation provided (Address ) 17
5. Refund from unapproved ProvidentUPension Fund 18
6. Compensation for loss of employment 19
PENSION AND OTHERS
1. Pension 20
2. Annuities or other Perodical Payments 21
TOTAL
n TOTAL DEDUCTION 99
1. Monthly Tax Deductions (MTD) remitted to LHDNM
2. CP 38 Deductions
3. Zakat paid via salary deducton
4. Total claim for deduction by empioyee via Form TP1 in respect of
(a) Relief RM
(b) Zakat other than that paid via monthly salary deduction RM
5. Total quakfying chilkd relief
B conriBUTIONS PAID BY EMPLOYEE TO APPROVED PROVIDENT/PENSION FUND AND SOCSO
1. Name of Provident Fund
Amount of compulsory contribution paid (state the employee’s share of contribution only) RM
2. SOCSO: Amount of compulsory contribution paid (state the employee’s share of contribution only) RM
Al o7AL TAX EXEMPT ALLOWANCES / PERQUISITES / GIFTS / BENEFITS RM 25
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2. Important
Indicators in
EMS
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Important Indicators in EMS

There are four (4) important indicators in ‘Payroll — EMS’ that you must review before generating
Form E/C.P.8D, as they will impact the results in the form.

No Field Name Location

1 E-Form CP8D Column H-Tax Payroll - EMS — Pay Iltems — Statutory Requirement —
borne by employer Indicator PCB / Income Tax Info

2 CP8D Employee Status Payroll - EMS — Pay ltems — Statutory Requirement —
PCB / Income Tax Info

3 Exclude from Form E/ C.P.8D Payroll - EMS — Pay Items — Statutory Requirement —
PCB / Income Tax Info

4 Resignation Reason Payroll - EMS — Employee — EXxit Records
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1. E-Form CP8D Column H -
Tax borne by employer Indicator
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E-Form CP8D Column H-Tax borne by employer Indicator

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.

To accommodate this requirement, follow the steps below:

c Navigate to ‘Payroll - EMS — Pay ltems’.

s 3 ¢

Payroll  Dashboard

@ Default {:
Company Setup
Payroll Setup
Birth Date Statutory Setup

Utility

Employee

Pay Items
E—Dncumer‘&
Change Password
Batch Delete
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E-Form CP8D Column H-Tax borne by employer Indicator

e Locate the field ‘E-Form CP8D Column H- Tax borne by employer Indicator’ in ‘Statutory
Requirement — PCB / Income Tax Info’ tab.

e Choose ‘YES' if employee’s PCB is borne by the company. The default setting is “NO”.

E—F'aymll Statutory Requirement Illowancesteducﬁnns Stop Payment

md m SAVE | CANCEL | Company Select - ALL Qué
——

Employee ID / Name
Y0001 [YOYO TEH] | v | @ Pay Group  5TD H

Statutory Type

O EPF / SOCSO / Union / EI% @ PCB / Income Tax Info I:) Registered ID / Bank / Other ACC O Foreigner Info

PCE Setting Income Tax Information Dependent Children

The number of children eligible(factor): 0.00 I_j
Income Tax Status | RESIDEMNT v
Non R;s;:ﬂent tax End Period I:I E-Form CP8D Column H - Tax borne | nO v
il by employer Indicator S —

YES E

Returning Expert End Period |:| CP8D Employee Status t
(YYYYMM)

Exclude from Form E / C.P.BD NO ~

Tax Marital Status | SINGLE v | = |

Note:
There is no calculation associated with this indicator.
It is only used to mark the affected employee as “1” or “2” in Column H of C.P.8D.
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E-Form CP8D Column H-Tax borne by employer Indicator

0 When generating C.P.8D,
the system populates the
results in 'Column H' based

Set up for the Employee The results generated in
C.P.8D, ColumnH

E-Form CP8D Column F - Tax vES - 1
on the Setup in ‘EMS’. borne by employer Indicator
E-Form CPED Column F - Tax NO - 2
borne by employer Indicator
A B C D E F G H
Bil Nama Pekerja No. No. Kategori | Status Tarikh Cuka
Pengenalan Pengenalan/ | Pekerja | Pekerja | Per=saraan/ | Ditanggung
Cukai (TIN) Pasport Tamat Oleh Majikan |
Kontrak |(isikan 1 atau
1=%a
2 = Tidak
1 |DAISY AU YONG 3 2 19-11-2036 1
Segment of )
2 |FELICIA CHIN 1 2 16-11-2050 2

the Form E |
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2. CP8D Employee Status
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CP8D Employee Status

The status set here will be
reflected in Column F of C.P.8D.
Always select the employee's
latest status as of 31/12/2024.
The default setting is “Status 2”.

Note:

Management of the
organization are referred to
company directors, co-operative
society’s board members,
association's controlling
members and partners of limited
liability partnership.
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E-Payroll ~ Statutory Reguirement

Allowances/Deductions

Stop Payment

RO ..
&

CANCEL

Company Select - ALL Query Select - ALL

Employee ID / Name

‘ BOO1 [BADRUL ALT]

Head Count - 22

. ’Group STD

@tutory Type

(O EPF /SOCSO / Union / EIY} @ PCB / Income Tax Info

PCB Setting Income Tax Information

() Registered ID / Bank / Other ACC () Foreigner Info

Dependent Children

The number of children eligible(factor): 9.00 _]

Income Tax Status | RESIDENT v |
MNon Resident tax End Period I:l E-Form CP8D Column F - Tax
(YYYYMM) borne by employer Indicator
Returning Expert End Period I:l CP8D Employee Status Status 2: Permanent v
YYYYMM)
Exclud| Status 1: Management of the organization

Tax Marital Status | SINGLE v/
Disabled Individual NO ' LD NO v Status 3: Conftract

Spouse

Status 4: Part time

Income Tax

Income Tax No. |IG543212345-01(0) Branch. Status 5: Interns

Employer Income Tax No. E87654123-01 (TE v

Status 6: Others
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CP8D Employee Status

2.  Employee Status
Status 1 - Management of the organization
Status 2 : Permanent
Status 3 : Contract
Status 4 : Part time
Status 5 : Intemns
Status 6 : Others
Management of the organization are referred to company directers, cooperative society’s board members, association's controlling members and partners of limited liability partnership.
3. Including benefits in kind, value of living accommedation benefit provided and gross remuneration in arrears in respect of preceding years
4. Amount of zakat OTHER THAN that paid via monthly salary deduction
5. The column is COMPULSARY to be completed :
I. Column B — Name of employee Segment Of
ii. Column D — Identification / passport no.
iii. Column E — Category of employee the Form E
iv. Column F — Employee Status
v. Column G - Date of Retirement / End of Contract
vi. Column H — Tax borne by employer
6. If the employee does not have an ldentification No., this column must be filled with the number 000000000000 (12 digits)
A B C D E F G H I J K L M N 0 P Q R 5 T u v W
Ho.| Mame of Tax Identification /|Category of Employee Date of Tax borne Qualifying Total gross Benefits | Value of living | Employes | Tax exempt Total claim for Contribution Zakat Total tax Medical SOCSO
employee [ldentification | passport no. |employee '| Status  Retirement ! | by employer child relief remuneration 2 in kind |accommaodation share allowances / deduction by to Employees | paid via deduction insurance | contiribution
No. (TIN) End of option perquisites / [employee via Form| Provident salary paid via [paid via salary)
Contract scheme gif’ts_l’ TP1 Fund deduction salar}( deduction
(Enter 1 or 2) gfesngfsi: benefits deduction
1=Yes c:;::l'rj:n :;:;::1"
2=No Relief | Zakat?® MTD | CP38
(RM) (RM) (RM) (R} (RM) (RM) (RM) (RM) (RM) (RM) (RM]) (RM) (RM) (RM)

2024 @ Timesoft Malaysia | Year End Seminar

198



3. Exclude from Form E / C.P.8D
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Exclude from Form E / C.P.8D

The purpose of this indicator is to specify whether to exclude the employee from Form E/C.P.8D.
The default setting is “NO”.

[ S@tutory Type

() EPF / SOCSO / Union / E (@) PCB / Income Tax Info | () Registered ID / Bank / Other ACC () Foreigner Info
PCB Setting Income Tax Information Dependent Children

The number of children eligible(factor): 9.00 ,;
Income Tax Status RESIDENT ~
MNon Resident tax End Period E-Form CP8D Column F - Tax YES -
rYYYMM) borne by employer Indicator
Returning Expert End Period CP8D Employee Status Status 2: Permanent]
YYYYMM)

Exclude from Form E / C.P.8D MO ~
Tax Marital Status SINGLE ~
Disabled Individual o » DlEEEled NO -

Spouse

Exclude from Form E / Which group of employees should Impact in 'Form E Impact in
C.P.8D Indicator be set to YES, and which to NO? Reference Report’ ‘C.P.8D’
YES Applicable to cross-company approvers Excluded Excluded
in Timesolution or test employee codes.
NO Employees that require reporting in the Included Included
form.
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4. Resignation Reason
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Resignation Reason

a Navigate to ‘Payroll - EMS — Employee’.
Click ‘Exit Records’.

TIMES

SOFTWARE

Dashboard
@ Default (
Company Setup Employee
Payroll Setup Pay Items \
Birth Date Statutory Setup E-Document
Utility

Detail Career Bank Employment | Address Leave/Benefit Calendar Misc @ Free Fieljs Exit Records

meem NEW SAVE

Employee ID / Name ‘ BOO1 [BADRUL ALI]

‘ Tender Information
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Resignation Reason

Inactive employees with the resignation reason set to the code 'LEFT-MY" will be reported in Form E —

Part AS. Note that 'LEFT-MY" is a system code, and any other codes selected will not impact this Part AS.

Detail Career Bank Employment Add
1"3 AN
Employee |D / Mame
CO001-R [CECILIA CHEONG]

SAVE [

Tender Information

Name

Resignation Reason EMPLOYEE RESIGMED & LEFT I

PO

Number of employees
as at 31/12/2023

Number of new employees

Number of employees
who ceased employment
and left Malaysia

Employer's No. E

m Mumber of employees

subjected to MTD

Number of employees
who ceased employment /
died

m Reported to LHDNM
(If A5 is applicable)

1=Yes
2= Nao

Tender Date DEMISED [DEMISED]

MNotice Period [ By MOME [NOMNE]
RESIGMED [RESIGHN]

Fesignation Date RETIRED [RETIRED]

Last Payment Date m

EMPLOYEE RESIGNED & LEFT MSIA [E-FORM AS] [LEFT-MY]

Il
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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.

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

Information Sharing:
When uploading the C.P.8D text file to IRB e-Filing, 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.

Failed to upload file

Please fixed the C.P.8D format in your file as stated below,

and please rcupload the correct textfile.

Line 13: Formatting mistakes in column no. 2: There are more than one similar Tax No. in this filc(muiuiuny.
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Link Employee | Procedures

c Log in to EPAYROLL for the period 9 If your database contains multiple companies
202412, with different Employer Tax Reference
,_ Numbers, select the relevant company for

Login to TimeSolution setup using ‘Query — Company Select’.
ALL Skip this step if you have only one company
User ID in the database.
Password
TIMES —

Company IMPORTDL SOFTWARE

Dashboard !l!F"I!‘WElﬁ

I Period 2024 v || 12 v || E W J r

By logging in, you are agree to comply with the Company Setup Employee Change Period
Acceptable Use Policy (AUP) Payroll Setup Pay Items Lock Period
) _ . Statutory Setup E-Document Company Select
First time login / forgot password Utilit Chanae Password /Quer Expert
Account will be locked after 5 times of incorrect login y = y =P
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Link Employee | Procedures

e 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.

CP39 Form
LINKED EMPLOYEE DATA RECORD

CP39 Text File Return MEW SAVE DELETE CANCEL REPORT I GENERATE I

LHDM Bank Submission

|_| NEW EMP NO EMP NAME OLD EMP NO EMP NAME HIRED DATE

CP21 (Leaver)
CP224 (Tax Clearance)

Confirm x
CP22 (New Employee)

EA Form Are you sure you want to generate?
Existing data will be overwritien.

Slip Jawapan PCB (II)

Pay History Report

Link Employee I
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Link Employee | Procedures

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’.

b 4
LINKED EMPLOYEE DATA RECORD
NEW | SAVE | DELETE CANCEL | REPORT | GEMERATE |
|:| NEW EMPF NO EMP NAME OLD EMP NO EMP MAME HIRED DATE .
— Note:
|_| =~ FADZIL MUHAMMAD BADRUL g FADZIL MUHAMMAD BADRUL 01/01/2017 ]
-~ If no duplicate records
L] & | LIMBENG BENG & || LIMBENG BENG 20/08/2020 .
are found, the system will
prompt a message.
Info ®
@ Link process done. Number of record(s) linked: 0
Ok
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Link Employee | Example

Here is an example of a C.P.8D text file, demonstrating how the system merges employees with

identical ID numbers into a single record for each respective employee.

Bil

C.P.8D FORM

C D
No. No. K
Pengenalan Pengenalan/ | F
Cukai (TIN) Pasport

This example

(illustrates the records

BALASAMY

k without merging

654323

DAISY AU YONG

FADZIL MUHAMMAD BADRUL

FADZIL MUHAMMAD BADRUL

FELICIA CHIN

LIM BENG BENG

SG14341414001

620615089876

LIM BENG BENG
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5G068569601001

620615089876

= P3562998709_2024.txt A C.P.8D TEXT FILE X

File  Edit View 3

DATISY AU YOnGlell3l2l19-11-2036l2]lelalceeeel || lalele
FADZIL MUHAMMAD BADRUL |@1265432345|860918093412|3|2|
FELICIA CHIN|e||1]2|16-11-205@|2|ele|132eee||]||ele]¢
LIM BENG EENG|585595@1661|526515@898?5|3|2|1@-12-2at|

Ln 5 Col 52 478 ThlS example RLF UTF-8

illustrates the records
after merging
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4. Import
Benefits In Kind




Import Benefits In Kind | Introduction

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.

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

The import feature comprises of the following import types. If both import actions are required,
they should be performed in the sequence stated below.

1. Benefits In Kind
2. Section [F]

The data processed through these functions will be transferred to ‘Payroll — Reports —
Benefits In Kind — Benefits In Kind Entry’.
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Import Benefits In Kind

Log in to EPAYROLL for the period o Navigate to ‘Payroll — Reports — Benefits In Kind'.
'202412'.

TIMES

. . . SOFTWARE
Login to TimeSolution Dashboard
ALL
User ID Company Setup Employee Change Period
Payroll Setup Pay Items Lock Period
Statutory Setup E-Document Company Select
Password Utility Change Password Query Expert
Batch Delete Query Selection
Report Writer
Company IMPORTDL
Adhoc Query
I Period 2024 v || 12 v || E w J

Process Pay Record Code Master Report
“ S e e payro” Report
Special Record Special Record Management Report

By logging in, you are agree to comply with the Festival Advance Add. Emp PCB Relief Bank Report
Acceptable Use PG“C:,-’ (AUP) Transfer Payroll (TP1) Statutory Report
AL Encash Emp BIK and VOLA (TP2) EPF
i ) ) Transfer Claim Emp PCB History (TP3) SOCS0
First time login / forgot password Long Service Award Income Tax
Account will be locked after 5 times of incorrect login Zakat
M S q Benefits In Kind
EIS
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Import Benefits In Kind

e Select ‘Import Benefits In Kind'.
Choose the ‘Import Type’ from the dropdown menu.

Click ‘Excel import template’ to download the relevant import template.

Click ‘Import’ to start importing the data

I rt B fits In Kind
Benefits In Kind Entry mport Benefits In Kin

Choose Import T-,rpe| Benefits In Kind v ‘

Please choose an Ex(alEl=RUROT

Import Benefits In Kind | Trrisr B | No fil Section [F]

Benefits In Kind Checking

Section [F] Please follow the instructions below

1) Download te Excel imDIth temnlate (

ﬁﬂeﬁts In Kind data.
2) Do not cop he Excel template

3) The system will {mI‘g,lr rea::l Sheetl 50 ensure that the records you want to import are on Sheetl.
4) 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.
5) The system deletes all existing data from Benefits In Kind for the employee you want to import before inserting new data.

6) File names cannot contain special characters.

IMPORT |
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Import Benefits In Kind | Import Template

Please use ONLY the import template downloaded from the system.

% &

Recent download history ®

‘| Import Benefit In Kind Detail Sample

Template.xls

31.5 KB = 2 minutes ago

Benefits In Kind ‘| Import Benefit In Kind Sample
Template.xls
37.5 KB = 2 minutes ago
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Import Type : Benefits In Kind



Import Benefits In Kind | Import Template

Here is an example of the Benefits In Kind import template.
The import data must be placed in Sheet1, starting from Row 3.
Rows 1 and 2 serve as headers for reference:

* Row 1 contains headers in Malay.
* Row 2 contains descriptions in English.

N B i [ E E [ H | ] L& i
EMPCODE YEAR 1 Gaji kasar, 1 Fi (termasuk fi 1 Tip kasar, 1 Cukai 1 Manfaat Skim 1. Ganjaran 2(a) Bayaran 2(b) Bayaran 3(a) (i) Nilai
upah atau gaiji pengarah), perkuisit, Pendapatan yang  Opsyen Saham tunggakan tunggakan dan petrol
cuti (termasuk komisen atau penerimaan sagu dibayar oleh Pekerja (ES0S)
gaji lebih masa) bonus hati atau elaun-  Majikan bagi pihak
1 elaun lain Pekerja
-Wmmss tips, 1 Income tax borne 1 Em_pmraluﬂy mayment In maymenl In
wages or leave  director fees), perquisites, by the employer in  Option Scheme Arrears Arrears motorcar ant
pay (including commissions or awards/rewards respect of his (ESOS) benefit petrol
overtime pay) bonuses or other employee
2 allowances
3 TESTO01 2023
4 TEST002 2023 50000
5
B
7
: | .
< > Sheet1 -+ ! 4 D »
Ready [@ HH ] —— 8+ 100%
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Import Benefits In Kind | Important Note

Before importing, kindly read the information below:
1. Do not copy, cut, or insert columns in the Excel template.
2. The system will only read Sheet1, so ensure that the records you want to import are on Sheet1.

3. The first two columns (EMPCODE and 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.

4. File names must not contain special characters.
5. Import data will be transferred to ‘Payroll — Reports — Benefits In Kind — Benefits In Kind Entry’.

6. The system deletes all existing data from ‘Benefits In Kind Entry’ for the employee being imported
before inserting new data.
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Import Benefits In Kind | Example of the Import Results

Import data from Column K to V will be captured in Form EA Section B(3) and C.P.8D Column [L].
If you do not need to split the BIK in the import file, you can choose to insert all BIK amounts in Column K.

A B K L M N 0 P Q R S T U v J
EMPCODE YEAR - - — . — . - e . - . cier
dan petrol pemandu telefon dan dengan perabot® perkakas dapur, berasingan: berasingan: berasingan: intended to be left  rumah dan tukang Percutian (misalnya makanan
kemudahan lain /penyaman udara® pinggan mangkuk, Perabot dan Perkakas Dapur ~ Hiburan dan empty kebun dan pakaian)
flangsir® /permaidani®, peralatan atau kelengkapan Rekreasi
atau perkakas, atau
EMPCODE YEAR 3(a) (i) Value of  3(a) (ii) Value of 3(b) Electricity, 3(c) (i) Semi-furnished 3(c) (if) Fully-furnished  3(c) (i) Furniture 3(c) (i) Kitchen 3(e) (i) This column is 3(d) Household 3(e) Benefit of leave  3(f) Others (for
motorcar and petrol driver water, telephone and with furniture® /air- with kitchen equipment, and fittings equipment Entertainment and intended to be left  servant and passage for travel example food and
other benefits conditioners® fcurtains®  crockery, utensils and recreation empty gardener garments)
fcarpets, or appliances, or
TESTO01 2023
TEST002 2023
(b} Date of cessation
EMPLOYMENT INCOME, BENEFITS AND LIVING ACCOMMODATION
(Excluding Tax Exempt Allowances / Perquisites / Gifts / Benefits) G H I J K
1. (a) Gross salary, wages or leave pay (including overtime pay)
. . . - - Date of Tax borne Qualifying Total gross Benefits
(b) Fees (including director fees), commission or bonus _ e | e child relief e e
(c) Gross tips, perquisite F E A ances (Details of payment: ) End of
(d) Income tax bome by t orm ployee BT
. - (Enter T ar 2)
(e) Employee Share Option Scheme (ESOS) benefit
B . - Mo. of Total
(f) Gratuity for the period from to 1=Yes | nildren| relief
2. Details of arrears and others for preceding years paid in the current year - 2=No
Type of income a
» o p =) (RM)
| 3. Benefits in kind (Specify: ) i L Form C P8D )
4. Value of iving accommodation provided (Address: )
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Import Type : Section [F]



Import Section [F] | Introduction

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

Here is an example of the import template:
= The import data must be placed in Sheet1, starting from Row 2.

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

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

A B C D E F G H | J a
|1 EMPCODE YEAR | MEAL PARKING MEDICAL
2 20000 2024 o200
3 130000 5025 200
4 [N000Oo %026 400
5 \DOD1 b027 600
6
7
8
9
10
11
12
13 —
€ > Sheetl + ;4 G I
Ready ﬁ-’;hccessibiiiw:unavaiiable ﬁ E — TH + 90%
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Import Section [F] | Important Note

Before importing, kindly read the information below:
1. The system will only read Sheet1, so ensure that the records you want to import are on Sheet1.

2. 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.

3. Starting from Column C, insert Allowance Code that you want to import.
Note: The allowance code must exist in the ‘Payroll — Payroll Setup — Allowance/Deduction’.

4. File names cannot contain special characters.

5. Import data will be transferred to ‘Payroll — Reports — Benefits In Kind — Benefits In Kind Entry
— Section [F] .

6. 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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Import Section [F] | Example of the Import Results

Import data from will be captured in Form EA Section F and C.P.8D Column [O].

6. Jumlah pelepasan bagi anak yang layak

1. Nama Kumpulan Wang: KWSP

CARUMAN YANG DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG SIMPANAN/PENCEN YANG DILULUSKAN DAN PERKESO

0.00

Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja)

2. PERKESO : Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja)

RM 3,230.0-

RM 113.40

| ﬂ JUMLAH ELAUN / PERKUISIT /| PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAI

I‘ﬂIIIGII Egﬂ“ﬂl IEII II EI Ie"l"[
I I

T T = = = W]

M M o P @ R

1

Value of living | Employee | Tax exempt Total claim for Contribution

accommodation share allowances / deduction by to Employees
option perquisites ! |Fmployee via Form| Provident
scheme gifts / TP1 Fund
(ESOS) benefits
benefit

Relief | Zakat?®

(RM) (RM) (RM) (RM) (RM) (RM)

Zakat
paid via
salary
deduction

(RM)
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5. Benefits In Kind
Data Entry
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Benefits In Kind Entry | Introduction

If you prefer to manually enter Benefits In Kind data instead of using the import feature, you
can do so in the ‘Benefits In Kind Entry’.

Skip this if you do not require manual data input.

Note: All data imported using the 'Import Benefits In Kind' function will also be captured here.
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Benefits In Kind Entry

Log in to EPAYROLL for the period
202412,

Login to TimeSolution

ALL
User ID
Password
Company IMPORTDL
I Period 2024 w \12—\.‘“2‘ J

By logging in, you are agree to comply with the
Acceptable Use Policy (AUP)

First time login / forgot password
Account will be locked after 5 times of incorrect login
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o Navigate to ‘Payroll — Reports — Benefits In Kind'.

TIMES

SOFTWARE

Dashboard

Company Setup
Payroll Setup
Statutory Setup
Utility

Process

Bonus Record
Special Record
Festival Advance
Transfer Payroll
AL Encash
Transfer Claim

Long Service Award

Employee

Pay Items
E-Document
Change Password
Batch Delete

Pay Record

Bonus Record
Special Record

Add. Emp PCB Relief

(TP1)
Emp BIK and VOLA (TP2)
Emp PCB History (TP3)

Change Period
Lock Period
Company Select
Query Expert
Query Selection
Report Writer
Adhoc Query

Code Master Report
Payroll Report
Management Report
Bank Report
Statutory Report
EPF

SOCSO

Income Tax

Zakat

q Benefits In Kind

EIS
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Benefits In Kind Entry

e Select ‘Benefits In Kind Entry’.
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TIMES

SOFTWARE

Benefits In Kind Entry

enefits In Kin ecking
Import Benefits In Kind

Section [F]

Dashboard

lele] ][50

Employee No/Name

@ Page 1

O Page 2

SAVE | DELETE

B0OO1 - BADRUL ALI

A0O1 - AGNES NG

[B] PENDAPATAN PENGGAJIAN, MANF 5001 - CASSIE

1. Gaji kasar, upah atau gaji cuti D000S - DANSON TEE

Fi (termasuk fi pengarah), konj D006-N - DONKEY TEE

Tip kasar, perkuisit, penerimaa
Cukai Pendapatan yang dibaya

Manfaat Skim Opsyen Saham

FO0O5 - FARALIZA AHMAD

B0O1 - BADRUL ALT

FW0001 - BELINDA Cl

J001 - JOEE LIM

K0001 - KELLY LIM

Ganjaran bagi tempoh dari|7 KO010 - KFNZ0 MLIZ1

choose the
employee from
the dropdown

2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa
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Benefits In Kind Entry

e You can start inputting data
on this screen.

Note:

If you have previously used
the 'Import Benefits In Kind'
function to import data, the
uploaded data will be
displayed on this screen.
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TIMES

SOFTWARE

Benefits In Kind Entry
Benefits In Kind Checking
Import Benefits In Kind

Section [F]

Dashboard

g 8 SAVE DELETE CANCEL |

Employee No/Name | FW0001 - BELINDA CLAIRE | v |

@ Page 1 O Page 2
[B] PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN
1. Gaji kasar, upah atau gaji cuti (termasuk gaji lebih masa)

Fi (termasuk fi pengarah), komisen atau bonus

Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal Pembayaran

Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja
Manfaat Skim Opsyen Saham Pekerja (ESOS)
Ganjaran bagi tempoh dari l:l : hingga l:l :
2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa

Jenis Bayaran Jumlah Bayaran

3. Manfaat berupa barangan: |

(a) Kereta

(i) Milai Kereta dan petrol

Powered By |

TIMES

SOFTWARE

Total Record Count: 22

5,000.00

0.00
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Benefits In Kind Entry

If you need to enter the tax
exemption amount not processed
through EPAYROLL, you can do
so in Section [F].

You can either enter the total
amount or provide a breakdown.

To enter a breakdown, click the

button in Section [F].

Note:

The data imported using the
‘Import Section [F] function is
captured on Section [F] located
on Page 2.
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lele]>
1

Employee No/Name

Total Record Count: 22

O Page 1

[D] JUMLAH POTONGAN

2. Arahan Potongan CP 38

SAVE DELETE CANCEL
| FW0001 - BELINDA CLAIRE v |
@ Page 2 Choose Allowance

- AMNUIL didu Bdydidil SElRdid ydiy idin

CODE | JDEDNPL - NO PAY LEAVE DEDUCTION v
1. Potongan Cukai Bulanan (PCB) Tahun

ADD

3. Zakat yang dibayar melalui potongan CODE DESCRIFTION AMOUNT
4, Jumlah tuntutan potongan oleh peker MEAL Bl Bl 500001 X

PARKING PARKING - PARKING 300.00 A

(a) Pelepasan
(b) Zakat selain yang dibayar melalui

5. Jumlah pelepasan bagi anak yang lay

[E] CARUMAN YANG WAJIB DIBAYAR OLEH

1. Amaun caruman yang wajib dibayar (

2. PERKESO: Amaun caruman yang waji

You can insert the
details here

|

[F] JUMLAH ELAUN / PERKUISIT / PEMBERIAN / MAMFAAT YANG DIKECUALIKAN CUKAI

1. Jumlah Elaun { Perkuisit / Pemberian / Manffat Yang Dikecualikan Cukai

OK l
.00
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Benefits In Kind Entry

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

(C.P.BA - Pin. 2023) MALAYSIA Penyata Gaji Pakerja SWASTA || f A}

CUKAI PENDAPATAN Mo. Pengenalan Cukai (TIN) Pekerja
No. Siri: ADDD3 PENYATA SARAAN DARIPADA PENGGAJIAN
MNo. Majikan E: E87654123-01 BAGI TAHUN BERAKHIR 21 DISEMEBER 2024 LHDMNM Negeri -

BORANG EA INI PER DISEDIAKAN UNTUK HSERAHKAN KEPADA PEKERJA BAGI TUJUAN CUKAI PENDAPA

IEM suniRAN PEKERJA
1. MNama Penunh Pekerja/Pesara (Encik/Cik/Puan) BELINDA CLAIRE

2. Jawatan NONE 3. No. Kakitangan/MNo Gaji FWooo1

4. No. K.P.Baru 5. No. Pasport

6. MNo. KWSP 7. No. PERKESO

8. Bilangan Anak Yang Layak 9  Jika bekerja tidak genap setahun, nyatakan:
Untuk Pelepasan Cukai (a) Tarikh mula bekerja

(b) Tarikh berhenti kerna

IEN seroAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN
(Tidak Termasuk Elaun/PerkuisittPemberian/Manfaat Yang Dikecualikan Cukai) RM
1. (a) Gaji kasar, upah atau gaji cuti (termasuk gaiji lebih masa) 60,000.00

(b)) Fi (termasuk fi pengarah), komisen atau bonus

(c) Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal pembayaran ]

{d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekera
{2) Manfaat Skim Opsyen Saham Pekerja (ES0S)
(f) Ganjaran bagi tempoh dari hingga
2 Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa
Jenis pendapatan (a)
(b}
Manfaat berupa barangan (Myatakan: )

Milai tempat kediaman {Alamat: )

Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan

Pampasan kerana kehilangan pekerjaan

ENCEN DAM LAIN-LAIMN
Pencen 0.00
Anuiti atau Bayaran Berkala yang lain 0.00

NS D oD kW

JUMLAH 60,000.00
IEN svrian poTonGAN

1 Potongan cukai bulanan (PCB) yang dibayar kepada LHDMNM 1,610.00
2 Arahan Potongan CP38 yang dibayar kepada LHDMNM ___?DE
3 Zakat yang dibayar melalui potongan gaji ___?DE
4 Drerma § hadiah §f sumbangan diluluskan yang dibayar melalui potongan gaji _--_--_“?-[;E
S

Jumilah tuntutan potongan oleh pekerna melalui Borang TP1 berkaitan:
(a) Pelepasan Rm
(b) Zakat selain yang dibayar melalui potongan gaji bulanan RM

=1 Jumlah pelepasan bagi anak yang layak 0.00

E CARUMAM YANG DIBAY AR OLEH PEKERJA KEPADA KUMPULAN WANG SIMPANAMN/PENMCEN YANG DILULUSKAN DAN PERKESO
1. HNama Kumpulan Wang: KWSP

Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) RM 0.00
2. PEREKESQC : Amaun caruman yang wajib dibayar (nvatakan bahagian pekera sahaja) RM 163.50
“ JUMLAH ELAUN / PERKUISIT /f PEMBERIAN ! MANFAAT YANG DIKECUALIKAN CUKAI RM 0.00
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Benefits In Kind Entry

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

Note:

The amount entered in the ‘Benefits
in Kind Entry’ serves as an addition
to the original data processed
through EPAYROLL and does not
replace it.

= |f a positive amount is entered, it
will be added to the existing data.

= |f a negative amount is entered, it
will be deducted from the existing
data.

(€84~ Pin. 2022 MALAYSIA Perveis Gairpekeria swasta | FAY

CUKAI PENDAPATAN Mo. Pengenalan Cukai (TIN) Pekerja
MNo. Siri: AQoOO2 PENYATA SARAAN DARIPADA PENGGAJIAN
MNo. Majikan E: ES87654123-01 BAGI TAHUN BERAKHIR 21 DISEMEBER 2024 LHDMNM MNegeri -

IEM svnrAn PEKERIA

1. Mama Penuh Pekera/Pesara (Encik/Cik/Puan) BELINDA CLAIRE
2. Jawatan NONE 3. No. Kakitangan/No Gaji w0001
4. MNo. K.P.Baru 5. No. Pasport
6. MNo. KWSP 7. No. PERKESO
8. Bilangan Anak Yang Layak 9  Jika bekerja tidak genap setahun, nyatakan
Untuk Pelepasan Cukai (a) Tarikh mula bekerja
(b) Tari i keri

ﬂ PEHNDAPATAN PENMGGAJIAN, MANFAAT DAN TEMPAT KEDIAMARN
(Tidak Termasuk Elaun/PerkuisittPemberian/Manfaat Yang Dikecuali
1. (a) Gaj kasar, upah atau gaji cuti (termmasuk gaji lebih masa)
(b) Fi(termasuk fi pengarah), komisen atau bonus
ic) Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (
{d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerda
(2) Manfaat Skim Opsyen Saham Pekerja (ESOS)
(fy Ganjaran bagi tempoh dari hingga
2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa
Jenis pendapatan (a)

()]
Manfaat berupa barangan (MNyatakan: )]

Nilai tempat kediaman (Alamat: )

Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan

ook oW

Pampasan kerana kehilangan pekerjaan

n PENCEMN DAN LAIN-LAIN

1. Pencen o.oo
2. Anuiti atau Bayaran Berkala yang lain 000
JUMLAH 65,000.00

IEN svvian poToncan
1 Potongan cukai bulanan (PCB) yang dibayar kepada LHONM
Arahan Potongan CP38 yvang dibayar kepada LHDMNM
Zakat yang dibayar melalui potongan gaji

2
3
4. Derma f hadiah f sumbangan diluluskan yang dibayar melalui potongan gaji
5. Jumiah tuntutan potongan oleh pekerja melalui Borang TP 1 berkaitan:

(a) Pelepasan RM
ib) Zakat selain yang dikayar melalui potongan gaji bulanan RM
6. Jumlah pelepasan bagi anak yvang layak 0.00

E CARUMAM YANG DIBAY AR OLEH PEKERJA KEPADA KUMPULAN WANG SIMPANAMN/PENCEN YANG DILULUSKAN DAMN PERKESO
1. MNama Kumpulan Wang: KWSP

Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaj RM 0.00
2. PERKESO : Amaun caruman yang wajib dibayar (nyatakan bahagian Lot 163 50
ﬂ JUMLAH ELAUN F PERKUISIT / PEMBERIAN / MANFAAT YANG DIKE RM B800.00
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6. Benefits In Kind
Checking Report
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Benefits In Kind Checking Report

After completing the following actions, you can print the 'Benefits In Kind Checking Report'.
O Import Benefits In Kind (via Excel)
0 Benefits In Kind Entry (via manual entry)

It is advisable to print the report for checking to ensure accuracy and completeness.
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Benefits In Kind Checking Report

c Log in to EPAYROLL for the period o If your database includes multiple companies with
202412, different Employer Tax Reference Numbers, select
,_ the relevant company from ‘Payroll — Query —
Login to TimeSolution Company Select'.
ALL Skip this step if you have only one company in the
User ID database.

Password -
TIMES | > ¢
Company IMPORTDL SOFTWARE
Dashboard
4
I Period 2024 v || 12 v || E w J
“ Company Setup Empluyee change Period

By logging in, you are agree to comply with the

Acceptable Use Policy (AUP) Payroll Setup Pay Items Lock Period
(T
. . Statutory Setup E-Document q Company Select
Utility Change Password Query Expert

First time login / forgot password
Account will be locked after 5 times of incorrect login
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Benefits In Kind Checking Report

e Navigate to ‘Payroll — Reports —

Benefits In Kind'.

TIMES

SOFTWARE
Dashboard
Company Setup Employee Change Period
Payroll Setup Pay Items Lock Period

Statutory Setup
Utility

Process

Bonus Record
Special Record
Festival Advance

E-Document
Change Password
Batch Delete

Pay Record

Bonus Record
Special Record

Add. Emp PCB Relief

Transfer Payroll (TP1)
AL Encash Emp BIK and VOLA (TP2)
Transfer Claim Emp PCB History (TP3)

Long Service Award

Company Select
Query Expert
Query Selection
Report Writer
Adhoc Query

Code Master Report
Payroll Report
Management Report
Bank Report
Statutory Report
EPF

S0CS0

Income Tax

Zakat

Benefits In Kind
EIS
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0 Select ‘Benefits In Kind Checking'.

Benefits In Kind Entry

Benefits In Kind Checking Report

Benefits In Kind Checking

GENERATE

Import Benefits In Kind

Section [F]
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Benefits In Kind Checking Report

e Click ‘Generate’ to download the report.
The report will be downloaded as a compressed ZIP file containing two files.

< C  @® localhost/TimeSolution/Index.aspx G ¥ R2

TIM Es _;--_- Qlj Recent download history ®

SOFTWARE  ~ el ™= EABenefitChecking.zip [ The downloaded }

Payroll  Dashboard i R .
14,9 KB - Done file is a zip file

Full download history [4
Benefits In Kind Checking Report

Benefits In Kind Entry

Name There are 2 Excel }

Import Benefits In Kind - files in the zip file

Section [F] BenefitinKindChecking.xlsx
Sectinn[TaxExemptAlIUwaHCES]CheckingRepDr‘t.xlsx '
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Benefits In Kind Checking Report

File Name : BenefitinKindChecking.xlsx

Here is an example of the file contents.

The data source is from the ‘Benefit In Kind Entry’ screen.

A B AO AP AQ

1 TIMESOFT GROUP OF CC
2 |Benefit In Kind Checking |
3

YEAR EMPCODE 2(a) Butiran bayaran 2(b) Butiran bayaran tunggakan Butiran Manfaat berupa Alamat

tunggakan barangan

4

YEAR EMPCODE 2(a) Details of arrears 2(b) Details of arrears Details of Benefits in kind  Address:
5
6 2023 B0O1 Block A-8-9, Scotts Condo, Jalan Langgiri, Shah Alam
7 12023 CO0001-R
a
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AR AS

Ganjaran bagi Ganjaran bagi
tempoh dari tempoh hingga

Gratuity for the Gratuity for
period from the period to

The report layout is similar to the ‘Import Benefits In Kind’
template, with the file headers provided in Malay and English.
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Benefits In Kind Checking Report

File Name : Section[TaxExemptAllowances]CheckingReport.xlsx

Here is an example of the file contents.

The data source is from ‘Section [F] of the ‘Benefit In Kind Entry’ screen.
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‘Payroll — Payroll Setup — Allowance/Deduction’
table, the description for the Allowance Code in

f the Allowance Code does not exist in the

Column E will be unavailable.

A

A B C D E
1 |TEST SDN BHD
2 | Section [Tax Exempt Allowances] Checking Report for 2024
3
4 |Employee No. Employee Name Department Allowance Code |Allowance Code Description Amount
5 |A001 AGNES NG ADIM MEAL MEAL 330.00
6 |A0O1 AGNES NG ADIM PARKING PARKING 500.00
7 |FWO0001 BELINDA CLAIRE ADIM MEAL MEAL 500.00
8 |FWO0001 BELINDA CLAIRE ADIM PARKING PARKING 300.00
9 |BOO1 BADRUL ALI ADIM MEDICAL 555.00

4 )

/
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7. Section [F]}
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Section [F] | Introduction

There are two reports in this menu:
1. Checking Report
* This report is intended for internal checking purposes..
* |tincludes only the detailed records of tax exemption items.

2. Appendix

» Appendix report serves as a supplementary document for Section [F] of Form EA, but
it is at the company’s discretion whether to provide the exemption amount details to
the employees.

* This report can be distributed to employees along with Form EA.

If it is not applicable to your company, you may skip this step.
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Section [F]

Log in to EPAYROLL for the period
202412,

Login to TimeSolution

o Navigate to ‘Payroll — Reports — Benefits In Kind'.

TIMES

By logging in, you are agree to comply with the
Acceptable Use Policy (AUP)

First time login / forgot password
Account will be locked after 5 times of incorrect login
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ALL
User ID
Password
Company IMPORTDL
I Period 2024 w M\:‘ J

SOFTWARE
Dashboard
Company Setup Employee Change Period
Payroll Setup Pay Items Lock Period

Statutory Setup
Utility

Process

Bonus Record
Special Record
Festival Advance
Transfer Payroll
AL Encash
Transfer Claim

Long Service Award

E-Document
Change Password
Batch Delete

Pay Record

Bonus Record
Special Record

Add. Emp PCB Relief

(TP1)
Emp BIK and VOLA (TP2)
Emp PCB History (TP3)

Company Select
Query Expert
Query Selection
Report Writer
Adhoc Query

Code Master Report
Payroll Report
Management Report
Bank Report
Statutory Report
EPF

SOCS0

Income Tax

Zakat

Benefits In Kind
EIS
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Section [F]

e Select ‘Section [F]'.

If your database includes multiple companies with different Employer Tax Reference Numbers,

choose the company to generate the report by selecting from the 'Income Tax Account No'
dropdown menu. Skip this step if it is not relevant.

Benefits In Kind Entry
Benefits In Kind Checking

Import Benefits In Kind

Section [F] |

Section [F]

Income Tax Account Mo.

APPENDIX

-PLEASE SELECT- b

MOME (SHIM ENTERPRISE)

MNOMNE ({SMITH GROUP BERHAD)
EE7654123-01 (TEST SDN BHD)

09876545 (TIMES SOFTWARE PTE LTD)

Appendix Print Date 04/12/2024 :

GENERATE E-BIK SECTION [F]
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Section [F]

0 There are two reports in this menu:
» Checking (for internal checking purposes).

= Appendix (to be distributed to employees if you would like to share the details of Section

[F] of Form EA).

Benefits In Kind Entry
Benefits In Kind Checking
Import Benefits In Kind

Section [F]

Section [F]

Income Tax Account MNo.

E87554123-01 (TEST SDMN BHD)

v

Appendix Print Date 03/12/2024 :

APPENDIX

CHECKING

GENERATE E-BIK SECTION [F]

It is advisable to print the report for checking to ensure accuracy and completeness before distributing to

the employees.
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Section [F] | Checking Report

Here is an example of the Checking report.

TEST SDN BHD() Date - 03/12/2024
The report includes only the detailed records Section [Tax Exempt Allowance] Checking Report for 2024 User D : SUPPORT
of tax exemption items from the following Employee No : AQD Name : AGNES NG
sSources: Process Through Payroll
Process Through PayroII: Tax Exempt Code : P02 %DBE%EEBFI{JC%II_E%ARD, PETROL ALLOWANCE OR TRAVEL ALLOWANCE AND TOLL CARD FOR
. . . Max Exemption : §,000.00
Derived from the Modify Record with the
. . . No. Allow Code Description Amount
appllcable maximum exemptlon amount, 1. PETROL PETROL ALLOWANCE 6,000.00
if any. Sub Total : 6.000.00
y EA#25 Allowances
EA#25 No. Allow Code Description Amount
Extracted from the Modify Record, but LML MEAL iigg
the Allowance COde |S Ilnked tO the taX Others Allowances
Ilne ‘EA NO 25, No. Allow Code Description Amount
1. PARKING PARKING 500.00
Other Allowances: Sub Total 500.00
. ' . . y Grand Total : 6,555.00
Obtained from the 'Benefits In Kind Entry :

screen.
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Section [F] | Appendix Report

Appendix Section Tax Exempt Allowance of EA

Here is an example of the Appendix report
featuring pay items subject to tax exemption. Employers e +Evsstzaa

Employee Code 1 A00O1
Employee Name : AGNES NG

The data in thiS report iS Similar tO the ‘CheCking Income Tax Reference No
Re po rt’ , but in th iS Ve rSion , th e SySte m Total Allowances / Perquisites / Gifts / Benefits exempted from tax for the period 1st January 2024 to 31st December 2024,
consolidates all records without grouping them PETROL ALLOWANGE 000000

PARKING 500.00

by data source. s

N

If the Employer’s Contact Information for the )
Appendix differs from the monthly submission
form, edit the contact details in ‘Payroll —
Company Setup — Company Profile’ before
generating the form.

AU

4

Date : 03/12/2024 Name of Officer : KATHY CHOW
Designation : ADMINISTRATION
Name and Address of Employer . TEST SDN BHD()
8-11, 8th Floor, Wisma UOQA Il
No 21, Jalan Pinang
Kuala Lumpur
POSTCODE : 50450

This is a computer-generated document
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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 2024 to employees is no later than
28 February 2025.
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EA Form

Log in to EPAYROLL for the period
202412,

Login to TimeSolution

o Navigate to ‘Payroll — Reports — Income Tax'.

TIMES

By logging in, you are agree to comply with the
Acceptable Use Policy (AUP)

First time login / forgot password
Account will be locked after 5 times of incorrect login
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ALL
User ID
Password
Company IMPORTDL
I Period 2024 w M\:‘ J

SOFTWARE
Dashboard
Company Setup Employee Change Period
Payroll Setup Pay Items Lock Period

Statutory Setup
Utility

Process

Bonus Record
Special Record
Festival Advance
Transfer Payroll
AL Encash
Transfer Claim

Long Service Award

E-Document
Change Password
Batch Delete

Pay Record

Bonus Record

Special Record

Add. Emp PCB Relief
(TP1)

Emp BIK and VOLA (TP2)

Emp PCB History (TP3)

Company Select
Query Expert
Query Selection
Report Writer
Adhoc Query

Code Master Report
Payroll Report
Management Report
Bank Report
Statutory Report
EPF

S0Cs0

Income Tax

Zakat
Benefits In Kind
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EA Form

e Select ‘EA Form’.

If your database includes multiple companies with different Employer Tax Reference Numbers,
choose the company to generate the report by selecting from the 'Income Tax Account No'

dropdown menu. Skip this step if it is not relevant..

TIMES g
SOFTWARE __
Payroll

CP39 Form

CP39 Text File Return
LHDN Bank Submission
CP21 {Leaver)

CP22A (Tax Clearance)
CP22 (New Employee)
EA Form

Slip Jawapan PCE (I1)

E Form

&

Dashboard

‘ EA Form Setup

Income Tax Account No.
Version

B.1 (c) Details of Payment
B.1 (f} Gratuity date

Printing Date

-PLEASE SELECT- ~

NOME (SHIMN ENTERPRISE)

NOME (SMITH GROUP BERHAD) ]
E87654123-01 (TEST SDN BHD)

09876545 (TIMES SOFTWARE PTE LTD)

Print Serial? | Group A || 00001 _i

m Include Voluntary?

D English version

EXPORT TO PDF

EXPORT TO EXCEL GENERATE E-EA CLEAR E-EA
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EA Form

e Below are the available configurations in the ‘EA Form Setup’ screen.

|
EA Form Setup
Income Tax Account Mo. -PLEASE SELECT- w
Version EA Form Format (Pin.2023) v
B.1 (c) Details of Payment
B.1 (f) Gratuity date From : To :
Printing Date 04/12/2024 :
Print Serial? | Group & % || 00001
D Include Voluntary? D English version
EXPORT TO PDF EXPORT TO EXCEL GEMNERATE E-EA CLEAR E-EA
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EA Form

Explanation of available options in the EA Form Setup:

No Field Details

1 Version Choose 'EA Form Format (Pin.2023)'.
We will notify customers if a new Pin version is released by LHDN.

2 B.1(c) Details of payment = The description input here will be reflected in EA Form B.1(c)
3 B.1(f) Gratuity date from The date input here will be reflected in EA Form B.1 (f)

4  Printing Date Specify the date to be printed on the form.
EA Form Setup If the system detects data in fields B.1(c) and B.1(f)
Income Tax olncE smieer o entered through the ‘Benefits In Kind Entry’ screen,

Account Mo.

it will ignore the details specified in the ‘EA Form
Setup’ window.

Version EA Form Format (Pin.2023)

B.1 (c) Details of

Pa"':”t Data from the ‘Benefit In Kind Entry’ screen will
B.1 (f) Gratuity - = o = 0

date ] : take priority.

Printing Date 04/12/2024
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EA Form

No Field Details

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

5 Print Serial

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

EA Form Setup

Income Tax
Account Mo.

Version

B.1 (c) Details of
Payment

B.1 (f)} Gratuity
date

Printing Date
Print Serial?

Include
Voluntary?

-PLEASE SELECT-

S

EA Form Format (Pin.20237

From

04/12/2024

Group A Q000

|:| English wversion

To
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EA Form

No Field Details

Select the ‘English Version’ checkbox to print the EA Form in English.

7 English Version
8 EXPORT TO PDF

Generate Form EA and EA Check List in PDF format.

9 EXPORT TO EXCEL Generate Form EA and EA Check List in Excel file

10 GENERATE E-EA
11 CLEAR E-EA
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Generate Form EA for employee access in TIMES EA / Email EA

Clear the generated data, and it will be removed from employee view in TIMES EA.

EA Form Setup

e —— t No. -PLEASE SELECT- hd

Wersion EA Form Format (Pin.2023)

B.1 (c) Details of

Payment

B.1 (f) Gratuity . — - =
date rom J 0 J
Printing Date 04/12/2024

Print Serial? | Group A % || 0000

[ | include - )
— English version

Woluntary?

EXPORT TO PDF EXPORT TO EXCEL GEMNERATE E-EA CLEAR E-EA
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EA Form

e Both PDF and EXCEL formats are downloaded as a compressed ZIP file containing two files.

TIMES

SOFTWARE

CP39 Form

CP39 Text File Return
LHDM Bank Submission
CP21 (Leaver)

CP22A (Tax Clearance)
CP22 (New Employee)
EA Form

Slip Jawapan PCB (Il)

E Foarm

<« c @® localhost/TimeSolution/Index.aspx

€

Dashboard

EA Form Setup

Income Tax Account MNo. | E87654123-01 (TEST SDN BHI w |

Version | EA Form Format (Pin.2023) v |

& h &

Recent download history ® i

.. EAReportsFor_TESTSDNBHD_.zip
489 KB - Done

The downloaded
file is a zip file

Full download history

B.1 (c) Details of |

Mame ~ Type

B.1 (f) Gratuity date

Payment
R |-
Printing Date 04/12/2024 3

Print Serial? | Group A v | 00001 |

[:] Include Voluntary? [:] English version

-

[ﬁ EA Check List.pdf Adobe Acrobat Document

[ﬁ EA Form.pdf Adobe Acrobat Document

[ There are 2 Excel

files in the zip file

EXPORT TO PDF | EXPORT TO EXCEL

GENERATE E-EA CLEAR E-EA |
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EA Form | Example of the EA Checklist

File Type : EA Check List

Here is an example of the checklist. It is advisable to verify it to ensure accuracy and completeness.

TEST SDN BHD Date o 04122024
EA Check List 31st December 2024 UserlD © SUPPORT
Jumiah

No. Cukai g = Saraan TP TP
No No Sin Pendapatan No. K.P MName Penuh Pekerja Lgr § Kasar Tax Exempt PCB CP38 ZAKAT KWSP PERKESO Relief Zakat
1 ADOD AGNES NG 1 0 3709677 6,555 00 0.00 0.00 0.00 391200 11340 7,500.00 0.00
2 ADDDZ2  1G543212345010 800911094444 BADRUL ALl 1 3 52,026 45 0.00 3010 0.00 150.00 6,589.00 9555 12.850.00 0.00
3 ADOD3 BELINDA CLAIRE 1 0 98,000.00 800.00 6,360.00 0.00 0.00 0.00 163.50 0.00 0.00
4 ADOD4 DANSOMN TEE 1 0 34,648.40 0.00 0.00 0.00 0.00 0.00 000 250000 0.00
5 ADDDS  1G0D4312344010 681211094512 FARALIZA AHMAD 1 0 53,900.00 0.00 614.00 14570 0.00 5, 797.00 28140 1,500.00 250.00
[ ADODE 890712051298 JOEE LIM 1 0 62,669.94 0.00 148020 0.00 0.00 6,884.00 29785 0.00 0.00
T ADOOT TA1231091234 KELLY LIM 1 0 154 166.67 0.00 19,691.70 0.00 0.00 16,962.00 436.80 0.00 0.00
8 ADODE 871116107890 RYAN TENG BO TEE 2 3 72,000.00 0.00 0.00 0.00 0.00 0.00 0.00 12500.00 0.00
] ADODS SGTGE53456765 8960123091234 WAI SAN 1 0 31,125.16 200.00 0.00 0.00 0.00 3,417.00 T72.70 0.00 0.00
10  BO0OO1 CASSIE 1 0 178,500.00 3,000.00 2591985 185855 0.00 19,635.00 228.90 0.00 0.00
11 BO0OOO2 TERENCE LAU 1 0 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
12 BO0OOO3 YOYO TEH 1 0 6,693.68 0.00 0.00 0.00 0.00 781.00 16.45 0.00 0.00
13 Coo01 030801030494 IﬁmkﬂgRlNA AMIRAH BINTI TAN 1 0 64.52 0.00 0.00 0.00 0.00 9.00 045 0.00 0.00
14 CO002 TESTOO1 1 0 14,548.38 0.00 1,179.20 0.00 0.00 1,602.00 59.50 0.00 0.00
Grand Total 6 79553997 10,555.00 5558505 200425 150.00 6558800 176650 3685000 250.00

2024 @ Timesoft Malaysia | Year End Seminar

255



EA Form | Example of the EA Form

File Type : EA Form

Here is an example of the form.

@the Employer’s Contact Information for the )
Form EA differs from the monthly submission
form, edit the contact details in ‘Payroll —
Company Setup — Company Profile’ before

generating the form.

A /
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©Pea-Pin 202 maLAvSIA EA
CUKAI PENDAPATAN No. Pengenalan Cukai (TIN) Pekerja

No. Siri PENYATA SARAAN DARIPADA PENGGAJIAN 1G04312344010

No. Majikan E i BAGI TAHUN BERAKHIR 31 DISEMBER 2024 LHDNM Negeri

PERLU DISE
IEM 5UTIRAN PEKERJA

KAN UNTUK DISERAHKAN KEPADA PEKERJA BAGI TUJUAN CUKA! AN

1. Nama Penuh Pekerja/Pesara (Encik/Cik/Puan) FARALIZA AHMAD

2. Jawatan MANAGER 3. No. Kakitangan/No Gaji FOo05

4. No. K.P.Baru 681211094512 5. No. Pasport

6. No. KWSP 87634567 7. No. PERKESO 681211-09-4512

8. Bilangan Anak Yang Layak 9 Jika bekerja tidak genap setahun, nyatakan
Untuk Pelepasan Cukai (a) Tarikh mula bekena

(b) Tarikh berhenti kerja

E PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN

(Tidak Termasuk Elaun/Perkuisit/Pemberian/Manfaat Yang Dikecualikan Cukai) RM

1. (a) Gaiji kasar, upah atau gaji cuti (termasuk gaji lebih masa) 40,800.00
(b) Fi (termasuk fi pengarah), komisen atau bonus 11,900.00
(c) Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal pembayaran y 0.00
(d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja 0.00
(e) Manfaat Skim Opsyen Saham Pekerja (ESOS)
() Ganjaran bagi tempoh dari hingga

2. Butiran bayaran tunggakan dan lain-iain bagi tahun-tahun terdahulu dalam tahun semasa
Jenis pendapatan  (a)

(b)

Manfaat berupa barangan (Nyatakan: )

Nilai tempat kediaman (Alamat: )

3.
4.
5. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan
6.

Pampasan kerana kehilangan pekerjaan

Il PENCENDAN LAIN-LAIN
1. Pencen 0.00

2. Anuiti atau Bayaran Berkala yang lain B U,OC’)’

JUMLAH 52,700.00

Bl ‘uMLaH POTONGAN
1. Potongan cukai bulanan (PCB) yang dibayar kepada LHDNM
Arahan Potongan CP38 yang dibayar kepada LHDNM

Zakat yang dibayar melalui potongan gaiji

ma / hadiah / sumbangan diluluskan yang dibayar melalui potongan gaii 0.00

tuntutan potongan oleh pekerja melalui Borang TP1 berkaitan
RM __1,500.00
lain yang dibayar melalui potongan gaji bulanan RM 250 00
6. n bagi anak yang layak
Bl c~Aruman YaNG AR OLEH PEKERJA KEPADA KUMPULAN WANG SIMPANANM/PENCEN YANG DILULUSKAN DAN PERKESO
1. Nama Kumpulan KWSP
Amaun caruman yang ibayar (nyatakan bahagian pekerja sahaja) RM 5,797.00
2. PERKESO : Amaun carum ajib dibayar (nyatakan bahagian pekerja sahaja)
ﬂ JUMLAH ELAUN / PERKUISIT / P| IAN / MANFAAT YANG DIKECUALIKAN CUKAI
Nama Pegawai KATHY CHOW.
Jawatan ADMINISTRATION

Nama gan AlRImal Majkan | es 1 SUN BHU
8-11, 8th Floor, Wisma UOA Il
NG 27, Jalan Pinang
Kuaia Lumpur
POSKOD : 50450

No. Telefon Majikan 603938380090
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EA Form | Additional Information of TP1 Records

The “TP1" amount entered in ‘Payroll — 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).

1e]€]2>]31 NEW ( Segment of 1
. the Form EA |
Employee Mo/Mame | FOO05 - FARALIZA n JUMLAH POTONGAN
1. Potongan cukai bulanan (FCB) yang dibayar kepada LHDNM 542 00
LA i 2. Arahan Potongan CP38 yang dibayar kepada LHDNM 145.70
Pay Period 202412 ~ Amount 3. Zakat yang dibayar melalui potongan gaji 0.00
; 4. Derma / hadiah / sumbangan diluluskan yang dibayar melalui potongan gaji 0.00
Remarks 5. Jumlah tuntutan potonaan oleh pekeria melalui Borana TP1 berkaitan:
{a) Pelepasan RM  1.500.00
Reference (b} Zakat selain yang dibayar melalui potongan gaii bulanan RM 25000
f CODE DOC DATE PERIOD AMOUNT REMARKS
04 202412 1,500.00 [C04] - Medical Expenses on Serious Diseases for Self/Spouse/Child & Fertility Treatment
D01 202412 250.00 [D01] - Zakat or Levy for Umrah/Filgrimage
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EA Form | Additional Information of TP2 Records

The ‘TP2’ amount entered in ‘Payroll — Modify Record — Emp BIK and VOLA (TP2)’ is captured in
EA Form Section B3.

1e]e]a ]

Period
Code

Amount

EMPLOYEE
P00

P00

SAVE

Employee No/Name | FW0001 - BELINDA CLAIRE

Tax Category

Hired Date 21/1

202412 w

12

O.DD|

PERIOD

202412

202412

BO2

B12

(O] TarKIm DEMment Refa

ﬂ PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN
(Tidak Termasuk Elaun/Perkuisit/Pemberian/Manfaat Yang Dikecualikan Cukai)

1.

(a) Gaji kasar, upah atau gaji cuti (termasuk gaji lebih masa)

b) Fi (termasuk fi pengarah), komisen atau bonus

c) Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal pembayaran
d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja

e) Manfaat Skim Opsyen Saham Pekerja (ESOS)

(f) Ganjaran bagi tempoh dari hingga

(
(
(
(

Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa
Jenis pendapatan (a)

(b)

Manfaat berupa barangan (Nyatakan:

Nilai tempat kediaman (Alamat:

Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan

RM
65,000.00
""""""" 30,000.00
"""""""""""" 0.00
0.00
""""""""""" 0.00
"""""""""""" 0.00
0.00
"""""""" 3,000.00
2,400.00
""""""""""" 0.00

CODE

AMOUNT DESCRIFT]|
3,000.00 [B02] - Milai Pemandu (value of Driver

2,400.00 [B12] - Milai Tempat Kediaman (Value of Living Accomadation)
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O. Slip Jawapan -
PCB2(Il)




Slip Jawapan - PCB2(ll) | Introduction

The 'Slip Jawapan' is a tax payment statement showing the tax and CP38 deduction amounts
from January to December.

This form can be distributed to employees along with the EA Form.
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Slip Jawapan - PCB2(ll)

Log in to EPAYROLL for the period
202412,

Login to TimeSolution

ALL
User ID
Password
Company IMPORTDL
I Period 2024 w \12—\.‘“2‘ J

By logging in, you are agree to comply with the
Acceptable Use Policy (AUP)

First time login / forgot password
Account will be locked after 5 times of incorrect login
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o Navigate to ‘Payroll — Reports — Income Tax'.

TIMES

SOFTWARE
Dashboard
Company Setup Employee Change Period
Payroll Setup Pay Items Lock Period

Statutory Setup
Utility

Process

Bonus Record
Special Record
Festival Advance
Transfer Payroll
AL Encash
Transfer Claim

Long Service Award

E-Document
Change Password
Batch Delete

Pay Record

Bonus Record

Special Record

Add. Emp PCB Relief
(TP1)

Emp BIK and VOLA (TP2)

Emp PCB History (TP3)

Company Select
Query Expert
Query Selection
Report Writer
Adhoc Query

Code Master Report
Payroll Report
Management Report
Bank Report
Statutory Report
EPF

S0Cs0

Income Tax

Zakat
Benefits In Kind




Slip Jawapan - PCB2(ll)

©) select ‘Slip Jawapan - PCB2(I)'

If your database includes multiple companies with different Employer Tax Reference Numbers,
choose the company to generate the report by selecting from the 'Income Tax Account No'

dropdown menu. Skip this step if it is not relevant.

CP39 Form

CP39 Text File Return
LHDN Bank Submission
CP21 (Leaver)

CP22A (Tax Clearance)
CP22 (Mew Employee)
EA Form

Slip Jawapan PCB (11}

E Form

slip Jawapan PCB (II)

Income Tax Account Mo. | -PLEASE SELECT- W
S ————
Period -PLEASE SELECT-

NOME (SHIN ENTERPRISE)

BULAN PCB CP38 NO. RESIT
—| NONE (SMITH GROUP BERHAD) T
Januart I:: E87654123-01 (TEST SDN BHD) | |
Februari I:: 09876545 (TIMES SOFTWARE PTE LTD)| | |
i
Mac | |l =l |
Apri | B =1 |
Mei | | =1 |
Jun | il L= |
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Slip Jawapan - PCB2(ll)

e Enter the tax payment receipt number or bank transaction reference number in the ‘PCB NO. RESIT’
column and the payment date in the ‘PCB TARIKH RESIT’ column.

Slip Jawapan PCB (II)

Income Tax Account No. E875654123-01 (TEST SDN BHD) s

Period 202412

BULAN PCB NO. RESIT PCB TARIKH RESTT cPag NO. RESTT CP28 TARIKH RESIT PCB NO. RESIT 2 PCB TARIKH RESIT 2
Januari 02-2024277123 11/02/2024 : :
Februari = ] =
Mac
April [02-2024277012 |
Mei |02-2024277643 11/06/2024 | | |
un [02-2024277777 | || 2570772024 | || | ] | 33| | | 1] |33
Julai [02-2024277084 | |[23/08/2024| || | ] | 33| | | |l |33
Ogos [02-2024277636 | |[13/09/2024| || | ] | 33| | | |l |3
September | |02-2024277688 | |[15/10/202«l 2L —_ — | ] | 3
Oktober | [02-202a277252 ... The receipt details entered here will | =
November | [02-2024277455 512, apply to all employees’ ‘Slip Jawapan. ] |
Disember | [02-2024277962 | |[0ar01/2024] :I‘ | | \ [ | :|| | | ] |3
SAVE RECEIPT GENERATE REPORT | GEMNERATE E-SLIP JAWAPAN | CAMCEL
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Slip Jawapan - PCB2(lI)

After completing the data entry for the receipt number and receipt date, generating the form would
be the next step.

Function Explanation
SAVE RECEIPT Save the receipt data you have entered.
GENERATE REPORT Generate Slip Jawapan in PDF format.

GENERATE E-SLIP JAWAPAN  Generate Slip Jawapan for employee access in TIMES EA / Email EA

Sepitember -202427 7688 157107 A02%
— — —

Oktober 02-2024277252 12/11/2024 ] |
— =

Movember 02-2024277455 13/12/2024

- — —
Disember 02-2024277962 04/01/2024 J J

SAVE RECEIPT GENERATE REPORT GENERATE E-SLIP JAWAPAN CANCEL
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Slip Jawapan - PCB2(lI)

e Here is an example of the Slip Jawapan

The system will populate the receipt details only if
the amount in the PCB column is greater than 0.00.

- PCB2(II).

~

If the Employer’s Contact Information for
the Slip Jawapan differs from the monthly
submission form, edit the contact details in
‘Payroll - Company Setup — Company
Profile’ before generating the form.

Z

~

e
/

PENYATA BAYARAN CUKAI OLEH MAJIKARN PCB 2(II-Pin. 2012
Tarikh - 041 2/2024

Kepada:
Ketua Pegawai EksekutifHetua Pengarah Hasil Dalam MNegeri
Lembaga Hasil Dalam Megeri Malaysia

Cawangan

Tuan,

Potongan Cukai Berjadual Tahum 1 2024

MNama Pehers 1 FARALIZA AHMAD
Mo. Kad Pengenalan/No. Passpot 1 881211084512
Mo. Cukai Pendapatan Pekerja 1 HGD4312344-01(0)
Mo. Pekerja : FOOODS

Mo. Majikan { E } : EBTE54123-01

Dangan homatnya saya merujuk kepada perkara di atas:

2. Potongan-potangan yang telah dibuat bagi pekeria di stas dalam tahun semasa adalah seperti berikut:

Bt Amnaun (R} No. Resit'No. Slip Bank/To Tankn Resitl
whan Transaksi Tarikh Transaksi
FCB == PCB CP38 PCB CP38
Tanuan T.00 o.00
Fabruan 0.00 0.00
Mac 000 0.00
Aprl 35.0:1 D.DOl 02202427 7012 | | T4oarz02% |
Wisi 000 0.00
Jun 000 0.00
Julai 0.00 0.00
Ogos D0.00) 0.00
September 0.00 0.00)
Oktober 0.00 0.00
Mowembar 0.00 000
| | | | |
Disember 579.un| |45.7o| OZ-202427 7002 | | DAI01/2024 |
: | | |
Jumiah E14.00| |45.7|1

3. Potongan-potongan yang telah dibuat bagi pendapatan pekerja untuk tahun terdshulu dalam tshun semasa
adalah seperti berikut:

Jeris Bulan Tahon Amaun PCB Mo, Resit! Tarikh Resit
Pendapatan (RM) Mo. Slip Bank/ Tarikh
No. Transaksi Transaksi

Sekian. Tenma Kasih.

MNama Pagawai : KATHY CHOW
Janwatan : ADMINISTRATION
Mama Dan Alamat Majikan  : TEST SDMN BHD

8-11. Bth Floor, Wisma UOA 11
Ne 21, Jalan Pinang

Kuals Lumpur

POSKOD: 50450
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10. Form E /
C.P8D




Form E / C.P.8D | Introduction

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-E and C.P.8D must contain ALL particulars of employees (including full time / part
time / contract employees and interns) and individuals who are responsible or engaged in
the management of the organization (including company directors, co-operative society’s
board members, association's controlling members and partners of limited liability
partnership).

2024 @ Timesoft Malaysia | Year End Seminar 267



Form E/ C.P.8D

Log in to EPAYROLL for the period
202412,

Login to TimeSolution

o Navigate to ‘Payroll — Reports — Income Tax'.

TIMES

By logging in, you are agree to comply with the
Acceptable Use Policy (AUP)

First time login / forgot password
Account will be locked after 5 times of incorrect login
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ALL
User ID
Password
Company IMPORTDL
I Period 2024 w \12—\.‘“2‘ J

SOFTWARE
Dashboard
Company Setup Employee Change Period
Payroll Setup Pay Items Lock Period

Statutory Setup
Utility

Process

Bonus Record
Special Record
Festival Advance
Transfer Payroll
AL Encash
Transfer Claim

Long Service Award

E-Document
Change Password
Batch Delete

Pay Record

Bonus Record

Special Record

Add. Emp PCB Relief
(TP1)

Emp BIK and VOLA (TP2)

Emp PCB History (TP3)

Company Select
Query Expert
Query Selection
Report Writer
Adhoc Query

Code Master Report
Payroll Report
Management Report
Bank Report
Statutory Report
EPF

S0Cs0

Income Tax

Zakat
Benefits In Kind
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Form E/ C.P.8D
e Select ‘E-Form’.

If your database includes multiple companies with different Employer Tax Reference Numbers,
choose the company to generate the report by selecting from the 'Income Tax Account No'
dropdown menu. Skip this step if it is not relevant.

CP39 Form E Form

Income Tax Account No. -PLEASE SELECT- w

—| IEﬁ =
E Form Reference Report: Bahagian A (Part A) e £ SELECT

NOMNE (SHIN ENTERPRISE)

CP39 Text File Return

LHDN Bank Submission
Al - Bilangan Pekerja (Mo. of employees)

CP21 (Leaver) NOME (SMITH GROUP BERHAD)

A2 - Bilangan Pekerja Tertakluk Kepada PCB (No. of employees

subjected to MTD E87654123-01 (TEST SDN BHD)
CP22A (Tax Clearance) ) )

A3 - Bilangan Pekerja Baru (No. of new employees) 09876545 (TIMES SOFTWARE PTE LTD)
CP22 (New Employee)

A4 - Bilangan Pekerja Berhenti (No. of employees who ceased 0

employment [/ died
EA Form pioy | )

A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan
Malaysia (Mumber of employees who ceased employment and left [

Slip Jawapan PCE (11 Malaysia)

E Form Form E Reference Report : C.P. 8D ‘ C.P. 8D - Pin. 2023 W "] Link Employee?
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Form E / C.P.8D

0 Explanation of the available options in the E-Form printing window.

Report Option  Explanation

Report from All reports in this section are intended solely for internal reference and checking.
A1 to A5 DO NOT submit to LHDN.

E Form
Income Tax Account No. -PLEASE SELECT- W
E Form Reference Report: Bahagian A (Part &) O

Al - Bilangan Pekerja (No. of employees)

A2 - Bilangan Pekerja Tertakluk Kepada PCB (Mo. of employees
subjected to MTD)

A3 - Bilangan Pekerja Baru (Mo. of new employees)

A4 - Bilangan Pekerja Berhenti (Mo. of employees who ceased
employment / died)

A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan
Malaysia (Number of employees who ceased employment and left
Malaysia)
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Form E/ C.P.8D

E Form - =
A6 Selection Results in A6
Income Tax Account MNo. -PLEASE SELECT- YES 1
E Form Reference Report: Bahagian A (Part A)
Al - Bilangan Pekerja (No. of employees) O NO 2
A2 - Bilangan Pekerja Tertakluk Kepada PCB (No. of employees —

subjected to MTD)

Select ‘Part A’ checkbox
to enable ‘A6’

A3 - Bilangan Pekerja Baru (Mo. of new employees)

A4 - Bilangan Pekerja Berhenti (No. of employees who ceased
employment / died)

A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan
Malaysia (Number of employees who ceased employment and left ]
Malaysia)

A6 - Melaporkan kepada LHDNM (Reported to LHDNM) NO W

PART A: INFORMATION ON NUMBER OF EMPLOYEES FOR THE YEAR ENDED 31 DECEMBER 2023

Number of employees L L
subjected to MTD

Number of employees
as at 31/12/2023 L L L L L

Number of new employees Number of employees o

who ceased employment / Ly
aliacl
Number of employees T T Reported to LHDNM 1=Yes
who ceased employment L 4 A6 (If A5 is applicable) 2=No

and left Malaysia
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Form E/ C.P.8D

Form E Reference Report : C.P. 8D
O Always select the latest format.

Link Employee?

0 Select the checkbox to merge records for
employees with matching New IC Number or
Passport Number.

O Merging will only work if the ‘Link Employee’
procedure has been completed.

O If there are no such instances in your
database, or if you do not wish to merge
records, uncheck it.

Include Voluntary?

O Select the checkbox if employees' monthly
EPF Voluntary amount does not combine

with standard contribution in ‘Modify Record'.
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E Form

Income Tax Account No.

E Form Reference Report: Bahagian A (Part A)

Al - Bilangan Pekerja (No. of employees)

A2 - Bilangan Pekerja Tertakluk Kepada PCB (Mo. of employees

subjected to MTD)

A3 - Bilangan Pekerja Baru (Mo. of new employees)

E87654123-01 (TEST SDN BHD) v

U
d

A4 - Bilangan Pekerja Berhenti (Mo. of employees who ceased O
employment / died) -

A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan
Malaysia (Number of employees who ceased employment and left [
Malaysia)

A6 - Melaporkan kepada LHDNM (Reported to LHDNM)

Form E Reference Report : C.P. 8D

Prepare text file submission

Submission Format

Majikan File Name (Employer File Name)

Pekerja File Name (Employee File Name)

GENERATE

NO  w

C.P. 8D - Pin. 2023 v Link Employee?

Data Praisi/e-CP8D (Prefill Data/e-CPED) W
MB8765412301_2024.txt
PE765412301_2024.txt

(J 1nclude Voluntary?
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Form E/ C.P.8D

Prepare text file submission -
D Enable th|S Option |f you Want tO generate Income Tax Account No. E87654123-01 (TEST SDN BHD) v
the C_ P_8D teXt file_ E Form Reference Report: Bahagian A (Part A)
Al - Bilangan Pekerja (No. of employees) O
Subm |SS|On Format Azb_' Bi;agg{anMF;n_e[I;;Ua Tertakluk Kepada PCB (Mo. of employeas 0
subjected to
. . - Bilangan Pekerja Baru (No. of new employees O
Q There is only one available format. o mmm—— (Nf m——
. A4 - Bilangan Pekerja Berhenti (No. of employees who cease —
O Both Prefill and C.P.8D now share the cmployment did) -
A5 - Bil_angan pekerja yang berhenti kerja untuk meninggalkan
Same fo rmat. ma:ays!a)[hlumber of employees who ceased employment and left O
alaysia
A6 - Melaporkan kepada LHDNM (Reported to LHDNM) NO
Majlkan Flle Name (Employer Flle Name) Form E Reference Report : C.P. 8D C.P. 8D - Pin. 2023 v Link Employee?
O Only applicable for submission via Postal S T
De||very / Hand Dellvery to LH DN . Submission Format Data Praisi/e-CP8D (Prefill Data/e-CP8D) W
Majikan File Name (Employer File Name) M8765412301_2024.txt
Peker’ja Flle Name (Employee F|Ie Name) Pekerja File Mame (Employee File Name) P8765412301_2024.txt
3 g 3 AMH O nclude Voluntary?
a For submission via eFiling, only the e volunay
'‘Employee’ file is required to be uploaded. CENERATE
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Form E/ C.P.8D

e When ready to generate the forms/text —
ﬁle, CIiCk 'GENERATE’ Income Tax Account No. | E87654123-01 (TEST SDN BHD) v

E Form Reference Report: Bahagian A (Part A)

Al - Bilangan Pekerja (Mo. of employees)

A2 - Bilangan Pekerja Tertakluk Kepada PCB (No. of employees
subjected to MTD)

A4 - Bilangan Pekerja Berhenti (No. of employees who ceased

A3 - Bilangan Pekerja Baru (Mo. of new employees)
employment / died)

A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan
Malaysia (Mumber of employees who ceased employment and left

Malaysia)
A6 - Melaporkan kepada LHDNM (Reported to LHDNM) NO W
Form E Reference Report : C.P. 8D | C.P. 8D - Pin. 2023 hd | Link Employee?

Prepare text file submission

Submission Format | Data Praisi/e-CP8D (Prefill Data/e-CP8D) v |
Majikan File Mame (Employer File Name) | M8765412301_2024.txt
Pekerja File Name (Employee File Name) | P8765412301_2024.txt

[J 1nclude Voluntary?

GENERATE
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Form E / C.P.8D

e File generation in progress.

Please be patient, as the time
taken depends on the
database size.

Do not interrupt the process
by performing 'End Task' or
'Force Shutdown' to avoid
data corruption."
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Form E/ C.P.8D

a All forms will be downloaded as a compressed ZIP file.

I> Downloads > E Forms.zip I

<« ¢} ® localhost/TimeSolution/Index.aspx bxd &
TIMES = & Recent download history ® ?
SOFTWARE - .
> Dashboard . EFormszip
4 33.6KB - Done
Full download history A

CP39 Form Income Tax Account No. EB7654123-01 (T.

The downloaded

E Form Reference Report: Bahagian

CP39 Text File Return A (Part &)

LHDN Bank Submission e fl I elsaziz p fl I e
A2 - Bilangan Pekerja Tertakluk

CP21 (Leaver) Kepada PCB (No. of employees
subjected to MTD)

CP22A (Tax Clearance)
A3 - Bilangan Pekerja Baru (No. of
new employees)

CP22 (New Employee)
A4 - Bilangan Pekerja Berhenti (No.

EAF of employees who ceased

orm employment / died)

Slip Jawapan PCB (II) AS; Bilangan pe}(er]'a yang berhe!'lti
kerja untuk meninggalkan Malaysia
(Number of employees who ceased

E Form employment and left Malaysia)

- A - Melaporkan kepada LHDNM
Pay History Report (Reported to LHDNM) NG v~
Linked Employee Form E Reference Report : C.P. 8D | C.P. 8D - Pin. 2023 ~ ‘ Link Employee?

Prepare text file submission

Submission Format | Data Praisi/e-CP8D (Prefill Data/e-CP8D) v ‘

Majikan File Name

L4
(Employer File Name) ] ‘ MB8765412301_2024.txt |

Pekerja File Name

|PS76541230172024.txt |

Mame

£ Details For Al.pdf

%) Details For A2.pdf

(ov)

Details For A3.pdf

(i)

Details For A4.pdf

(ov)

Details For AS.pdf

(i)

(ov)

E Form Reference.pdf

Tl Sort ~

= View ~ (@ Extrac
Type
Adobe Acrobat Document

Adobe Acrobat Document

1 a i

Form E Reference Report Pin 2023...

=] M8765412301_2024.txt

=] P8765412301_2024.txt

Example of the zip
file contents if
selected all reports

Adobe Acrobat Document
Text Document

Text Document

(Employee File Name)

[ include vol untary?

GENERATE
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Form E Reference Report



Form E Reference Report for “Bahagian A” (Part A)

This report provides the necessary headcount details to accurately complete the headcount section in

Form E e-Filing.

E Form
Income Tax Account No. | E87654123-01 (TEST SDN BHD) A |
I E Form Reference Report: Bahagian A (Part A) I
TEST SDN BHD
A1 - Bilangan Pekerja (No. of employees) 2024 Form E Reference Report
A2 - Bilangan Pekerja Tertakluk Kepada PCE (No. of employees
subjected to MTD)
BAHAGIAN A : MAKLUMAT BILANGAN PEKERJA BAGI TAHUN BERAKHIR 31 DISEMBER 2024
A3 - Bilangan Pekerja Baru (No. of new employees)
A4 - Bilangan Pekerja Berhenti (No. of employees who ceased , i Bilangan pekerja tertakluk
employment / died) A1 | Bilangan pekerja 14 A2 gan pexer] 8
) kepada PCB
A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan )
Malaysia (Mumber of employees who ceased employment and left  E4 pr— . . P
Malaysia) A3 E;I?L:'ngan pekerja 5 A4 | Bilangan pekerja berhenti 3
A6 - Melaporkan kepada LHDNM (Reported to LHDNM) —
. + Bilangan pekerja yan —
Form E Reference Report : C.P. 8D C.P. 8D - Pin. 2023 A5 berh 8 i E , ] :’; kg 1 A6 Telah melaporkan kepada LHDNM} 1=Ya
er .en I Kerja untu . [Jika A5 berkaitan) 2 =Tidak

Prepare text file submission r‘nenlnggalkan Malayma

Submission Format | Data Praisi/e-CP8D (Prefill Data/e-CP8D) v |

Majikan File Name (Employer File Name) ] | M8765412301_2024.kxt

Pekerja File Name (Employee File Mame) | PE765412301_2024.txt
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Employee list for "Bahagian A1-Bilangan pekerja”

Part A1 — Number of active employees as at 31/12/2024

Employees (including full time / part time / contract employees and interns) and individuals who are responsible or
engaged in the management of the organization (including company directors, co-operative society’s board members,
association's controlling members and partners of limited liability partnership).

E Form
Income Tax Account No. | es7es4123-01 (TEsT TEST SDN BHD Date  -04/12/2024 06:19 PM
_ Details For A1 - Bilangan Pekerja 2024 UserID : SUPPORT
E Form Reference Report: Bahagian A (Part A)
IM - Bilangan Pekerja (No. of employees) I No. Employee# Name Hired Date Termination Date Last Pay Date
1. A0O1 AGNES NG 11/03/2021
A2 - Bil Pekerja Tertakluk Kepada PCB (Mo. of I
o L 2. BOO1 BADRUL ALI 08/08/2018
102/
A3 - Bilangan Pekerja Baru (No. of new employees) 3. €S001 CASSIE 19/02/2024
4. DO005 DANSON TEE 17/05/2023
A4 - Bil Pekerja Berhenti (No. of | h d
employment | dedy o (o- of employees ho cease 5. F0005 FARALIZA AHMAD 18/10/2023
A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan 6. FWO0001 BELINDA CLAIRE 21/12/2023
Malaysia (Mumber of employees who ceased employment and left 7 Joo1 JOEE LIM 08/03/2023
Malaysia) : T
8. KO0001 KELLY LIM 15/12/2023
A6 - Melaporkan kepada LHDNM (Reported to LHDNM) 9 RO001 RYAN TENG BO TEE 06/12/2017
Form E Reference Report : C.P. 8D | C.P. 8D - Pin. 2023 | 10. S001 SERENE LEE 01/11/2023
11. TO0O01 TERENCE LAU 01/07/2024
Prepare text file submission 12.  T002 TEST NEW EMPLOYEE FOREIGNER 01/12/2024
Submission Format | Data Praisi/e-CP8D (Prefill Data/e-| 13. WSs001 WAI SAN 09/03/2022
. ) i 14. Y0001 YOYO TEH 17/05/2024
Majikan File Name (Employer File Name) ] | MB8765412301_2024.txt
Pekerja File Name (Employee File Mame) | P8765412301_2024.txt

2024 @ Timesoft Malaysia | Year End Seminar 279



Employee list for

“Bahagian A2—-Bilangan pekerja tertakluk kepada PCB dalam tahun 2024”

Part A2 — Number of employees subject to MTD in 2024

Majikan File Name (Employer File Name)

Pekerja File Name (Employee File Name)

E Form

Income Tax Account Mo. | E87654123-01 (TEST SDN BHD) v |

E Form Reference Report: Bahagian A (Part &)

A1l - Bilangan Pekerja (No. of employees) TEST SDN BHD Date - 04/12/2024 06-19 PM

AZ - Bilangan Pekerja Tertakluk Kepada PCB (No. of employees 5 N % .

subjected to MTD) Details for A2 - Bilangan Pekerja Tertakluk Kepada PCB 2024 User ID - SUPPORT

A3 - Bilangan Pekerja Baru (No. of new employees) No. Employee# Name Total Tax

A4 - Bilangan ngelja Berhenti (No. of employees who ceased 1. B0O1 BADRUL ALI 340.10

employment / died) 2. CS001 CASSIE 25,919.85

A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan |

Malaysia (Number of employees who ceased employment and left 3 F0005 FARALIZA AHMAD 614.00

Malaysia) 4. FW0001 BELINDA CLAIRE 6,816.00

A6 - Melaporkan kepada LHDNM (Reported to LHDNM) 5. JoOo1 JOEE LIM 1,480.20

Form E Reference Report : C.P. 8D C.P. 8D - P| 6. KO0o1 KELLY LIM 19,691.70

7. K0010 KENZO MUZUKI 192.00

Prepare text file submission 8. TESTOO1 TESTOO1 1,179.20
Submission Format | Data Praisi/e-CPSD (Pre| Total 56,233.05

O M8765412301_2024 7T

| P8765412301_2024.txt
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Employee list for "Bahagian A3—Bilangan pekerja baru dalam tahun 2024”

Part A3 — Number of new employees in 2024

E Form

Income Tax Account Mo.
E Form Reference Report: Bahagian A (Part &)

A1l - Bilangan Pekerja (No. of employees)

subjected to MTD)

AZ - Bilangan Pekerja Tertakluk Kepada PCB (No. of employees

| E87654123-01 (TEST SDN BHD)

I A3 - Bilangan Pekerja Baru (No. of new employees)

employment / died)

Malaysia)

Form E Reference Report : C.F. 8D

Prepare text file submission
Submission Format

Majikan File Name (Employer File Name)

Pekerja File Name (Employee File Name)

A4 - Bilangan Pekerja Berhenti (No. of employees who ceased

A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan
Malaysia (Number of employees who ceased employment and left

|

A6 - Melaporkan kepada LHDNM (Reported to LHDNM)

TEST SDN BHD
Details For A3 - Bilangan Pekerja Baru 2024

Date :04/12/2024 06:19 PM
User ID : SUPPORT

C.P. 8D - P

No. Employee# Name Department Code Hired Date

1. CSso01 CASSIE NONE 19/02/2024

2. K0010 KENZO MUZUKI SD 14/07/2024

3. TOOO01 TERENCE LAU NONE 01/07/2024

4. TOO2 TEST NEW EMPLOYEE FOREIGNER NONE 01/12/2024

5. Y0001 YOYO TEH NONE 17/05/2024
A, 2023 T U

| Data Praisi/e-CP8D (Prefill Data/e-CP8D) v |

O | M8765412301_2024.

txt

| P8765412301_2024

At
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Employee list for

“Bahagian A4—Bilangan pekerja yang berhenti kerja dalam tahun 2024”

Part A4 — Number of employees

ceased employment in 2024

2024 @ Timesoft Malaysia | Year End Seminar

E Form
Income Tax Account MNo. | E87654123-01 (TEST SDN BHD) A
E Form Reference Report: Bahagian A (Part &)
A1l - Bilangan Pekerja (No. of employees)
AZ - Bilangan Pekerja Tertakluk Kepada PCB (No. of employees
subjected to MTD)
A3 - Bilangan Pekerja Baru (No. of new employees)
A4 - Bilangan Pekerja Berhenti (No. of employees who ceased
employment / died)
A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan Date - 04/12/2024 06:19 PM
Malaysia (Number of employees who ceased employment and left TEST SDN BHD
Malaysia) Details For A4 - Bilangan Pekerja Berhenti 2024 User ID - SUPPORT
A6 - Melaporkan kepada LHDNM (Reported to LHDNM) YES ) )
No. Employee® Name Department Code Termination Date
Form E Reference Report : C.P. 8D C.r.8l 1. KO010 KENZO MUZUKI SD 30/11/2024
2. TESTOO1 TESTOO1 FINANCE 30/01/2024
Prepare text file submission
3. 34104 TAN MARINA AMIRAH BINTI TAN AHMAD ANG_NKF 01/10/2024
Submission Format Data Praisife-CP8D
Majikan File Name (Employer File Name) O | MB8765412301_2024.txt
Pekerja File Name (Employee File Name) | P8765412301_2024.txt
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Employee list for
“Bahagian A5-Bilangan pekerja yang berhenti kerja untuk meninggalkan Malaysia dalam tahun 2024”

Part A5—Number of employees ceased employment and left Malaysia in 2024

E Form |

Income Tax Account No. es7es4123-01( TEST SDN BHD
Details For A5 - Bilangan pekerja yg berhenti kerja utk meninggalkan Malaysia 2024 User D :SUPPORT

Date  :04/12/2024 06:19 PM

E Form Reference Report: Bahagian A (Part &)

A1 - Bilangan Pekerja (No. of employees) No. Employee# Name Department Code Termination Date
E / M1/

AZ - Bilangan Pekerja Tertakluk Kepada PCB (No. of employees 1. K0010 KENZO MUZUKI SD 30/11/2024

subjected to MTD)

A3 - Bilangan Pekerja Baru (No. of new employees)

A4 - Bilangan Pekerja Berhenti (No. of employees who ceased

employment / died)

A5 - Bilangan pekerja yang berhenti kerja untuk meninggalkan

Malaysia (Number of employees who ceased employment and left Detail Career Bank Employment Address Leave/Benefit Calendar Misc  Free Fields = Exit Records

Malaysia)

A6 - Melaporkan kepada LHDNM (Reported to LHDNM) m G O m SAVE DELETE CAMNCEL
Form E Reference Report : C.F. 8D C.P. 8D - Pin. 20

Prepare text file submission

Employee ID / Name ‘ K0010 [KENZO MUZUKI]

‘ Tender Information

Submission Format | Data Praisi/e-CP8D (Prefill D3
B T e IR () [me765412301_z024.0¢ | | Resignation Reason EMPLOYEE RESIGNED & LEFT MSIA [E-FORM AS] [LEFT-MY] v || e
Pekerja File Name (Employee File Name) | P8765412301_2024.txt Tender Date ReSig nation Reason

Motice Period [ By — LEFT_MY
Resignation Date — — Last Day of Work :

Last Payment Date 30/11/2024 :
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Text File Submission Format



Prefill Data/e-CP8D | Employee (Pekerja) File

The highlighted record below shows a person with no payout activity in the payroll.
To remove the record from appearing, set 'Exclude from Form E / C.P.8D' to 'YES' in ‘EMS,’ as explained
in previous sessions.

5 P8765412301_2024.txt X -+

1 File Edit View

AGNES NG|e||1|2|16-03-2019|2]|@|@|37e96]||]||6555|7500|e|3912|e|e|e|e]|113
BADRUL ALTI|54321234501|800911094444|1|2|11-12-2044|1|3|18000|52026(222|||@|12850|0|6589|150.00|340.10|%a.00|0]95
CASSIE|@||1]|2|19-07-2044|2|@|e|1785ee| || |3eee|e|e|19635|@|25919.85]|1858.55]|@|228
DANSON TEE|@||1]2]|16-05-2021|2|0|0|34648]|]|||0|2500|0|0|0|0|0|C|0
FARALTZA AHMAD|@04312344016|681211094512|1|2|31-12-2028|2|0e|e|53900|1200]|||e|1560|250.0a|5797|0|614.a0|145.7a|0|281
BELINDA CLAIRE|@||1]2]e7-12-2042|2|0|e|10e400|3000|2400]| |8c0|0|0|0|0|6816.00|0|0|163
JOEE LIM|@|890712051298|1|2|25-03-2057|2|0|0|62669|]|||e|e|e|6884|e|1480.20]|0|0|297
KELLY LIM|@]||1]|2]|14-12-2031]|2|e|e|154166]|]|||e|e|e|16962|0|19691.70|0|0|436
KENZO MUZUKI|@||e|2|3e-11-2024|2|e|e|1eeee||||e|e|e|e|e|192.e6|0]e]|0
RYAN TENG BO TEE|@|]|2]|2|2e-12-2011|2|3|2400a|72000]|]|||0|12500|0|0|0|e|e|0|0
SERENE LEE|e||1]|2]15-e4-2041|2]|e|e|e]||]||e|e|e|e|e|e|e|e|e
TERENCE LAU|e||1]|2|11-a@7-2044|2|0|0|1ee]|]|||a|e|e|e|e|e|e]|e]|e
TEST NEW EMPLOYEE FOREIGNER|@||1]2|22-12-2e55|2|e|e|e]|]|||e|e|e|e|e|a|e|e]|e
TESTeol|e||1]|2|30-01-2024|2|0|0|14548||||e|e|e|1602]|0|1179.2@|0]|0]|59
{ TAN MARINA AMIRAH BINTI TAN AHMAD|@|e3ese1e3e0494|1|2|es5-11-2024|2|e|e|e4|]|||elele|o|e|e|e]|e|e
{ WAT SAN|7653456765||1]|2|23-12-2049|2|e|a|31125]]|||2ee|e|e|3417|e|e|e|e]|72
| vovo TeH|e||1]|2]|21-12-2031|2|e|e|6693|]|]||e|e|e|781|e|e|e|e|16

Ln1, Col1 1,325 characters 100% Windows (CRLF) UTF-8
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Prefill Data/e-CP8D | Employer (Majikan) File

If you are submitting the C.P.8D text file via e-Filing, Employer file is not required.
Employer File is only applicable for submission via Postal Delivery / Hand Delivery to LHDN.

- O X
B M8765412301_2024.txt x -+

. File  Edit  View 3

| 8765412301 |TEST SDN BHD|2024]

Ln 1, Col 29 28 characters 100% Windows (CRLF) UTE-8
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Form C.P.8D [Internal Reference]



Form C.P.8D | Example

The highlighted record below shows a person with no payout activity in the payroll. {Column K = 0}.

To remove the record from appearing, set 'Exclude from Form E / C.P.8D' to 'YES'

previous sessions.

INn

‘EMS,’ as explained in

A B C D E F G H i J K L M N 5] P [ a R S T [ 1] v ]
Bil. Nama Pekerja Mo. Pengenalan Mo. Kategori| Status Tarikh Cukai Pelepasan Anak Jumilah Manfaat Nilai Manfaat Elaun / Jumlah Tuntutan Caruman | Zakat Yang Jumlah Insurans Caruman
Cukai (TIM) Pengenalan ! | Pekerja | Pekerja |Persaraan/| Ditanggung Yang Layak Saraan Berupa Tempat Skim Perkuisit / Potongan Oleh Kepada Dibayar potongan perubatan PERKESO
Pasport Tamat Oleh Majikan |Bilangan| Jumlah Kasar Barangan | Kediaman Opsyen Pemberian / Pekerja Melalui Kumpulan Melalui cukai yang dibayar | yang dibayar
Kontrak ((Isikan 1 atau 2)] Anak | Pelepasan Saham Manfaat Yang Borang TP1 Wang Potongan mielalui melalui
1=Ya Pekerja Dikecualikan | Pelepasan Zakat Simpanan Gaji PCB CP 38 potongan potongan
2 =Tidak [ESOS) Cukai Pekerja gaji gaji
(RM) (RM) (RM) (RM) (RM) (RM) (RM) (RM) (RM) (RM) (RM) (RM) (RM) (RM)
1 |AGHES NG 1 2 18-03-2018 2 0.00) 37.096.77) 0.00) 0.00 0.00) 6,555.00) 7.500.00 0.00] 3.812.00 0.00 0.00 0.00) 0.00) 113.40
2 |BADRUL AL 15543212345-01(0|80081 1094444 1 2 11-12-2044 3 18.000.00] 52,026.45 222.00) 0.00 0.00) 0.00] 12,250.00 0.00 6.568.00| 150.00 340.10 20.00) 0.00) 95.55
3 |CASSIE 1 2 18-07-2044 2 0.00) 178,500.00) 0.00) 0.00 0.00) 3.000.00) 0.o0) 0.00] 18.6:35.00| 0.00 25,018.85 1,858.55 0.00) 228.80
4 |DANSON TEE 1 2 18-05-2021 2 0.00) 34,648.40) 0.00] 0.00 0.00) 0.00] 2.500.00 0.00 0.00] 0.00 0.00 0.00 0.00) 0.00
§ |FARALIZA AHMAD 1G04312344-01(0) 881211094512 1 2 31-12-2028 2 0.00) 53,800.00) 1,200.00 0.00 0.00) 0.00]  1,500.00 250.00, 5,787.00| 0.00 614.00 145.70 0.00) 281.40
6 |BELINDA CLAIRE 1 2 07-12-2042 2 0.00) 100,400.00) 3.000.00) 2,400.00 0.00) 800.00) 0.o0) 0.00] 0.00) 0.00 3,8168.00 0.00) 0.00) 183.50
7 |JOEE LIM 490712051288 1 2 25-03-2057 2 0.00) fi2,6E0.94 0.00] 0.00 0.00) 0.00] 0.00) 0.00) £.884.00| 0.00 1,480.20 0.00 0.00) 2087.85
8 |KELLY LIM 1 2 14-12-2031 2 0.00) 154,166.67) 0.00) 0.00 0.00) 0.00) 0.o0) 0.00] 16.862.00| 0.00 18,601.70 0.00) 0.00) 436.80
9 |[KENZO MUZUKI 2 30-11-2024 2 0.00) 10.000.00| 0.00] 0.00 0.00) 0.00] 0.00) 0.00 0.00] 0.00 192.00 0.00 0.00) 0.00
! 0 IR'(A‘»J TENG BO TEE ! ! ! 2 ! 2 I20-‘2-23‘ 1I 2 ! 3 ! 24.[!0[!.30I ?Q.JDE.JDI D.EIEII D.!JIJI IJ.IIIDI [!.IIIDI ‘2.5[!:].0[!I D.[!IIII D.EIEII :I.[!l]I [!.D[!I [!.!JDI [!.IIIDI 0.00
| 11 [s=reneLEe | | | 1 | 2 [isoe204 2 | | 0.0q] 0.00] 0.00] 0.00] 0.0q] 0.0q] 0.00] 0.0q 0.00] 0.0q] 0.00] 0.0 0.0q] 0.00
| 12 |TERENCE LAU | | | 1 | 2 |11-07-2044] 2 | | 0.00| 100.00| 0.00| 0.00| 0.00] 0.00| o.oq 0.0 0.00| 0.00| 0.00| 0.00| 0.00] 0.00|
13 [TEST NEW EMPLOYEE FOREIGNER | | | 1+ | 2 [ezioomss 2 | | 0.00] 0.00] 0.00] 0.00] 0.0q 0.00] 0.00 0.0q] 0.00] 0.01) 0.00] 0.0 0.00] 0.00]
14 |TESTOO1 1 2 30-01-2024 2 0.00) 14,548.38] 0.00] 0.00 0.00) 0.00] 0.00) 0.00) 1.602.00 0.00 1,174.20 0.00 0.00) 58.50
15 [ TAN MARINA AMIRAH BINTI TAN AHMAD 030601030404 1 2 |o5-11-2024 2 0.00| 54.52] 0.00| 0.00) 0.00| 0.00| 0.00 0.04 9.00| 0.00 0.o0 0.00| 0.00| 045
18 |WAI SAN 567653458765 1 2 23-12-2048 2 0.00) 31.125.16 0.00] 0.00 0.00) 200.00) 0.00) 0.00 3.417.00| 0.00 0.00 0.00 0.00) 72.70
17 |YOY0 TEH 1 2 21-12-2031 2 0.00) 6,683.68 0.00] 0.00 0.00) 0.00] 0.00) 0.00 781.00| 0.00 0.00 0.00 0.00) 18.45
JUMLAH| 42,000.00] 807838.97) 4.422.00) 2.400.00 0.00) 10,555.00) 38,850.00) 250.00, 35,588.00) 150.00] 58,233.05 2,084.25 0.00) 1766.50
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Overview of Columns A to Column W in C.P. 8D

Detail Career

e|e]2]>

Employee ID f Name

Personal Details

Employee ID *
First Name
Middle Name
Last Name
Full Name *
Alias

Mative Name

Bank

Employment

NEW

Y0001 [YOYO TEH]

Y0001

YOYO TEH

Address

Leave / Benefit

SAVE

Calendar

DELETE

Misc

CAMNCEL

E] Is Supervis

B Nama Pekerja Employee Name
Name of employee
A B I C D E F G
No.) MName of | Tax ldentification /|Category of| Employee Date of
employee [ldentification| passport no. |employee '| Status | Retirement /
No. (TIN} End of
Contract
1
2
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Overview of Columns A to Column W in C.P. 8D

Income Tax No.

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

A B C D E F G
No. MName of Tax dentification /|Cateqgory of|[ Employee Date of
employee | ldentification || passport no. |employee '| Status | Retirement /
No. (TIN) End of
Contract
1
2

E-Payroll = Statutory Reguirement  Allowances/Deductions = Stop Payment

3 A N t SAVE CANCEL

Employee ID / Name BOO1 [BADRUL ALI]

Statutory Type

() EPF / SOCSO / Union / EIS (@ PCB / Income Tax Info () Registered ID / Bank / ¢

PCB Setting Income Tax Information

Income Tax Status

RESIDENT
MNon Resident tax End Period [YYYYMM)
Returning Expert End Period (YYYYMM)
Tax Marital Status SINGLE
Disabled Individual NO W

Income Tax MNo. [G543212345-01(0)
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Overview of Columns A to Column W in C.P. 8D

D No Pengenalan/ Pasport
Identification / passport no.

Capture IC/Passport No based on the
settings of ‘ID for Income Tax'.

Contract

Employee ID / Name BOO1 [BADRUL ALI]

Statutory Type

2024 @ Timesoft Malaysia | Year End Seminar

1 Registered ID of Statutory Board / Bank
|D for Income Tax MNEW ID
2
ID for SOCSO
OLD ID
|D for EPF
PASSPORT
ID for EIS | NEW ID

() EPF / SOCSO / Union / EIS () PCB / Income Tax Info

A B C I D E F G
E-Payroll ~ Statutory Requirement  Allowances/Deductions
No. MName of Tax ldentification /|Lategory of| Employee Date of
employee |ldentificatiofi| passport no. |pmployee '| Status | Retirement / 3 ala t SAVE
No. (TIN) End of ) '

CANCEL

Stop Payment

@ Registered ID / Bank / Other ACC
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Overview of Columns A to Column W in C.P. 8D

E Kategori Pekerja Based on the settings of ‘Tax Marital Status’.
Category of Employee

F Status Pekerja Based on the settings of ‘C.P.8D Employee Status’.
Employee Status

H Cukai Ditanggung Oleh Majikan Based on the settings of ‘E-Form CP8D Column H - Tax borne by

o )

Tax borne by employer employer Indicator’.
Statutory Type E F G H

() EPF / SOCSO / Union / EIS (@ PCB / Income Tax Info () Registered ID / Bank / Other ACC () Foreigner Info

Category of | Employee Date of Tax borme
1 -
PCB Setting Income Tax Information Dependent Children RS e RETE:_IE‘;'-';:t LeE o iE
-
The number of children eligible(factor): 9.00 L
Income Tax Status RESIDENT v ' aib A Contract
(Enter T ar 2)
Non Resident tax End E-Form CP8D Column F
Period (YYYYMM) - Tax borne by employer | YES v 7= Yes
Indicat 2=No

Returning Expert End naicator

Period (YYYYMM) CP8D Employee Status Status 2: Permanen! v

Tax Marital Status SINGLE v Exclude from Form E /

NO v
. C.P.8D
Disabled Individual NO v Disabled NO v
Spouse
Income Tax No. 1G543212345-01( Lol e SHAH ALAM
Branch.
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Overview of Columns A to Column W in C.P. 8D

G Tarikh Persaraan / Tamat Kontrak
Date of Retirement / End of Contract

Detal Career Bank Employment  Address

1IQEE NEW

Employee ID / Name BOO1 [BADRUL ALT]

Tender Information

Resignation Reason

Tender Date

Notice Period / By 0|| MONTH

Resignation Date

Leave / Benefit

Calendar

Last Day of Wark

2024 @ Timesoft Malaysia | Year End Seminar

F I G I H
Captu re based on the '|Category of Emplovela Date of Tax bome
. ) . , employee '| Status | | Retirement / | by employer
Resignation Date’. Endof.
g c 0 ontrac
If the ‘Resignation Date’ is Enter 1 or 2)
empty, the ‘Retirement Date’ will S
be captured. 2=No
Misc = Free Fields = Exit Records
CANCEL
Detail Career Bank  Employment Address Leave/Benefit Calendar | Misc = Fre
Jel>]- NEW SAVE DELETE CANCEL
Employee ID / Name BOO1 [BADRUL ALI]
Confirmation & Notice (Master Data)
Hired Date 08/08/2018
Motice Period (For Resignation) 0 Notice By MONTH hd
Retired Age (Year) &0 Retirement Date 11/12/2044 =
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Overview of Columns A to Column W in C.P. 8D

| Bilangan Anak
No of Children

J Jumlah Pelepasan Anak
Total Relief

Actual dependent child count, not the Total Eligible value.
Example : Column | =3

Total Eligible x $2,000.00 per eligibility

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

Column J = 9 x $2,000.00 = $18,000.00

Employee Dependent Children x G H I i | ] K
* No. of children { own, legitimate child or step child ) based on the category Tarikh Cukai F'elepas an Anak Jumlah
100%  50% Persaraan/| Ditanggung Yang Layak Saraan
(@) Under the age of 18 years 1 0 Tamat Oleh Majikany (Bilangan| Jumlah Kasar
(b) 18 Years & above and studying(included Certificate/Marticulation) 0 0 Kontrak {lSIk-ﬂll 1 atau } Anak PE'EpﬂSﬁI'I
) Above 18 years and studying full time in diploma level z 0 1 - Ya
(© onwards(Malaysia) or Degree level onwards (outside Malaysia) 2 = Tidak
(d) Disabled child 0 0
(e Disabled child studying in diploma or higher level (in Malaysia)/degree 0 0 {RM} {RM}
) or its equivalent (outside Malaysia) 11-12-2044 1 3 18 000.00 52 126.45
Total Eligible 9 :
e ———————————————
YEAR EFFECTIVE PERIOD ELIGIBLE
2023 202312 9
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Overview of Columns A to Column W in C.P. 8D

(0] Data Capturing K L T N

Jumlah Saraan Kasar i Total ¢ Benefits | Value of living | Empl
K . Total Gross Taxable Remuneration B I ;;-:E
Total gross remuneration including benefits-in-kind, value of living option
accommodation benefit and (£SO

remuneration in arrears in respect of

preceding years. (RM) (RM) (RM) (RM)

Data source from the pay items below:

O System codes such as Basic,
TotalNPL, Total Overtime, Total Shift,
Total RestDay.

O Allowance/Deduction codes linked
to tax line EA No. from 1 to 23 and
26 to 27.

O BIK Entry screen in column Part B1,
B2, B3 and B4.
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Overview of Columns A to Column W in C.P. 8D

L Manfaat Berupa Barangan Data source from:

Benefits in kind O Allowance/Deduction codes linked to tax line EA No. from 5 to 16.
O BIK Entry screen in column Part B.3-Manfaat berupa barangan.
U TP2 records.

M Nilai Tempat Kediaman Data source from:

Value of living accommodation 1 Allowance/Deduction codes linked to tax line EA No. 17.
O BIK Entry screen on column Part B 4.- Nilai tempat kediaman.

K I L M N 0
Total gr-:rssl Benefits | Value of living |JEmployee | Tax exempt
remuneration inkind |accommodation share allowances f
option perquisites [ |
scheme gifts /
(ESOS) benefits
benefit
{RM) {RM) (RM) (RM) {RM)

2024 @ Timesoft Malaysia | Year End Seminar 297



Overview of Columns A to Column W in C.P. 8D

N Manfaat Skim Opsyen Saham Pekerja (ESOS) Data source from:
Employee share option scheme (ESOS) benefit 1 Allowance/Deduction codes linked to tax line EA No. 26.
O BIK Entry screen on column Part B1 - Manfaat Skim
Opsyen Saham Pekerja (ESOS).

= Ll .

K L M I N 0

Total gross Benefits | Value of Ii'urinéll Employee |} Tax exempt

remuneration 2 inkind |accommodati share allowances /
option perquisites [ |
scheme gifts /
(ESOS) benefits
benefit
{RM) {RM) (RM) (RM) {RM)
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Overview of Columns A to Column W in C.P. 8D

O Elaun / Perkuisit / Pemberian / Data source from:

Manfaat Yang Dikecualikan Cukai O Allowance/Deduction codes linked to tax line EA No. 25.

Tax exempt allowances / O Tax Exempt Allowance codes linked to Tax Exempt Code (P02 to P07).
perquisites / gifts / benefits QO BIK Entry screen on column Part F - Jumlah Elaun / Perkuisit /

Pemberian / Manfaat Yang Dikecualikan Cukai.

=

K L M N I 0

Total gross Benefits | Value of living Errploveel Tax exempt

remuneration inkind |accommodation share allowances f
option perquisites /
scheme gifts /
(ESOS) benefits
benefit

{RM) {RM) (RM) (RM) {RM)
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Overview of Columns A to Column W in C.P. 8D

P Jumlah Potongan Dituntut Melalui Borang TP1 — Pelepasan Data source from TP1 with code C01 to C15.
Total claim for deduction by employee via Form TP1 - Relief

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

P Q | R S T u
Total claim for lContrih Liticn Fakat Total tax
deduction by o Employees | paid via deduction
employee via Form| | Provident salary
TP1 Fund deduction
Relief | Zakat? MTD | CP38
{RM] (RM] (RM) (RM] {RM] (RM)
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Overview of Columns A to Column W in C.P. 8D

R Caruman Kepada Kumpulan Wang Simpanan Pekerja Data source from:
Contribution to Employees Provident Fund O Employee EPF processed in EPAYROLL.
O BIK Entry Screen on column Part E 1.
S Zakat Yang Dibayar Melalui Potongan Gaji Data source from:
Zakat paid via salary deduction U Employee Zakat processed in EPAYROLL.

O BIK Entry Screen on column Part D 3.

P Q | R S T u

Total claim for Contribution Fakat Total tax

deduction by to Employees | paid via deduction

' |lemployee via Fo Provident salary
TP1 Fund deduction
Relief | Zakat MTD | CP38
{RM] (RM] (RM) (RM] {RM] (RM)
|
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Overview of Columns A to Column W in C.P. 8D

T Jumlah Potongan Cukai PCB
Total MTD tax deduction

U Jumlah Potongan Cukai CP38
Total CP38 tax deduction

Data source from:

0 Employee PCB processed in EPAYROLL.
Q BIK Entry Screen on column Part D 1.

Data source from:

O Employee CP38 processed in EPAYROLL.
Q BIK Entry Screen on column Part D 2.

P Q

R

S T u

Total claim for
deduction by

" |lemployee via Form

TP1

Relief | Zakat?
(RM) {RM)

Contribution

to Employees
Provident
Fund

(RM)

Lakat
paid via

salary
deductiof

(RM)

Total tax

deduction
MTD | CP38
{RM] (RM)
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Overview of Columns A to Column W in C.P. 8D

V  Insurans perubatan yang dibayar Total amount of medical insurance premium paid by the employee via

melalui potongan gaiji salary deduction.
Medical insurance paid via salary Deduction amount with code linked to tax line EA No. 51.
deduction

W Caruman PERKESO yang dibayar Total amount of contribution paid by employee via salary deduction to

melalui potongan gaji the Social Security Organization (SOCSO) in accordance with
SOCSO contribution paid via salary Employee’s Social Security Act 1969 and the Employment Insurance
deduction System Act 2017
T u W W
Total tax Medical SOCSO
deduction insurance | contiribution
paid via (paid via salary
salary deduction
deduction

MTD CP38
{RM) (RN (RN (M)
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