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Year End Pro




Topics on Year-End Process

There are 3 steps
involves in this
process:

Download and Update TIMESPAY
Page 6

Database Backup (Optional)
Page 27

Initialize New Year 2025
Page 37
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Step 1 -

Download and
Update TIMESPAY
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Download and Update TIMESPAY

The download URL for the TIMESPAY 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 9 https:f!wmw.ehr2u.com;’down|oadfupdatesﬁimespay&zip|q Open I Save as I v

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 TIMESPAY Software Update

Q Select “Desktop”, retain the ‘File name’ and e After the download is complete, you will
‘Save as type’. Click ‘Save’. find the update compressed file on your
It is recommended to save the file on your PC desktop.

Desktop for easy retrieval.

@ J
. < [l > Desktop v O Search Desktop pl TimesPay8.zip
Organize New folder = 0
> @ CARMEN - Persc Name Date modified Type

@l Desktop @

] Documents #

4 Downiosds # The TIMESPAY Software Update
Mo download is complete.

r1evame [ Timespayctp . You can now proceed to the next step:
e M - Install TIMESPAY Software Update.

~ Hide Folders I Save I Cancel
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Install TIMESPAY Software Update

Before installing the patch update, identify your TIMESPAY connection mode
so that you can initiate the patch update correctly.

For customers without For customers with

Advantage Database Server Advantage Database Server
Local Server Connection Remote Server Connection

If TIMESPAY is running in Local If TIMESPAY is running in Remote

Server connection mode, proceed to Server connection mode, install the
install the patch files locally on PC or patch files on the SERVER.

SERVER. You may require assistance from your
IT Administrator.

ADS Version 8.10 (ACE 12.00) [Data Dictionary] _ADS Version 8.10 (ACE 12.00) [Data Dictionary]
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Install TIMESPAY Software Update

Additional Information:

For clients using Remote Server connection mode, perform the following action on the SERVER before
installing the patch files:

O Ensure that no files related to the TIMESOFT application are open in ‘Computer Management' >
'Open FileS'_ A Computer Management

File Action View Help
o= #FE = HME

& Computer Management (Local)
~ |/} system Tools
(D Task Scheduler
E Event Viewer
v @] Shared Folders
@ Shares
22| Sessions

@2 Open Files
® Local Users and Groups

(%) Performance

Open File Accessed By Type # Locks Open Mode

There are no items to show in this view.

% Device Manager
28
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Install TIMESPAY Software Update

O Restart the “Advantage Database Server” in Windows Services.

.. Services

File Action

7. Services (Local)

View Help
&= = E [ = HE

Advantage Database Server

Stop the service
Restart the service

Description:

P\

Advantage Database Server

n

Name

16} ActiveX Installer (AxinstSV)

&k Adobe Acrobat Update Servi...
* 2 Advantage Database Server

{'& Agent Activation Runtime_a..

l‘;};hll.loyn Router Service

%App Readiness

@;!;.-ﬁ.pplication Host Helper Serv..

& Application Identity
R‘j&ﬂpplication Information
R'.‘il;f.npplication Layer Gateway 5S..
;@Application Management

& AppProtection Service
k‘}&ﬁppx Deployment Service (A...
:Ck ASP.NET State Service

-SJ; AssignedAccessManager Ser...

Description Status
Provides Use..
Adobe Acro..  Running

Advantage ... Running
Runtime for ..
Routes AllJo...
Gets apps re..
Provides ad..  Running
Determines ..
Facilitates th..

Provides sup..

Running

Processes in..

AppProtecti..

Provides infr.. Running
Provides sup..

AssignedéAcc...

Startup Type
Manual
Automatic
Automatic
Manual
Manual (Trigg..
Manual
Automatic
Manual (Trigg...
Manual (Trigg...
Manual
Manual
Manual
Manual (Trigg...
Manual

Manual (Trigg...

Log On As
Local System
Local System
Local Syste
Local Syste
Local Servi
Local Syste
Local Syste
Local Servi
Local Syste
Local Servi
Local Syste
Local Syste
Local Syste
MNetwork 5
Local Syste
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Install TIMESPAY Software Update

Q If you are using eSolution or Timesolution systems, stop the IIS service on the web server to prevent

employee access during the update.

. Services

File Action View Help
s @ Oc=2 HE »enw
. Services (Local) . Services (Local)

World Wide Web Publishing Service

Stop the service
Restart the service

Description:
Provides Web connectivity and

Name

{2 Xbox Live Game Save

{‘h Xbox Live Auth Manager

f.) Xbox Accessory Management Service
G} WWAN AutoConfig

Description

This service ...
Provides aut..
This service ...
This service ..

Status

Startup Type

Manual (Trigg...

Manual

Manual (Trigg...

Manual

Log On As

Local System
Local System
Local System

Local System

.* M\World Wide Web Publishing Service

Provides We..

Running

Automatic

administration through the Intemet i.éi?;Workstatian Createsand .. Running  Automatic Netwe -
Information Services Manager .‘;) Work Folders This service ... Manual Local
L1 WMI Perfarmance Adapter Provides per.. Running  Manual Local —
i1 WLAN AutoConfig The WLANS..  Running  Automatic Local
{\) Wired AutoConfig The Wired A.. Manual Local
-.Q) WinHTTP Web Proxy Auto-Discovery Service WinHTTPim.. Running  Manual Local i
i€}, Windows Update Enables the .. Manual (Trigg.. Local All Tasks
L1 Windows Time Maintains d... Manual (Trigg.. Local
iC2. Windows Security Service Windows Se.. Running  Manual Local Refresh
{3 Windows Search Provides con.. Running  Automatic (De.. Local Properties
& Windows Remote Management (WS-Mana.. Windows Re.. Manual Netwe
'-.S;?; Windaws PushTolnstall Service Provides infr.. Manual (Trigg.. Local Help
Ch\Windewwe Diich Katificatinne | lcar Sanvicra a Thic canvira Brinninm LAutnmatic Loral Sictam
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You can proceed
with the patch
update
Installation once
you have
completed these
three (3) actions.
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Install TIMESPAY Software Update

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

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

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

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

[ Edit with Notepad++
1= Share

T O

™ Scan with Malwarebytes

Restore previous versions

]

=1

AlZip
Windows Explorer

Search the Microsoft Store

Choose another app

i =l L r

Name Type

ﬁ UpdateTp8m.zip ALZip ZIP File

':! TIMESPAY8.exe Application

|j PAYSDLL1.dll Application extens...

] PAYSTFRAIl sooicztiond DO not extract any ZIP files
- HReDLLLl Open ' from the list of patch files.
%] MGovRpt.dil T N €

LT . | : . ‘ ’

8. Publicini - 1 Simply use the ‘COPY

] mzip.dil | N g f t

) MT8MTN.exe . Delete . | unction.

B MHRSDICTzip | Properties File

ﬂ History_Excel.dll ' oDCann n extens...

ﬁ UpdateRep.zip ALZip ZIP File

) ADVANTAGE.exe
[=] YTDMonth.dll

Application
Application extens...




Install TIMESPAY Software Update

e |dentify the location of your TIMESPAY program. 0 Click the ‘Open File
It is crucial to update the patch files in the correct Location’ for Windows 10
program folder to ensure the patch is updated. and above.
To identify the program directory, follow these steps: ) TMESPAYG.oee - Shortcut Properis
O Look for the TIMESPAY shortcut icon on your Sem Detals rcvious Versions
d es kto p General Shortcut Compatibility
. : ‘ p— ”~,
0 Right-click on the shortcut and select ‘Properties’. NP  TMESPAYBexe-Shoou
L= a e ication
Note { Open file location Torset e ) Foplcs
2 Troubleshoot compatibility Target location: TFEM
The default program “”Ef;;ut Bin to Start Target: [CATIMESOFT\TPBINTIMESPAYS axe
folder for TIMESPAY is Scan with Mawarcbytes
t |Ca| | Restore previous versions start n: |C:...'TIMESOF“TPBM
yp y cend to 3 Shortout key: |N|:une |
\TIMESOFT\TP8M ) o
Cut un: omal window ~
Copy Comment: || |
Erv.laate shorteut Open File Location | Change lcon. . Advanced...
elete
Rename
Properties Cancel Aeply
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file://///TIMESOFT/TP8M

Install TIMESPAY Software Update

e Navigate to the TIMESPAY program folder, then o The system will prompt a

right-click inside the folder and select ‘Paste’. message indicating the need to

replace existing files.
This action will apply the copied patch files to the P Xisting 1i

. Click ‘Replace the files in the
program directory.

destination’ to ensure that the

« v P » ThisPC » System (C:) » TIMESOFT » TPEM » . . . .
B, : patch files overwrite the existing
‘ Downloads * N Name Date r
5| Documents d Backup 11703 ones
=] Pictures Company 15/11
‘i OneDrive J image
SHARE_FOLDER 1811
o This bC | _DEiSRER <2 RS Y118 v Replace the files in the destination
I Desktop | Jsrec| () Mew Folder
| Documents | 27- ; . .
ea| 0 *? Skip these files
W Downloads - Sort by 5
d Music . Group b >
p by 1 . .
&/ Pictures ADVA Refrech 42 Let me decide for each file
: Videos - arCWSI
. | Delsl Customize this folder...
- System (C3) 1 f
| Formi
== Data (C=) Histoi Paste
== Program (E) | HRED Paste shortcut
HRED Give access to >
&l reon 8| WinMerge
| MGov New b
BE MHRE
Properties
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Install TIMESPAY Software Update

a If the system prompts for a password, enter the password Encrypted File >
provided in the email notification. oAVEDLLYdI
NOte ) Enter Password:

Mazk Password with Asterisk (*)

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

e After completing step #7 without errors, open the

Code Company Name Staff# ‘

TIMESPAY program and verify the release jgﬁm oumY T

number (should be 9.11). frew e enoworkop | —

If unable to open the file from the server, advise — |

the payroll user to verify the version from their poite |

workstation. | K=
Total Company 2 Total Staff 27 Headcount 0

Remote Server ADS Version 8.10 (ACE 12.00) [Data Dictionary] 9.11.0 (PCB2025) 2025.01.r1
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Install TIMESPAY Software Update

e For Local Server version

www.timesoft.com.my | +603-93880090:...

Double-click to log in to the database. E———— |

2 jiﬁ:::ii; =7 E—
The system will initiate the database update.  pr=v  resenowomenor = .
Repeat this process for all databases, e e e s ) |
. . Delete |
including INACTIVE databases. —
Note: If you have more than two databases, |
you may choose to skip this update method.

Logon I Exit
Proceed to Step #10 for a more efficient !

pProcess.

www.timesoft.com.my | +603-93880090:. .

: jﬁﬂ:::ji; U2 E—
For Remote Server VerSIOn »|vEW YEAR END WORKSHOP 27 {
If your system is in Remote Server ADS mode, |
skip Step #9 and proceed to Step #10. 4|D;,§n;;t-.c |
|
Total Company 3 Total Staff 27 Headcount 0
Logon I Exit I
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Install TIMESPAY Software Update

Warning!

If you proceed with Step #9, please note that you might encounter error code 6420.

If your system is in Remote Server ADS mode, it is recommended to skip Step #9 and proceed directly
to Step #10.

X

v Error 6420: The 'discovery' process for the Advantage Database Server failed. Unable to connect to the Advantage Database Server.
' axServerConnect

oK
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Install TIMESPAY Software Update

@ nthe TIMESPAY program folder,
search for the file named
'MT8BMTN'. Double-click the
application file to open the utility.

Ensure the build version is “9.11“.

Select ‘Tick to select All
companies’ and click ‘Start’.

The “Database Maintenance
Utility” window will automatically
close after the process is
completed without error.
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Mame
BACKUP
Company
Image
SHARE_FOLDER
Template
[ MCOMPANY.adi
B McompANY.adt
) ADVANTAGE.exe

2 MTSMTN.exe

| | |
0 Database MaintenancI 9.11.0 (PCB2025) I -

E Database Update Opt: . . Conversion Options
() Auto backup bef Bu i Id VerS|0n [ empioyee s pnoto BMKE 10 JFG
— Free Field

@ Update new fields
(7] Do net change version number
Database Troubleshooting Options
(] Remove Duplicate Code

B Update System Setting Files
@ Rearrange Custom Report

B update Report Writer Files

[[J Update Extra Files

(") Rebuild Table Right?

[T Update Customised Tables

[C) Rectify YTD Entry?

[_] Optimize Tables

(7] Tick to select All companies

Update EA Dependant Children
Update Job Department Module
Update Medical Schedule
Fix HR Appraisal Record
Enable Adhoc Query
(") Fix EMP_BNK redundant record
(") Remove employee LEU entitlement
() Set default employee IC for EPF

O X

[] Set allowance EA# to zero for year before 2021

[ ] Update EXPORT table

[[] Update employee retirement date 2024

Code Company Name Select
[ ounny1 DUMMY 1 I |
DUMMY 2 DUMNY 2 ]
YEW YEAR END WORKSHOP e
Create File : MCOMPANY
/ Start j]_ Close

build 2025.01.1 standard version
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Install TIMESPAY Software Update

Q If the software update is incomplete and you attempt to log in to the database, you may
encounter the following error.

Error

X

Current database Version is 9.10
Please update your database with MTEMTN version 9.11 in order to run the Times Payroll application.
Thank you.

---------------------------------

Note:

For clients with eSolution or Timesolution systems:
v Please be reminded to restart the |IS after completing the TIMESPAY Software Update
procedures.
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Common Errors When Performing
TIMESPAY Software Update
and How to Troubleshoot
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15t Common Errors when Performing TIMESPAY Software Update

1. | An error occurred when running Step #1

Compressed (zipped) Folders Error X

| The Compressed (zipped) folder C:\Users\carmen.cheah
: . \Desktop\Timespay8 2024.zipis invalid

|DK’

Possible causes:
The zip file you downloaded is corrupted. Re-download the software update
file and attempt the installation again.
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2"d Common Errors when Performing TIMESPAY Software Update

2. | An error occurred when run Step #6

Folder In Use — 4

The action can't be completed because the folder or a file in it is open in
another program

Close the folder or file and try again.

TP8M
Date created: 20/11/2022 11:17 PM

Try Again Cancel

Possible causes:
Users are accessing the TIMESPAY program when replacing the software

update files.
Inform all users to exit the TIMESPAY program before proceeding with the

update.

2024 @ Timesoft Malaysia | Year End User Guide

23



3 Common Errors when Performing TIMESPAY Software Update

3. | An error occurred when run Step #6

 Destination Folder Access Denied I et

You need permission to perform this action

.L TP8M
Date created: 20/11/2022 11:17 PM

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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4" Common Errors when Performing TIMESPAY Software Update

4. | An error occurred when run Step #7

Compressed (zipped) Folders Error >

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

Possible causes:
Invalid password entered.
Check your email notification for the correct password and enter it again.
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5t Common Errors when Performing TIMESPAY Software Update

9. | An error occurred when run Step #9 or Step #10

TIMES Payroll/Human Resource X

AdsTablel: Error 7008: The specified table, memo file, or index file was
unable to be opened.

OK

Possible causes:
TIMESPAY/ e-Solution/Timesolution users are currently accessing the

program, preventing the system from updating the database maintenance.
Inform users to close the TIMES application and ensure that IIS is stopped.

2024 @ Timesoft Malaysia | Year End User Guide
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Step 2 —
Database
Backup
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Database Backup

Backing up the database is not compulsory, but it is strongly recommended
before initializing the New Year.

Backups are crucial for restoring lost data caused by hardware malfunctions,
viruses, ransomware, etc.

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

2024 @ Timesoft Malaysia | Year End User Guide
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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 ESS e-Solution/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 User Guide
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Best Practices for Database Backups

For ESS System Users:
O If you are using the ESS system, TIMESOFT Auto Backup function is typically configured on your

server by Timesoft Support. You should ensure that auto-backup files are regularly moved away
from the server for safekeeping.

s i
g Services

File Action View Help
&= | F = HE/v»eonwp

o Services (Locz " Services (Local)
Select an item to view its description.  MName " Startup Type
"-E:;’.I':TEEFh':'”}‘ Manual
{.;{";Them ES Automatic
-\,'L";{";'ﬁr'ne Broker Manual (Trigger Start)
'-;‘j:.]';'lﬂmesoft - Advantage Database Server Manager Service Automatic
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Manual Database Backup Procedure

You can disregard the manual backup process if you have TIMESOFT Auto Backup function installed

in the Windows Services by TIMESOFT Support.

Manual Backup Procedure:

a Ensure that all users, including ESS users,
log out from the TIMES application. Seek
assistance from your IT Administrator to
stop the ESS system in IIS if needed.
Failure to do so may result in an incomplete
backup process.

e Select the database to back up.
e Click ‘Diagnostic’ from the TIMESPAY login
screen located on the right.
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:p TIMES Payroll/Human Resource

www.timesoft.com.my | +603-93880090 :

Total Company 2  Total Staff 27

Remote Server ADS Version 8.10 (ACE 12.00) [Data Dictionary]

Code Company Name Staff # |
DUMMY1 DUMMY 1
DUMMY2 DUMMY 2

M YEW YEAR END WORKSHOP 27

Headcount 0

9.11.0 (PCB2025) 2025.01.r1

New

Delete

Diagnostic

T
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Manual Database Backup Procedure

Click ‘Reuser’ in the Database Maintenance Click ‘Backup’ from the Database
window, followed by ‘Yes'. Maintenance window.

&P TIMES Payroll/Human Resource UAT Build

{l‘ Database Maintenance *
www.timesoft.com.my | +603-93880090

Code B
DUMMY‘I" Database Maintenance

DUMMYZ
M YEW-202 [

Backup with Index files?

Warning X

[¥ Backup with Index files? \ Areyou sure to reset all user login log?
. Please ensure all users logout.

Yes No | Auto close on successful optimise

Optimize Restore Backup Reuser I'L Cloze |

i

[V Auto close on successful optimise

Fr]

Optimise I Restore

Backup
=0 -

|Remote Server ADS Version 8.10 (ACE 12.00) [Data Dictionary] 9.10.0 (PCB2024) 2024.1.1
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Manual Database Backup Procedure

e Click the browse button to choose the backup location.

The default location is the ‘TP8M’ folder.

You can save the backup file anywhere, such as a hard drive, an external drive, a flash drive,
etc. The backup filename is auto-defaulted by the system, but you can modify it if needed.

Click ‘Save’ and then click ‘Start’ to commence the data backup.

(. T
& Payrol pl
File Name

EZ

| |EATIMESOFT\TPBMYYEW. zip

I Start I Close

=
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Click browse to
choose the
backup location

-~ - . .
wP Save Backup File

Savein: | BACKUP

Mame

= ¥ BB
Date modified

Y

Mo items match your search.

| File name: |YEW zp

I Save

Save as type: |Compressed files

LI Cancel
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Manual Database Backup Procedure

0 When the database backup completes without error, a message will be shown as below.

|Information =

During the backup process, there should be no error messages. If an error occurs, the backup
is incomplete. In this case, you will need to repeat the backup steps.
If the backup file size is 1KB, it indicates that the backup process has failed.

e Repeat Steps #1 through #7 if there is more than one database to back up.
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Common Errors when
Performing Manual Database
Backup
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Common Errors when Performing Manual Database Backup

Below are some common error messages that may occur when the system detects a user login to the
TIMES application while a database backup is in progress.

Warning bt ‘ Error —_— ﬂ

\  Some Users are still using payroll system, abort process now. f (W At least one 'SkippingFile' event was triggered because an error prevented a file from being processed.
1 Backup operation incomplete! Please contact timesoft for assistance.

r'Iul'llharrning ﬁ1 TIMES Payroll/Human Resource 4

' ir"' - '.I AdsTablel: Error 7008: The specified table, memo file, or index file was
.IJ.,_ S&' unable to be opened.

OK
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Step 3 —
Initialize
New Year
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Initialize New Year

Three (3) 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 ) Plsse logontothe st yea el run ntialise new yea process.
done. Ensure that employees who resigned in December )

2024 is updated before initiating the process. o

Question 2: Why do | encounter this message when input | {waming X

leave records for 20257
Answer: The “Initialize New Year” process has not been

Employee® Z0001 calendar is not found.

Question 3: Why am | seeing this message when
processing payroll for 20257

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

Q Unable to locate PCB table 2025, please contact Timesoft.
|

OK
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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.
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All parameter settings in Company Setup, Payroll Setup, Leave Setup are copied from 2024 to 2025.

39



Important Note Before Initialize New Year

For customers using ESS Leave, 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 2025 after approving all pending 2024
leave records. This ensures the system re-calculates carry-forward leave
balances accurately.
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40



Initialize New Year Procedures

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

a Run the TIMESPAY system.

9 Log in to the database where you want to perform the Initialize New Year process.

In the ‘Login’ window, enter your ‘User ID’ and ‘Password'.
Select the period for 202412’.

Note:

-
Log

UserlD  [MASTER

Password |eeee

| Period  |202412 S|/ [ |

[~ Show password

Change Password |

" Login

X Logout

The User ID used for Initialize New Year may not necessarily be MASTER but must have access to

all employees. There is no need to shut down ESS.

2024 @ Timesoft Malaysia | Year End User Guide
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Initialize New Year Procedures

In the main menu, click ‘Utility’ >
‘Initialize New Year'.
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User: MASTER [ Period: 202412 {

" YEAR END WORKSHOP 2023 [Server Connection]

m User Password Setup

Change Master Password

Update Employee Lock/UnLock Period
Lock/Unlock Pay Cycle

< ) Leave Utility
I Initialize New Year I

Process Payroll i Transfer Employee Record

YTD Entry
" Leave Import
‘ PCB Calculator
4

EPF Calculator
Modify Record \ TIMESOFT Support Teamviewer

p S

Ensure login - Utility
period is “202412”

Emp Size: 27 Query ALL

~ompany Setup

Payroll Setup

Leave Setup

HR Setup

Timesoft Support +603-93880090

‘Status: Unlock
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Initialize New Year Procedures

Q The ‘Initialize New Year’ window wil
appear on the screen, as shown below.
Ensure that the Database Year is ‘2025’.

e Select the rounding method for the Carry
Forward (C/F) leave:

O If rounding is not required, it is

recommended to select "Not Round”.

O If you want to round carry-forward
leave, select "Round".
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{' Initialize New Year

Database Year 2025 \

To Round Carry Forward Annual Leave

Carry Forward Leave Methods

Not Round

Leave |v

v Initialize Employee's Calendar in New Year. (Also applicable to Payroll)

|_ Carry Forward Leave Method to excludes Annual Leave Adjus
[v Initialize Public Holiday

[v Initialize Employee's Leave Entitliement

Payroll v

[¥ Initialize Employee’s Cost Centre Allocation [¥ Initialize TP2 Mapping

¥ Initialize EPF/Levy/Socso/ElS

p Initialize Company Parameters/HRD
[V Initialize Hours/Day

[V Initialize OverTime

¥ Initialize Shift

v Initialize Rest

| Initialize Allowance/Deduction

[v Initialize Pay Group Setting

B/F Leave Report

Ensure the year to be
initialized is correct. In
this case, the year
should be “2025”

v 0K | j]_glose‘
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Initialize New Year Procedures

(The rounding formula is based on the method set
up in ‘Leave Setup > Leave Administration >

Current Leave’)

I"-’
w P Leave Administration

Annual Code |2024

| StartDate [0101202¢ <+| En

Method/Hoiday Table | B/F Method (E Module) |

Prorate Entitiement |Calendar Day LI Holidal
Current Leave 6. Half (<0.5=00r>=05=1) | ~| | ]od
Leave Cut Off Day | Prorate o)
2. Round s
Entitliement By 3. Round up (1.01 == 2.00) -
4. Quarterly 01
5 Half (»>=0.25&=<=075) 10|
Saturday As Full Day  EGELEERR Ik AN, 14
7T.Half (=05=00r>05=05) 12]
Leave B/F method 8 Half (>05=10r<=05=05)

1938

Refer to the examples below to understand the differences between the two rounding methods.
Assuming the rounding method use is #6.

Case #1

Case #2

Case #3

C/F Leave=12.27

Not Round=12.27
Round: 12.00

C/F Leave=11.50

Not Round=11.50
Round: 12.00

Round: 16.00

C/F Leave=15.51
Not Round=15.51

2024 @ Timesoft Malaysia | Year End User Guide

44



Initialize New Year Procedures

e There are six types of Carry Forward Leave Methods available.

Choose the method according to your company’s policy.

One Year(Without B/F) - |

All (Balance Leave)

One Year(Without B/F)

1Maximum Days C/FiManual)
Maximum Day C/F (Allocation)
Mone

| Maximum Day C/F (By Percentage)

For those who wish to allow employees to apply 2025 leave in advance, it is suggested to use
the “None” method.

This helps avoid issues if an employee attempts to apply 2024 leave after the carry-forward
process.
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Initialize New Year Procedures

Carry Forward Leave Methods:

Type 1 All This option carries forward ALL annual leave balances to the following

(Balance year, ensuring that employees retain their unutilized leave from the
Leave) previous year.

Current Year Annual Leave entitlement screen. YTD Balance=22.50.

Full CurYr YTD Total  ¥TD YTD
Code Description Entile  Entile  Adju BIF Fofeit  Entile  Entile  Taken| Balance
Janinu j|-'.r| AL LEAVE 2200 | 2088 [ 000 [ 700 | 000 [2100 [2300 [550 \ [2250

Following Year Annual Leave entitlement screen. [B/IF=22.50]

Full CurYr YTD Total YTD YT
Code Description Entile  Entitle  Adju BiF git  Entitle Entitle  Taken Balance

ANNU ] [arinuaL LEAVE [2200 [ 2200 | wﬂ-m 200 2450 ooo  Joasd
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Initialize New Year Procedures

One Year
Type 2 (Without

B/F)

This option carries forward only the unutilized Earned Leave from the
current year. Please be noted 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, carry

forward to 2025 = 2024 YTD Entitle.

Screen below shows B/F=7.00 and YTD Taken=23.3.
Unutilized 2023 B/F 1.5 days will be forfeited.

Current Year Annual Leave entitlement screen. YTD Entitle=21.00
Only leave earned in 2024 that is 21days will bring forward to 2025.

Full CurYr YTD
Code Description Entitle  Enfitle  Adju B Balance
|ANNLI j|-.'.r|.u| LEAVE [;.’- i [ 2068 [ 0.00 22 50

Following Year Annual Leave entitlement screen. [B/F=21.00]

Full CurXr YTD Total YTD ¥YTD
Code Description Entile  Entile  Adju BiF orfeit  Entile  Entile  Taken  Balance

ANHLU j|--'-f-'-'---LE~-E |:::: |22_uu| W 0.00 |2|:-|:- |.32[[ |_'-33 |:t.JJ
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Initialize New Year Procedures

Maximum

Type 3 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.

In the example below, we set the “Max Carry Forward” as 6.

-
- - o
WP Initialize New Year —

Database Year I2024

To Round Carry Forward Annual Leave Ith Round El
Carry Forward Leave Methods IMaximum Days C/F(Manual) E]

Max Carry Forward (0..180 daysmours}l |E I

Current Year Annual Leave entitlement screen. YTD Balance=22.50

Full CurYr YTD Total YD D
Code Description Entitle Entitte  Adju BIF Forfeit  Entitie Entitle Taken Balance

[Aranu = | [ANNUAL LEAVE [2z00 [ 2068 | 000 | 7oo [ 000 [2100 |00 [550 \J22.50

Following Year Annual Leave entitiement screen. [B/IF=6.00]

Ful  CurYr YID  Tetal YD YID
Code Description Entile  Entile  Adu  [BF Forfeit  Entitle  Entitle  Taken  Balance
[ArnU v [ANNUAL LEAVE [zzo0 [ 2200 | 600J| o000 [200 [so0 Jooo  [soo

Below are the additional 2 scenarios for your reference.

Scenario #1 Scenario #2
Annual Leave Balance = 6 days Annual Leave Balance = 4 days
Max Carry Forward = 6 days Max Carry Forward = 6 days

B/F in the following year = 6 days | B/F in the following year = 4 days

2024 @ Timesoft Malaysia | Year End User Guide
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Initialize New Year Procedures

Option

Description

Type 4 Maximum

Day C/F
(Allocation)

This option carries forward leave based on a pre-defined value (days)
specified in the ‘Leave Setup > Leave Allocation > Maximum Accumulated

BF’ column.

In the example below, the employee’s service year falls within the tier of 8

years & above.

The pre-defined maximum carry-forward leave is set to 10 (days).

S—

- —

X

—
{j Leave Allocation
Leave Scheme Code |HGR-EE -
Service Year Service Year Entitlement Brought Forward
From To Entitlement | Maximum Curent ‘Year
Yaars Years Days Accumulated BF | Carry Forward
o 0 8 18 5
N 0 0 0
0
— 0 Hired Date 010572016 | 8 years 8 months
N 0 | BirthDate 16121992 | 32 years 1 month
LI 0 i i
0 0 0 ,
— o o 0 The employee’s years
T 0 0 o | of service falls within
T 0 0 0 § years & above
| 0 0 0
Ll 0 0 0
» 0 : 0 [
a 0 0 0
tew = ‘ 1 Remove | I crose |
.

Current Year Annual Leave entitlement screen. YTD Balance=22.50

Full CurYr YTD Total ¥TD ¥TD
Code Description Entite  Enfite  Adju BiF Forfeit Entitle Entile Taken Balance

Following Year Annual Leave entitlement screen. [B/F=10.00]

Full CurYr YTD Total YTD YTD
Code Description Entitle  Entitle  Adju BIF oreit  Entitle Entilie  Taken  Balance

ANNU | [ANNUAL LEAVE [22z00 [ 2z00 | W 000 [200  [1200 o000  [12.00

[AnnU | [annUAL LEAVE [ezo0 | 2068 | 000 [ 700 [ 000 [21.00 [2800 [s.50 W
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Initialize New Year Procedures

Type 5 None

This option forfeits all unused annual leave.
Current Year Annual Leave entitlement screen. YTD Balance=22.50
No leave balance will be carried forward to the following year.

Full CurYr YTD Total YTD YTD
Code Description Entitle  Entile  Adju BIF Forfeit Entile  Enfifle Taken | Balance
|awuu j|:—|1rlu-'-L_E:-:.E |;: 00 | 20.68 | 0.00 | 7.00 | 0.00 |21.uu ]:c.;n;- |:':'-: |22 50

Following Year Annual Leave entitlement screen. [B/F = 0.00]

Full curyr YTD Tatal YTD YTO
Code Description Entile  Entitle  Adju BF Forfeit Entile Entile Taken Balance
ANNU j|~.'.r|u'-:_ LEAVE |:::|:| | 22 00 | | 0.00 [ 0.00 |2.un |*2|:-r. |-:-.:J:| |1zc|:
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Initialize New Year Procedures

Option

Description

Type 6

Maximum
Day C/F (By
Percentage)

This option carries forward leave based on a pre-defined value (%)
specified in the ‘Leave Setup > Leave Allocation > Maximum
Accumulated BF’ column.

If “Maximum Day C/F (By Percentage)” is selected during Initialize
New Year, the value setup in the “Maximum Accumulated BF”
column relates to a percentage.

The computation of the leave balance allowed to be carried forward
is based on the current year’s entitlement (YTD Entitle).

In the example below, the employee’s service year is within the tier of 8
years & above. The pre-defined maximum carry-forward percentage is
set to 10.

(’ Leave Allocation

Leave Scheme Code : MGR-EXE ﬂ

Service Year Service Year Enttlement Brought Forward
From To Entitlement| Maximum Curent Year
Years Years Days Accumulated BF | Carry Forward

- 8 The employee's years
_ f of service falls within 8
] Hired Date 01/05/2016 8 years 8 months years & above

— Birth Date 16/12/1992 'I 32 years 1 month |
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Current Year Annual Leave entitlement screen. YTD Entitle=21.00

Full Cur¥r Total  ¥TD ¥TD
Code Description Entitle  Entitle  Adju  BF Forfeit [ Entitle )Entile  Taken  Balance
[anniu j[irlfll AL LEAVE [7; | 2068

000 | 7.00 | D-UWhm [F50 [zz50

Calculation:

YTD Entitle multiply by Percentage.
21.00 days x 10% = 2.10.

If the selected Rounding Method is “Not Round”.
Following Year Annual Leave entitlement screen. [BIF=2.10]

Full Curyr YTD Total Yo YTD
Code Description Entitlte  Entile  Adju BIF orfeit  Entitle  Entite  Taken  Balance

[ ] [anmuaL Leave [22.00 U 0.00 [200  [1200 [fooo  [12.00

If the selected Rounding Method is “Round”.
The rounding formula is based on the method specified in ‘Leave Setup >
Leave Administration > Current Leave’ field.

Assuming the rounding method in Leave Setup is #6.

| 2200 |

Current Leave |B. Half([<05=00r>=05=1) L‘

Following Year Annual Leave entitlement screen. [BIF=2.00]

¥YTD Total YTD YTD
Adju mnﬂeit Entitlte  Entitle  Taken Balance

w 000 [200  [1200 [0.00 |12.00

Full CurYr
Code Description Enfitle Enfitla
ANNU | [annUAL Leave [22z00 [ 2200 |
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Initialize New Year Procedures

- H H 2 (& nitialize New Year —
Initialize Employee’s Calendar in New Year et x|
. Database Year 2025
(AISO appllcable to Paer”) . To Round Carry Forward Annual Leave INotRound j
D ThlS Optlon Creates the Worklng Calendar Carry Forward Leave Methods IOne Year(Without BIF) j
for employees in the following year. Lowve

¥ Initialize Employee’s Calendar in New Year. (Also applicable to Payroll) I
|~ Carry Forward Leave Method to excludes Annual Leave Adjustment I
Carry Forward Leave Method to exclude L2

. I? Initialize Employee’s Leave Entitlement
Annual Leave Adjustment
Payroll [v

D SeIeCt the CheCkbOX to M [ Initialize Employee’s Cost Centre Allocation [¥ Initialize TP2 Mapping

adjustment leave from your CF leave. 7 ekcn EPFLLrvafSommolERS ‘

. | |¥ Initialize Company Parameters/HRD

O By default, it is unchecked. Leave 7 biakze HoursDay

adjustment is included in your CF leave. ; ialze Overline

v Initialize Shift

G !'| ¥ nmnitialize Rest
Ful  CurYr vID  Total YTD YD { | ™ initialize Allowance/Deduction E
Code Description Entitle  Entitle I Adju l!p'F Forfeit Entitle  Entitle Taken Balance ' [¥ Initialize Pay Group Setting

[ANNU | [ANNUAL LEAVE [16.00 |16.G1| 200 | 000 [ 000 [1600 [1800 [6s0 1150 |
l BIF Leave Report | v OK JL close ‘
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Initialize New Year Procedures

Initialize Public Holiday.
O This option creates the following year
KL/National public holiday.

@ Initialize Leave Entitlement
O This option creates employees' leave
entitlement for the following year.
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Ir;j nitialize New Year = x 1
Database Year 2025
| To Round Carry Forward Annual Leave INot Round j
Carry Forward Leave Methods IOne Year(Without BIF) j
Leave v
[ Initialize Employee’s Calendar in New Year. (Also applicable to Payroll) I

[V Initialize Public Holiday

[v Initialize Employee’s Leave Entitiement

Payroll |v
¥ Initialize Employee’s Cost Centre Allocation [ Initialize TP2 Mapping
[ Initialize EPF/Levy/Socso/EIS
[ Initialize Company Parameters/HRD
[ Initialize Hours/Day

[v Initialize OverTime

[V Initialize Shift

! ¥ Initialize Rest
1
[¢ Initialize Allowance/Deduction E

[V Initialize Pay Group Setting

l BIF Leave Report | v’ 0K ]-'Lgluse |]
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Initialize New Year Procedures

. r’ nitialize New Year — 1
Payroll options et .
. . Database Year 2025
O The system copies payroll settings from | o Round Carry Forward AnnuslLeave  [NotRound <]
Carry Forward Leave Methods IOne Year(Without B/F) j

the current year to the following year.
If this is the first time you run the 2025 Initialize [/ "

[v Initialize Employee’s Calendar in New Year. (Also applicable to Payroll) I

New Year, do—notremove any CheCkS; all [~ Carry Forward Leave Method to excludes Annual Leave Adjustment
checks should remain unchanged. 7 A P ke

[v Initialize Employee's Leave Entitiement

For subsequent processes, you may choose to | |po=r #

. “ ’ . [ Initialize Employee’s Cost Centre Allocation [ Initialize TP2Z Mapping
remove the option from the “Payroll” section, S
unless you want the system to duplicate current || ¥ witelze company Parametersiiro

[V Initialize Hours/Day

year settings to the following year. [ Inkiakze OverTime

. ¥ Initialize Shift
However, if you have added new employees | @ stze res E
since the last initialization, check “Initialize || 7 uze owanceeducton

. - ” e aa + | ¥ Initialize Pay Group Setting
Employee’s Calendar” and “Initialize | |
Employee’s Cost Centre Allocation” checkbox. BIF Leave Report Jox | i cose

i

2024 @ Timesoft Malaysia | Year End User Guide



Initialize New Year Procedures

@ Click ‘OK’ to continue to the next screen.
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Ir;’ Initialize New Year — X 1
! Database Year |2025
; To Round Carry Forward Annual Leave INut Round E]
Carry Forward Leave Methods IOne Year(Without B/F) EI
Leave v
[¥ Initialize Employee's Calendar in New Year. (Also applicable to Payroll) I
[~ Carry Forward Leave Method to excludes Annual Leave Adjustment I

| Initialize Public Holiday

¥ Initialize Employee's Leave Entitlement

Payroll [V
v Initialize Employee’s Cost Centre Allocation v Initialize TP2 Mapping
¥ Initialize EPF/Levy/Socso/EIS
v Initialize Company Parameters/HRD
¥ Initialize Hours/Day

¥ Initialize OverTime

v Initialize Shift
¥ Initialize Rest
|v Initialize Allowance/Deduction E

¥ Initialize Pay Group Setting

BIF Leave Report | v’ 0K I I]_glos«e |

Pr———
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Initialize New Year Procedures

@ The system will prompt an alert message for pending leaves.
Ensure all pending leaves are approved before proceeding to the next step.

Click “Yes’ to proceed to the next screen. Otherwise, click ‘No’ to terminate the process.

= — e ——

Narning

Please check if there is any pending leave as at 31st Dec 2024. Do you wish to proceed with Initialize New Year?

Yes No

@ After clicking ‘Yes’ in Step#13, the system will prompt another confirmation message.

Click “Yes’ to proceed to the next screen. Otherwise, click ‘No’ to terminate the process.

Q Are you sure to start Initialise New Year process?
|

Yes | No

G After clicking ‘Yes’, “Leave Administration” window will appear on the screen.

2024 @ Timesoft Malaysia | Year End User Guide
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Initialize New Year Procedures

@ The Annual Code must be 2025.
Ensure that the “Start Date” and “End Date” are displayed correctly according to your

company's leave period. Contact Timesoft if there is any discrepancy.

The below is with the assumption that the leave cut-off is by Calendar Day.

-

P Leave Administration >
Annual Code [2025 | Start Date  |01/01/2025 -| End Date I
S
Method/Holiday Table | B/F Method (E Module) |
Prorate Entitlement |Calendar Day vl Holiday Table | b |
Current Leave |6. Half (= 0.5=00r>=05=1) vl Date |Desn:ripﬂon Holiday Table |
Leave Cut Off Day |—|1 5.00 = P|01/01/2025 | New Year
) 29/01/2025 CNY Day 1
Entitiement By |I.eave Scheme vl . 30/01/2025 CNY Day 2
Select leave scheme ONLY —
01/022025 FT Day
Saturday As Full Day  [No ~] 11402/2025  Thaipusam
Leave B/F method I aximum Day C/F (Allocation) I _ |18/03/2025 Nuzul AQuran
Prorate Sick Leave INo 3 — i:;gm02i Har.l Rays Day 1
DO NOT select Yes | 42025 Hari Raya Day 2
_ 01/05/2025 Labour Day
12/05/2025 Wesak Day
Leave Record Sort By ILeave Start Date vI _ 02/08/2025 Agong Birthday
| 07/06/2025 Hari Raya Qurban
_ |27/06/2025 Avwal Muharam
| 31/08/2025 Mational Day
_ 01/09/2025 Mational Day Replacement
__|oS/09/2025 Mabi Muhammad Birthday
_ 16/09/2025 Malaysia Day
20/10/2025 Deepavali
-+~ -—

Advance v |

=) initialise New vear
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Initialize New Year Procedures

On the right section, the following year's public holiday dates are displayed. You can remove
dates that are not applicable to your company and insert additional public holidays, if any.

Alternatively, you can ignore the public holiday settings for now. After the Initialize New Year
process completes, you can still edit/enter public holidays from ‘Leave Setup > Leave
Administration’ in the login year 2025.
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WP Leave Administration

Annual Code |2025 :I

Method/Holiday Table | B/F Method (E Module) |

Start Date 01/01/2025 - End Date 31/12/2025

Prorate Entitlement |calendar Day

Holiday Table

=1

||l

Current Leave [6.Half (<0.5=00r>=05=1) Date [Description [Holiday Table |
Leave Cut Off Day I'W?I #|01/01/2025 | New Year
29/01/2025 CNY Day 1
Entitiement By Leave Scheme = 20012025 oy Day 2
Select leave scheme ONLY —
| 01/02/2025 FT Day
Saturday As Full Day No - 11/02/2025 Thaipusam
Leave B/F method [aximum Day C/F (Allocation) | ~|18032025  nuzulALQuran
Prorate Sick Leave [Nu 3 | 311:0‘3»?025 Hari Raya Day 1
DO NOT select ves | 01/04/2025 Hari Raya Day 2
| 01/05/2025 Labour Day
__|12/05/2025 Wesak Day
Leave Record Sort By Leave Start Date vI _ 02/06/2025 Agong Birthday
| 07/06/2025 Hari Raya Qurban
_ |27/06/2025 Awal Muharam
__|31/08/2025 National Day
_ 01/09/2025 Mational Day Replacement
__|05/08/2025 Nabi Muhammad Birthday
| 16/09/2025 Malaysia Day
- 20/10/2025 Deepavali
-+ —
Advance | = initialise New Year
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Initialize New Year Procedures

@ On the left section is your company’s Leave Policy.

If your company’s leave policy has changed in the following year, you may setup the
changes. Otherwise, click “Initialize New Year” to start the process.

:j Leave Administration

Annual Code |2025

Method/Holiday Table ] B/F Method (E Module) |

Prorate Entitlement
Current Leave
Leave Cut Off Day

Enttiement By

Saturday As Full Day
Leave BJ/F method
Prorate Sick Leave

Leave Record Sort By

>
:I Start Date |01f01f2025 vl End Date 311212025
[calendar Day -~ Holiday Table | ~]
[6.Half (<0.5=00r>=05=1) I Date | Description Holiday Table |
| 15.00 :l P|01/01/2025  New Year
29/01/2025 |CNY Day 1
|Leave Scheme =] _ " |sor012025 | Cchv Day 2
Select leave scheme OMNLY —
01/0272025 FT Day
IND LI : 11/02/2025  Thaipusam
I'.rﬂ ximum Day C/F (Allocation) _.I _|18/02/2025 | NuzulAl-Quran
|No LI _|31/03/2025 Har.l Raya Day 1
DO NOT select Yes | 01/047/2025 Hari Raya Day 2
_ 01/05/2025 Labour Day
12/05/2025 |Wesak Day
ILeave Start Date 3 : 02/06/2025 Agong Birthday
07/06/2025  Hari Raya Qurban
u 27/06/2025 Avwval Muharam
" |31/082025 | national Day
: 01/09/2025 Mational Day Replacement
__|0S/09/2025 Mabi Muhammad Birthday
_ |16/09/2025 Malaysia Day
| | 20/10/2025 Deepavali

-

Advance v |

= initialise New vear
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Initialize New Year Procedures

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

DO NOT perform End Task or Force Shutdown the system during this process, as it may
corrupt the data.

When the Initialize New Year process completes, click ‘OK’ to close the dialog box.

r b
Information ﬁ
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Initialize New Year Procedures

The Annual Leave Carried Forward/Forfeit report is displayed on the screen.

This report shows any Annual Leave being forfeited or carried forward.

YEAR END WORKSHOP

Annual Leave Carry Forward/Forfeit Report

17/11/2024 6:17:38 PM
Page 1 of 1

No. Employee Name BF From 24 ENT in 24 ADJ in 24 Taken in 24 Forfeit CFTo 25
1 B0O003 BALASANMY 16.00 16.00 0.00 0.00 -16.00 16.00
2. Doo2 DERRICK CHIN 16.00 16.00 0.00 0.00 -16.00 16.00
3. FOO01 FADZIL BIN KARIM 18.00 18.00 0.00 30.00 0.00 6.00
4. Goo1 GOH AH ENG 16.00 16.00 0.00 14.00 -2.00 16.00
S Jo118 JACKIE TEE 16.00 16.00 0.00 30.00 0.00 2.00
6. KOo01 KOO CHENG CHENG 16.00 16.00 0.00 0.00 -16.00 16.00
T MO003 MOHD HELMI BIN RAHMAN BAKRI 16.00 16.00 0.00 0.00 -16.00 16.00
8. MO0E3 MUTHUSAMY WELU AJL NATHANSAMY 16.00 16.00 0.00 0.00 -16.00 16.00

The next generated report is the Leave Pending Report, which includes all leave types.

YEAR END WORKSHOP

1711172024 6:19:21 PM

Page 1 of 1
Leave Pending Report as at 31 December 2024 :
No. Employee Name Start Date End Date Day Hour
1. B0003 BALASANY 171172024 19/11/2024 2 0
2. Doo2 DERRICK CHIN 021272024 031272024 2 0
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Initialize New Year Procedures

You can retrieve this report by returning to the
“Initialize New Year” function in period “202412”.

Click 'B/F Leave Report' at the bottom left.
Please note that the system only keeps the latest
processed records.

With the completion of the Initialize New Year
procedure, employees can now apply for 2025
leave and users can process the 2025 payroll.

If you have more than one database, repeat
Steps #1 through #20.
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Ir{' nitialize New Year —

2025
[Not Round j

Database Year

{ To Round Carry Forward Annual Leave

Carry Forward Leave Methods [One Year(Without B/F) j
Leave |v
[v Initialize Employee's Calendar in New Year. (Also applicable to Payroll) I
[~ Carry Forward Leave Method to excludes Annual Leave Adjustment I

[V Initialize Public Holiday

[v Initialize Employee's Leave Entitlement

Payroll v
[¥ Initialize Employee’s Cost Centre Allocation [¥ Initialize TP2 Mapping
[v Initialize EPFiLevy/Socso/EIS
[¥ Initialize Company Parameters/HRD
[v Initialize Hours/Day

[v Initialize OverTime

v Initialize Shift

| W mnitialize Rest
[v Initialize Allowance/Deduction E

[V Initialize Pay Group Setting

B/F Leave Report | |
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Initialize New Year Procedures — By Financial Year

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

Example:

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

The Initialize New Year process must be done twice; once in period 202412

and another in period 202503.
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Process Bon




Topics on Bonus

1 Bonus Processing Flow | Page 68

2 Process Bonus Setup | Page 72

3 Bonus Proration Calculation for Employees with Less Than 1 Year of Service | Page 95

4 Bonus Processing Methods | Page 100

5  Lock Bonus Cycle | Page 134
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Process Bonus

In this topic, we will share knowledge on
processing bonuses.
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O -y F o W R W — — _— A T =T L | T— 7%

:’ YEAR END WORKSHOP [Local Connection] - X

2\

Update Employee Leave Application Human Resource Company Setup

O ® ¢

Process Payroll Report Writer Claim Record Payroll Setup

Leave Transfer

@_

Claim Transfer

Leave Encashment Custom Add-on Leave Setup

Festival Advance

Service Point x

Payroll Reports Change Period Utility HR Setup

Timesoft Support +603-93880090
User. MASTER Period: 202412 Cycle: End Emp Size: 27 .Ouery: ALL ‘Status: Unlock
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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.

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

=l

a Pay the [BONUS] after the [MID] and the [END] cycle, follow the process flow below.

o

Process

[END]

Process Process
. [END]

[MID]
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Bonus Processing Flow

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.

Re-Process [END]
Process Process
*Run this step after the
[MID] ‘ [END] . . BONUS cycle is
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.

Re-Process
[END]
Process » Process » o B> *Run this step
[MID] [END] after the MID
cycle is finalized.

2024 @ Timesoft Malaysia | Year End User Guide 69




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”

Period Initialize for period 202312 X

Process Pay Transaction

{+ Reprocess earlier selected staff without clearing variable entries.

{” Reprocess earlier selected staff with clearing variable entries

{” Do not reprocess earlier selected staff.

Clear Record | Process Cancel
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PCB Bonus Run: Frequently Asked Questions

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

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.
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Process Bonus
Setup
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Process Bonus Setup

In the main menu, click 'Process Payroll' then select 'Bonus Record'.

B Yy X

Update Employee Leave Application Human Resource Company Setup

o ga

Process Payroll Report Writer Claim Record Payroll Setup
Pay Record

I Bonus Record I

Special Record

Leave Transfer
Claim Transfer
Custom Add-on Leave Setup
Leave Encashment

Festival Advance

Payroll Reports Change Period
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Process Bonus Setup

When clicking 'Process Payroll > Bonus Record', the system will prompt a reminder message to run
'Process Pay Record' first.

Refer to the rules on the relevant ‘Process Bonus flow’.

Click "Yes' to open the 'Process Bonus Run' window or 'No' to cancel the process.

Process Bonus

IMPORTAMT MOTE:

Please be reminded that if you pay [BONUS] before [MID] or
[EMD] cycle(s], yvou are REQUIRED to run Process PA&Y RECORD
first.

This will enable system to calculate an accurate PCB amount in
[BOMUS] cycle.

Do you still want to process [Bonus] cycle now?

Yes I Mo I
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Process Bonus Setup

After clicking 'Yes,' the 'Bonus Run' window will appear, which displays the available features and
settings for bonus processing.

& Bonus Run for Period 202412 — X . .
Bonus Parameter | Group | Individual | Update Bonus Factor | We will explaln on the
T Fovo =] features and settings in the
Bonus metfos By Calendar M Bonus Run, also coverin
Cut off bonus (month/period) |12| 2024 ’ g
T 1 31‘:;?;! Bon?s;act_orfrrr:;pdateEn'ployee aSpeCtS SUCh aS bonUS
Bonus payment by |NewBasesalary j amount Ca|CU|at|0n, e||g|b|||ty
Fonus amoun L criteria, the methods of
Which period to pay bonus  [Separately - bonus distribution, and any
e e I other relevant settings or
Senvice month cut off day 15 3| oy ‘:dust workaforaFULL complete month I i
ounding formta ome = factors influencing the bonus
EPF rate Current Year EPF ] process.
Leave Exclusion i Exclude Bonus Condition 1

[~ Exclude NPL [~ Exclude unconfirmed staff

[~ Exclude sick leave ™ Exclude employee hired after | vl

[~ Exclude annual leave [ Exclude employee resigned after I—L,

[~ Exclude absent leave ¥ Exclude dailyfhourly pay type
Clear Record | Trial Run | v groces.sl _l-]_ Close |
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Process Bonus Setup [No 1 — Bonus Code]

-~ - S s
Bonus Run for Period 202412

Bonus Parameter | Group | Individual | Update Bonus Factor |

Bonus code |BONU v| I
Bonus metnoa By catenaar |
Cut off bonus (month/period) m| 2024

Bonus factor 1

Defauk Bonus Factor from Update Employee
if ‘0" Bonus Factor is entered.

o $e Ihbnsi: Dae s Onlnn,
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Bonus Parameter

Important Remarks

Bonus Code

Select the code you wish to use for
Bonus payments from the Bonus
Code drop-down, which is populated
from the ‘Payroll Setup >
Allowance/Deduction Table'.

It is strongly recommended to use a
code with leading characters of
"BONU" and a maximum of 8
characters.

For instance: “BONU" “BONUS”,
“BONUSSPE", “BONU2024", etc.

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.
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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'.

L T —
Pay Group |5TD Other Cycle | Paid |H0l"lﬂ"ll'f PErlu:n:i|12.I'E Type |2—5N EPF Class |CLASS1 SOCS0 Class |BDCSD

Days Worked I 2450 BasicPay | 10000.00 Daily Rate 38462 Hourly Rate 51.28 Tax Category |1 Dependent C
NPL/Absent Total m f= [jAllowances | Deductions
NPL Day-C 32258 0.00 0.00 Code Description Amount
NPL Day-L 33333 0.00 0.00 P|BONU. Bonus 2000.00 :ﬂ
NPL Hr-C 43.01 0.00 0.00 _|INC-BONU INCENTIVE BONUS 1500.00
NPL Hr-L 44 .44 0.00 0.00 PCB MONTHLY INCOME TAX DEDUCTION -1849.90
YEAR END WORKSHOP

Month : End Month
QUERY :ALL (ALL) plus (Emp :Z0004-A To Emp :Z0004-A Dept :FACW To Dept :SGBP )

Basic NPL oT SF RD Bonus Allowances
Ee' EPF Ee' VOL Ee' SOCSO Ee'EIS Nett Wage Er EPF Er voL
Department: JBA (JURU - ADMIN )
Category: NONE ( NONE)
Employee : ( Z0004-A ) NOTES - BONUS PAYROLL DEPT REPORT [Page 37]
10,000.00 0.00 0.00 0.00 0.00 2,000.00 1 500 00
-1,485.00 0.00 2475 -9.90 10,130.45 1,620.00 0.00
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Process Bonus Setup [No 1 — Bonus Code]

Additionally, verify your BONUS code settings in the “Allowance/Deduction Table” to ensure they are
configured correctly. Below is an example of a bonus code with appropriate statutory settings.

(’ Allowance / Deduction Code Maintenance — X
Search Code IBONU Sortby [ALLOW_CODE | Fixed Cols |o ;|
**|S BONUS - Tick on the code to exclude the allowance from EPF Wages when determining the
System Code Employer EPF Rate of 12% or 13%. As per EPF conditions, BONUS should be excluded.
Code Description CP21/CP22/CP22A EAZ **ls Bonus|EPF |VOL |SOCSO|EIS|PCB ?Y?Td}Pay ?l({j
BAOT BACK PAY OF OVERTIME 1 - Salary, fees, wages, and overtime 1 - Gross Salary, Wages, Leave, OT [~ H B WV v v v
| |BONU Bonus 2 - Commission and bonus 2 - Fees, Director Fees, Comm, Bcnu@
BONUS Bonus 2 - Commission and bonus 2 - Fees, Director Fees, Comm, Bonu v v v . Iv
_|CARALLO Car Allowance 3 - Allowance in cash including tax bo 3 - Tips, Perquisites, Allow, Rewards N v v V ¥ v N
CLAIM Claims 0 - Not Taxable 0 - Not Taxable r HEEEE N . r
: COMM Commission 2 - Commission and bonus 2 - Fees, Director Fees, Comm, Bonus [ v ¥ v W v r
COMM-ARR  Commission Arrears 3 - Allowance in cash including tax bo 2 - Fees, Director Fees, Comm, Bonus [ DOl0O0 O |0 & r
"~ |cas PREVIOUS YEAR TAX DEDUCTION aH m & § N = |
| CP39 MANUAL INCOME TAX DEDUCTION [~ H N H B = I |
DR FEES DIRECTOR'S FEES 2 - Commission and bonus 2 - Fees, Director Fees, Comm, Bonus [ ' i~ v
DE 99 - Additional Tax r ol c il C r
: ESPPO02 ESPP TAX 002 99 - Additional Tax I - - r r
GRATUTY Gratuity 3 - Allowance in cash including tax bg 27 - Gratuity r I |l v
: INC-ARR Incentive Arrears 3 - Allowance in cash including tax bo 3 - Tips, Perquisites, Allow, Rewards N HEE | r r
INC-BONU INCENTIVE BONUS 2 - Commission and bonus 2 - Fees, Director Fees, Comm, Bonus ¥ ™2 N I I ™ v
: INCENTIV Incentive 3 - Allowance in cash including tax bo 23 - Arrears 2 - Previous Year [~ V vV ¥ ¥ ¥ Iv
| |INS_DED INSURANCE PREMIUM DEDUCTION 51 - Medical Insurance r il o e r
New | Edit | I save | | '] Delete | H | ‘ | | 2 ‘ |- | j-]_ Close I
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Process Bonus Setup [No 2 — Bonus Method]

w/ Bonus Run for Period 202412

Bonus Parameter ]Grnup | Individual | Update Bonus Factor

Bonus code |EDNU LI
| Bonus method |

By Calendar
By Calendar

Cut off bonus (month/period) By Pay Period

Bonus factor By Calendar - Periodical

I T 3 T TR r.m-'-rj

Bonus payment by |New Base Salary

Bonus Parameter

Important Remarks

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

Period 11 01/11/2024 30/11/2024|Period 11 21/10/2024 20/11/2024|Period 11 01/05/2024 31/05/2024

Period 12 01/12/2024 31/12/2024|Period 12 21/11/2024 20/12/2024|Period 12 01/06/2024 30/06/2024
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Process Bonus Setup [No 3 — Cut-Off Bonus (month/period)]

-~ D D £ o 1A
s Bonus Run for Period 202412

~ Bonus Parameter \ Group | Indiuil:lual| Update Bonus Fador]

Bonus code BONU -
Bonus method |BY Calendar LI

ICut off bonus (month/period) | 12| 2024 I

|71 Default Bonus Factor from Update Employee
if "0" Bonus Factor is entered.

Bonus factor

Bonus Parameter

Important Remarks
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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
Cut off bonus (month/period) |1_2| 2024

|By Calendar -

Bonus Method By Pay Period
Cut off bonus = 202412

Bonus method |EF}' Pay Period LI
Cut off bonus (month/period) |202412 -

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 |

Cut off bonus (month/period) |_7| 2023 To |_6| 2024
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Process Bonus Setup [No 4 — Bonus Factor]

;y Bonus Run for Period 202412

Bonus Parameter | Group | Individual | Update Bonus Factor |

BONU v
Bonus method |By Calendar |

Bonus code

Cut off bonus (month/period) ml 2024

Bonus Parameter

Important Remarks

|7U Default Bonus Factor from Update Employee
if "0" Bonus Factor is entered.

I Bonus factor

Bonus Factor
Define the
multiplying factor
for bonus
processing.

If you enter 0, the value specified in the ‘Update Employee
> Bonus Factor' field will be used for bonus processing.

Employee Z0004-B Name INDTES - BONUS SALARY (|
Hired Date 230872012 ~ || 12 years 4 months
Birth Date 10/05/1988 'I 26 years 8 months

Ori. Hired Date [—LI

Pay Type | SN-lithly Rated-Subj OT
Pay Freg ['-Tﬂﬂth"'.-' Bonus Factor 1.5 -I
Mid Mth Pay [ 0.00 %/ | 0.00

When running “Process Bonus By Group” or “By

Individual”, enter the Bonus Factor as '0' or leave it empty.
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Process Bonus Setup [No 5 — Bonus Payment Byj]

Bonus code
Bonus method

Cut off bonus (month/period)

Bonus factor

I Bonus payment by I

Bonus amount

Which period to pay bonus

Bonus Parameter | Group | Individual | Update Bonus Factor |

BONU |

By Calendar ;l

12 I 2024

1 Default Bonus Factor from L

Fixed Amount ;l

New Base Salary
Base Salary

Average Paid Salary

Mew Base Salary (Last year)

Fixed Amount

Bonus Parameter
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Bonus Payment By

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

Case 1 — Bonus Run in period 2024-12

Code Paid Date Old Pay Increment New Pay
FJOIN 23/08/2012 2080.00 0.00 2080.00
INCR 01/01/2014 2080.00 350.00 2430.00
INCR 01/01/2020 1000.00

INCR 13/05/2024 I 3430.00 300.00 3730.00

Base Salary
Case 2 — Bonus Run in period 2025-02

¥

New Base Salary

(e —

Code Paid Date Old Pay Increment New Pay
FJOIN 23/08,2012 2080.00 0.00 2080.00
INCR 01/01/2014 2080.00 350.00 2430.00
INCR 01/01/2020 2430.00 1000.00 3430.00
*INCR 13/05/2024 3430.00 300.00 7
NONE 01/02/2025 3730.00 150.00 3880.00
Base Salary New Base Salary

New Base Salary
(Last year)
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Process Bonus Setup [No 6 — Bonus Amount]}

Bonus Parameter lGrnup | Individual' Update Bonus Factorl

Bonus code BONU -
Bonus method IEY Calendar Ll

Cut off bonus (month/period) ml 2024

1 Default Bonus Factor from Update Employee
if "0 Bonus Factor is entered.

Bonus payment by Fixed Amount -

Bonus amount | 0

Bonus factor

Bonus Parameter

Bonus Amount

This field is applicable when ‘Bonus Payment By’ is set to ‘Fixed/Amount .

It represents a fixed bonus amount for all employees in your bonus processing.
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Process Bonus Setup [No 7 — Which Period to pay Bonus]

Bonus code

Bonus method

Bonus factor

Bonus Parameter ‘ Group | Individual | Update Bonus Fadur]

|BONU |

|By Calendar v

Cut off bonus (month/period) ml 2024

Default Bonus Factor from Up|
if "0" Bonus Factor is entered.

Bonus Parameter

Bonus payment by |FixedAm0unt
Bonus amount | 0
v
Which period to pay bonus I |Separately v

Bonus calculation by

Senice month cut off day

Mid-month Period
End-month Period
Separately

Which Period to pay Bonus

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.

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

It is recommended to
select “Separately” when
processing a bonus.

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

Bonus Parameter | Group | Individual | Update Bonus Fack The "Bonus Calculation By" function is designed to prorate an
employee's bonus when their service period within the
Sonus code JBONU = company is less than a full year.
Bonus method By Calendar _
Cut off bonus (monthiperiod) [ 12 2024 This feature ensures that the bonus amount is calculated
Bonus factor 1 Deearsene=Te? proportionally based on the actual length of time the employee
Bonus payment by IFixed Amount has worked during the year. For example, if an employee has
Bonus amount | 0 only worked for six months of the year, the bonus calculation
v will adjust accordingly.
Which period to pay bonus  |Separately v
IEunus calculation by I Senvice Month m: _ _ _
_ avap| |f the “Bonus Payment By” option is set to “Fixed Amount”, the
R CalendarDays Jerfll "Bonus Calculation By" option should be set to “None”.
Rounding formula r:lone
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Process Bonus Setup [No 9 — Service Month Cut-Off Day]

Bonus code BONU -

Bonus method |Ey Calendar
Cut off bonus (month/period) m| 2024

Bonus factor

[+

Bonus payment by |New Base Salary

Bonus amount | 0
=
Which period to pay bonus  [Separately |

Bonus calculation by

|39Nice Month vl

=}

Default Bonus Factor from Update Employee
if "0 Bonus Factor is entered.

Bonus Parameter

Important Remarks

. Losond ] o ik

Service month cut off day 15 = 31" Must work for FULL complete month
Rounding formula |None -]
EPF rate |Current Year EPF ~|
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Service Month Cut-Off Day
This option is applicable when
selecting the “Service Month” in
“Bonus Calculation By”

(refer to ltem #8).

Specify a ‘cut-off day’ 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.

0 = No Cut-Off (System code)
31 = Must work for the complete full
month (System code)
Any other number = Regards as Days
Work.

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

calendar days in the 1st month from
the hired date or last month {ill 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 {ill the
resigned date to count as one service
month. Otherwise, disregard in Bonus
calculation.
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Process Bonus Setup [No 10 — Leave Exclusion]

&/ Bonus Run for Period 202412

Bonus code
Bonus method
Cut off bonus (month/period)

Bonus factor

Bonus payment by

Bonus amount

Which period to pay bonus

Bonus calculation by

Service month cut off day
Rounding formula
EPF rate

([BONU |

Bonus Parameter \ Group | Individual | Update Bonus Fadorl

|Ei1,r Calendar

[12] 2024

Default Bonus Factor from Update Employ

L=}

if ‘0" Bonus Factor is entered.

[New Base Salary

=

|Separately

=}

|Calendar Days

=

Senvice Month
Calendar Days
Working Days

Day apply,
for FULL complete

Bonus Parameter

Important Remarks

Current Year EPF

Leave Exclusion

[~ Exclude NPL

[~ Exclude sick leave
[~ Exclude annual leave
[T Exclude absent leave

|7

=

Exclude Bonus Condition

[T Exclude unconfirmed staff
[” Exclude employee hired after I

[~ Exclude employee resigned after |_

Leave Exclusion

This option is applicable when
selecting “Calendar Days” or
“Working Days” in “Bonus
Calculation By”.

If any checkbox is selected (v), the
system prorates the bonus amount
based on the leave type taken by the
employee. Consequently, the employee
will not receive the full bonus amount if
there is any
NPL/SICK/ANNUAL/ABSENT leave.
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Process Bonus Setup [No 11 — Rounding Formulaj

[ BONUS RUM TOT PETTOO ZUZ3 T2

Bonus Parameter Important Remarks
Bonus Parameter \ Group | Indiuidual| Update Bonus Fadurl -
Rounding Formula Example:
B d BONU - . . :
onus code | | This option rounds. the bOf‘III.IS amount Rounding Based on
Bonus method |By Calendar | based on the following selection: Formula Bonus Amount
Cut off bonus (monthiperiod) | 12| 2024 None Bl $2,083.50
Default Bonus Factor from Update Employee
e if ‘0" Bonus Factor is entered. Round up None $2 08350
Bonus payment by |New Base Salary Ll Round down ’ )
5 t ; >05=10r05=050r <0.5:=0 Round Up $2,084.00
onus amoun | 0
2 DaductPCE Tax’ Round Down $2,083.00
B — >05=1or $2,083.50
Which period to pay bonus  [Separately | 0.5=05or
Bonus calculation by |Calendar Days  ~| <0.5=0
i =] '0"No Cut Off Day apply,
Service month cut off day B s 31" Must work for FULL complete month
Rounding formula I [None] |
EPF rate Round up
Leave Exclusion Round down
>05=10r05=050r <05:=0
[~ Exclude NPL - S TITICO ST
[~ Exclude sick leave ™ Exclude employee hired after |
[~ Exclude annual leave [” Exclude employee resigned after |
[~ Exclude absentleave ¥ fhourly pay ty
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Process Bonus Setup [No 12 — EPF Rate]

&/ Bonus Run for Period 202412

Bonus code
Bonus method

Cut off bonus (month/period)
Bonus factor

Bonus payment by

Bonus amount

Which period to pay bonus

Bonus calculation by

Rounding formula

Bonus Parameter | Group | Individual | Update Bonus Factor |

BONU A
|By Calendar| L]

[12] 2024

Default Bonus Factor from Update Employee
if ‘0" Bonus Factor is entered.

|New Base Salary Ll

|Separately |

EPF rate

Leave Exclusion

[~ Exclude NPL

Clear Record |
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|CalendarDays  ~|
= Bonus Parameter Important Remarks
§ 15 =~ o Cut Off Day apply,
Senvice month cut off day >l 31" Must work for FULL complete n L ]
[None EPF Rate This is based on the “EPF Class” assigned
H n "
[Current Year EPF -l I Defaults to the EPF rate for the current o ti;.e employee in the "Update Employee
Eoos e T year as per statutory requirements. section.
[~ Exclude unconfirmed staff
I~ Exclude sick leave ™ Exclude employee hired after | R
[~ Exclude annual leave ™ Exclude employee resigned after | vl
[~ Exclude absentleave ¥ Exclude dailyhourly pay ty
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Process Bonus Setup [No 13 — Exclude Bonus Condition]

Bonus code BONU -

Bonus Parameter \ Group | Individual | Update Bonus Fador|

Bonus method |Ey Calendar
Cut off bonus (month/period) I?l 2024

Bonus factor

=}

Bonus payment by

[New Base Salary

Bonus amount | 0
¥ L
Which period to pay bonus  |Separately

Bonus calculation by |Calendar Days

=]

'0' No Cut Off Day apply,
31" Must work for FULL complete month

|71 Default Bonus Factor from Update Employee
if "0" Bonus Factor is entered.

Service month cut off day 15 3
Rounding formula |N0ne
EPF rate |Current Year EPF =

=

Bonus Parameter

Important Remarks

Exclude Bonus Condition

This option excludes bonus payment
for the following categories of
employees:

»  Exclude Unconfirmed Staff

= Exclude Employee Hired after
the date specified

= Exclude Employee Resigned
after the date specified

The system verifies the employee's
“Confirmation On” date in the ‘Update
Employee > Confirm & Termination’
section to determine the confirmation
status for the "Exclude Unconfirmed
Staff" condition.

[Cnnﬁrm&Terminauon Bank Address Spouse Al
Confirmation Due |168/0872023 vl

[T Exclude From Auto Prompt?

Confirmation On |17/0872023 "'I I o

=l

Leave Exclusion

[~ Exclude NPL

[~ Exclude sick leave
[~ Exclude annual leave
[~ Exclude absent leave F

Exclude Bonus Condition

[T Exclude unconfirmed staff

[T Exclude employee hired after | 'l

[T Exclude employee resigned after

I—
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Process Bonus Setup [No 14 — Clear Record]

-~

WP Bonus Run for Period 202412
Bonus Parameter | Group | Individual | Update Bonus Factor |

Bonus code BONU -
Bonus method |Ey Calendar B
Cut off bonus (month/period) ml 2024

Bonus factor

Default Bonus Factor from Update Employee
if "0" Bonus Factor is entered.

Bonus payment by |New Base Salary Ll
Bonus amount | 0
v Deduct PCB Tax?
Which period to pay bonus  [Separately -]
Bonus calculation by |Calendar Days LI
: =] '0" Mo Cut Off Day apply,
Senvice month cutoffday |15 2] 21 st work for FULL complete montn || BONUS Parameter Important Remarks
Rounding formula None - ]
’ :C —— =] - Clear Record The system withdraws the bonus amount
EPFrate S This option deletes bonus records | from the chosen pay cycle.
Leave Exclusion Exclude Bonus Condition processed in the "MDdif}’ Record"

[~ Exclude NPL [~ Exclude unconfirmed staff section.

[~ Exclude sick leave [~ Exclude employee hired after |_ —

[~ Exclude annual leave [ Exclude employee resigned after I—Ll

[~ Exclude absent leave ¥ Exclude daily/hourly pay ty

I Clear Recurdl I
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Process Bonus Setup [No 15 — Trial Run]

0 Bonus Run for Period 202412

Bonus code
Bonus method
Cut off bonus (month/period)

Bonus factor

Bonus payment by

Bonus amount

Which period to pay bonus

Bonus calculation by

Senice month cut off day
Rounding formula
EPF rate

Leave Exclusion

[~ Exclude NPL
[~ Exclude sick leave
[~ Exclude annual leave

Bonus Parameter | Group | Individual | Update Bonus Factor |

BONU i
|By Calendar |

[12] 2024

1 Default Bonus Factor from Update Employee
if *0° Bonus Factor is entered.

[New Base Salary |
)

v Deduct PCB Tax?

|Separately |
|calendarDays |

'0" No Cut Off Day apply,

55 ‘31" Must work for FULL complete month
[None =
|Current Year EPF -]

Exclude Bonus Condition

[T Exclude unconfirmed staff

[” Exclude employee hired after | v|

[~ Exclude employee resigned after

Bonus Parameter

Important Remarks

Trial Run

Click to view/print the estimated Bonus
the configured

amount based on
settings.

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

I

[~ Exclude absent leave V¥ Exclude dailyhourly pay tyy
~
Clear Recurdl I Trial Run |I /Erocessl ﬂgbse ‘
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Process Bonus Setup [No 16 — Process]

Bonus code

Bonus method

Bonus factor

Bonus payment by

Bonus amount

Which period to pay bonus

Bonus calculation by

Senvice month cut off day
Rounding formula
EPF rate

Leave Exclusion

[~ Exclude NPL
[~ Exclude sick leave
[~ Exclude annual leave

{l Bonus Run for Period 202412

Bonus Parameter | Group | Individual | Update Bonus Factor |

BONU -
[By Calendar |

Cut off bonus (month/period) ml 2024

1 Default Bonus Factor from Update Employee
if *0° Bonus Factor is entered.

|New Base Salary j
)

[V Deduct PCB Tax?

|Separately |
|calendarDays |

15 = '0" Mo Cut Off Day apply,
*1 *31" Must work for FULL complete month

[None =l

|Current Year EPF -]

Exclude Bonus Condition

[T Exclude unconfirmed staff

[” Exclude employee hired after | ‘

[~ Exclude employee resigned after |

Bonus Parameter

Important Remarks

Process

Click to process the bonus
amount to the selected pay
cycle in “Which Period to pay
Bonus™.

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

]
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[ Exclude absent leave F Exclude dailyhourly pay by
glearRecurdl Trial Run II /Erocessll j-]_gg.ge ‘
| | | |
_
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Process Bonus Setup [No 17 — Close]

Bonus code

Bonus method

Bonus factor

Bonus payment by

Bonus amount

Which period to pay bonus

Bonus calculation by

Senice month cut off day
Rounding formula
EPF rate

Leave Exclusion

[~ Exclude NPL

[~ Exclude sick leave
[T Exclude annual leave
[ Exclude absent leave

;j Bonus Run for Period 202412

Bonus Parameter | Group | Individual | Update Bonus Factor |

BONU i
|By Calendar |

Cut off bonus (month/period) |12| 2024

1 Default Bonus Factor from Update Employee
if *0° Bonus Factor is entered.

[New Base Salary |
)

v Deduct PCB Tax?

|Separately |
|calendarDays |

15 = '0" Mo Cut Off Day apply,
*1 *31" Must work for FULL complete month

[None =l

|Current Year EPF -]

i Exclude Bonus Condition

[T Exclude unconfirmed staff

[” Exclude employee hired after | v|
[~ Exclude employee resigned after | vl

V¥ Exclude dailyfhourly pay type

Click 'Close’ to exit the ‘Bonus Run’
window and return to the main screen

Clear Record |

Trial Run |  Process| [ Close ‘
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Overview of the Bonus
Proration Calculation for

Employees with Less Than
One Year of Service




Bonus Calculation By Service Month

Bonus code
Bonus method

Cut off bonus (month/period)
Bonus factor

Bonus payment by

Bonus amount

Which period to pay bonus

Bonus Parameter ]Gruup | Indeuall Update Bonus Fact¢

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

BONU v
By Calendar Bonus Calculation By Bonus Parameter ]Glnup | maividual | Update Bonus Factor |
12 I 2024 **Sarvice Month** Bonus code BONU -]
S E |; I . Bonus method |B3-' Calendar ;l
1 !:Iefnult Bonus Fﬂl:t. )FEITI e Cut off bonus (month/period) |1_2 2024
if "0’ Bonus Factor i Hired date = 17/05/2024 Sonus factor — Detaut Bongh Factor rom Update Em
if 0" Bonus Ractor is entered
Fixed Amount Bonus method = By Calendar Bonus payment by [New Base Salary -]
| 0 Cut Off Bonus = 12-2024 onus amount I_—IJ
Vv Deduct PCB Tax? Bonus factor = 1 Which period to pay bonus | Separately -
= Bonus calculation by [service Month |
[Separately -] New Base Salary = $2,335.00 T A

I Bonus calculation by

Senvice Month

Senvice month cut off day

Rounding formula

ay appl
k for FUL

Calendar Days

Working Days
None
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Service month cut off day 31" Must work fjor FULL complete month
| |

Service Month Cut Off Day = 15 4}

Bonus calculation as follows:
Actual working months = 8 months
(8 months = 12 months) X $2,335.00 = $1,556.67

Employee Hame Type Base Wage Facltor Hired Date §f ' Bonus Amguni

Z0004-C NOTES - PROCESS BONUS RUN - BONUS CALC S 2,.335.00 1.00 17/052024 1,558 67

Total Employees Processed : 1 1,556.67

96



Bonus Calculation By Calendar Days

|BONU |

Bonus method |Eyr Calendar LI
Cut off bonus (month/period) | 12 | 2024

Bonus code

Default Bonus Factor from Update

Bonus factor 1" it'0 Bonus Factor is entered.
Bonus payment by INew Base Salary |
Bonus amount I 0

IV DeductPCB Tax?
Which period to pay bonus  |Separately -~

CalendarDays| ~| |

Service monm Day apply,
Calendar Days for FULL complete mg

I Bonus calculation by

Service month cut off day

Bonus Parameter

Working Days
None

Rounding formula
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**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 calendar days from 17/05 to 31/12

Bonus Parameter | Group | Inaiaual | Update Bonus Factor

IBDNU 'I

Bonus code

Bonus method
Cut off bonus (monthuperiod) | 12 | 2024

Bonus factor Defaut Bonus Fa

if 0" Bonus Factor
|Naw Base Salary Ij
Bonus amount | 0

Bonus payment by

Which period to pay bonus

I Bonus calculation by

Senice month cul off day

|Nur|e

Rounding formula
EPF rate

|Current Year EPF =
Excude Bonus Condition
I~ Excude unconfirmed staff

Leave Exclusion
| b Exclude NPL |
|

= (15+30+31+31+30+31+30+31) — 4days NPL = 225 days

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

Employ&e Hame Type

Service Wiorking
Base Wage Faclor Hired Datel Mth/Days JHours/Days [ Bonus Amouni

Z0004-C NOTES - PROCESS BONUS RUN - BONUS CALC 5

233500 1.00_17/05202) o I T |

Total Employees Processed : 1

! ,;m Bonus ! 1.435.45'
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Bonus Calculation By Working Days

Bonus Parameter IGrnup | Individual | Update Bonus Factor | Bonus Parameter

[Bonu =] Bonus Calculation By:
Bonus code hd Bonus Parameter | Group | Inanidual | Update Bonus Factor

- *k A *%
Bonus method |Ey Calendar _| Working Days S
Cut off bonus (month/period) |12| 2024 Example: Bonus method
1 Default Bonus Factor from | H"Ed daf& = 1 ?}’{05;’?024 Cut off bonus (month/period) Iﬁlﬁ
sonus facier B Bonus method = By Calendar Bonus factor 1 o Bon] facr maniarad |
Bonus payment by INeW Base Salary j Cut Off Bonus = 12-2024 Bonus payment by [New Base Salary I =
Bonus amount I 0 _ Bonus amount | ]
_ — Bonus factor = 1 & Deduct PCB T

) Yaliat e New Basic Salary = $2,335.00 Which period to pay bonus [Separately ]

Which period to pay bonus |Separalehr j [ eave Exclusion — Exclude NPI Bonus calculation by |Working Days ﬂ
. - poly,

Bonus calculation by IWOT king Days| vl I [No Pay Leave taken in 2024 Sendce month cutofiday |15 2| 33 wugt work for FULL complete month

bW)ﬂy ﬂnp[y — 4 daysj Rounding formula INﬂI"IE ﬂ
Senvice month cut off day Calendar Days L for FULL compl ] EPF rate [Current Year EPF |
R z Tofai wark;n-g days for 5 Leave Exclusion Exclude Bonus Condition

ounding formula N ; .
one : Days/Week working pattern in M Exclude NPL [ Exclude unconfirmed staff

2024 = 262 days
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Bonus Calculation By Working Days

Perid |StartDate |Mid-Date  |End-Date  |istHalf [2rdHalf [Total |
202401 01/01/2024 15/01/2024  31/01/2024 11.0 12.0 23
202402 01/02/2024 15/02/2024  29/02/2024 11.0 10.0 21
202403 01/03/2024 15/03/2024  31/03/2024 11.0 10.0 21 Pro-rated
202404 01/04/2024 15/04/2024  30/04/2024 11.0 1.0 22 from Hired
202405 |01/05/2024 15/05/2024  31/05/2024 11.0 12.0 ?h Date 17/05
202406 01/06/2024 15/06/2024  30/06/2024 10.0 10.0 20 to 31/05 =
202407 |01/07/2024 15/07/2024  31/07/2024 11.0 120 23 11days
202408 01/08/2024 15/08/2024  31/08/2024 11.0 1.0 22
202409 (01/09/2024 15/09/2024  30/09/2024 10.0 1.0 21
202410 01/10/2024 15/10/2024  31/10/2024 11.0 120 23
202411 | 01M11/2024  15/11/2024  30/11/2024 11.0 10.0 21
202412 01122024 1511202024 3111212024 10.0 12.0 22
Bonus calculation as follows:
Total Working Days in 2024 = 262days
Actual working days = (11+20+23+22+21+23+21+22) = 163days
No Pay Leave = 4days
Total Actual Working Days = 159 days
(159days + 262days) X $2,335.00 = $1,417.04

Service Working ﬁ
Employee Name Type Base Wage Facior Hired Datg MihDays Rours/Days [ Bonus Amouni
Z0004-C NOTES - PROCESS BONUS RUN - BONUS CALC S 2,335.00 1.00 17.1'05;’202' 159 l 0.00 l 1.417.04 l
Total Employees Processed : 1 l ;tul Bonus l 1,417.04 '
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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 to align with your company's bonus
processing policy.

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

2. Process Bonus By Group
O Process by employee’s Category Code assigned in ‘Update Employee’.

3. Process Bonus By Individual
0 Manually enter the bonus factor/amount for each employee.

4. Import Bonus from CSV / Excel Format
0 Upload bonus amounts from an external file, such as CSV or 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'

Process Payroll

Pay Record

Bonus Record I

Special Record

Leave Transfer
Claim Transfer
Leave Encashment
Festival Advance

Service Point
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— i .. !
Process Bonus

o IMPORTANT NOTE:

£ Please be reminded that if you pay [BONUS] before [MID] or
[EMND] cycle(s), you are REQUIRED to run Process PAY RECORD
first,
This will enable system to calculate an accurate PCB amount in

[BOMNUS] cycle.
Do you still want to process [Bonus] cyce now?

Yes Mo
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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.
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-~

Bonus Paramet
Variable Bonus

WP Bonus Run for Pen

ind 202417 _

ir| Group Individual I:lpdate Bonus Factor |

Variable bonus 1 | I

[~ Retrieve bonus factor from Update Employee?
[~ Update bonus factor to Update Employee?

Variable bonus 2 | |

Employee # e :;I{c;l:ngays =Bonus Factor or  |Fix amount= ;?:Tibslf ;a:}rri]?-ll;lg
4

Prior to processing, verify that no data exists in either the 'Group'
or 'Individual' tabs. If there are any records present, delete them.
You can clear the lists by selecting 'Clear Employee Record' to
remove the entries.

+

Clear Employee Record ‘ Generate Employee Record ‘ ﬂglose ‘
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Method 1 — Process Standard Bonus Run

Below is an example of the bonus processing conditions.

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 Separately (Split from END pay cycle)

Bonus Calculation by Calendar Days (Prorate By Calendar Days)

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

Leave Exclusion

@ Bonus Run for Period 202412 Configure the bonus
Bonus Parameter | Group | Individual | Update Bonus Factor | setting as shown here.

Bonus code BONU -
P—

m—— When you are ready to
onus metho . : 0
Cut off bonus (month/period) m| 2024 proceed’ CIICk Process
|_1 Default Bonus Factor frof | to CaICUIate the bonus

if "0" Bonus Factor is ent

~| amount and transfer the

|By Calendar -

Bonus factor

Bonus payment by |New Base Salary

Note:

You may click 'Trial Run' to generate the
estimated bonus amount for verification before
proceeding with the actual bonus processing.
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Bonus amount | 0 bonus records to ‘Modify
— ';WTI Record > Modify Bonus
| Bonus calculation by [CalendarDars = Record'.
Senice month cutoffday 15 2| 1" st work torputs.comol NOTES
EPFr:tegf"" ::z:imarEpF - In this example, we have

Exclude Bonus Condition Chosen to process the
[~ Exclude unconfirmed sta bonus N a Separate

Leave Exclusion
v Exclude NPL
[~ Exclude employee hired
cycle.

[ Exclude annual leave [ Exclude employee resigr
[~ Exclude absent leave "2

Clear Record |

Trial Run II j]_glose
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Method 1 — Process Standard Bonus Run

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

YEAR END WORKSHOP
Bonus Run for : 1/2024 To 12/2024
Pay Bonus Based on : New Base Salary
Bonus Payment Method : By Calendar
Bonus Code - BONU
Bonus Factor 1
Cut-Off Day 10
Query : AD-HOC

Service Working
Employee Name Type Base Wage Factor Hired Date Term Date Mth/Days Hours/Days  Bonus Amouni
B0003 BALASANY s 4,500.00 1.00 17/05/2015 364 0.00 4 475.41
D001 DAISY AU YONG S 5,000.00 1.00 20/03/2017 366 0.00 5,000.00
D002 DERRICK CHIN S 10,000.00 1.00 17/05/2013 364 0.00 994538
FO006 FELICIA CHIN 5 11,000.00 1.00 171172018 366 0.00 11,000.00
FoO01 FADZIL BIN KARIM g 15,000.00 1.00 011072017 366 0.00 15,000.00
G001 GOH AH ENG s 15,000.00 1.00 24/11/2011 366 0.00 15,000.00
Jooo1 JAMIE TSANG g 5,000.00 1.00 29/01/2020 366 0.00 5,000.00
J0118 JACKE TEE 5 3,000.00 1.00 03/03/2010 366 0.00 3,000.00
K0001 KOO CHENG CHENG S 5,000.00 1.00 16/01/2014 366 0.00 5,000.00
K0002 KRISTIN TIN S 6,000.00 1.00 01/01/2020 366 0.00 6,000.00
M0003 MOHD HELMI BIN RAHMAN BAKRI S 11,175.00 1.00 101121991 10122024 345 0.00 10,533.81
Z0004-C NOTES - PROCESS BONUS RUN - BONUS CALC S 2,335.00 1.00 17/05/2024 225 0.00 1,435 45
Total Employees Processed : 12 Total Bonus 91,390.03
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If you need to process the
bonus for a specific group of
employees with a particular
criteria, utiize  “Ad-hoc
Query” or “Query Expert” to
filter employees before
continuing with the bonus
processing.
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Method 2 — Process Bonus By Group

This method enables the processing of bonuses based on the employee's Category Code.

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

(’ Update Employee Record - Period : 202412 — O X

Employee [J0118 ~| Name [JACKE TEE ~ a0 =

|Update Employment | Other | Confirm & Termination Bank Address Spouse Allowance/Deduction Career Calendar Miscellaneol 4 | }I

Employee [loie™ Name [tACKETEE

Hired Date 03/03/2010 ~ | 14 years 10 months Basic Salary 270000 Pay Group m
S W 66 years 1 month Increment Iﬁ

Ori. Hired Date [—l] Total Wage 3000.00

Pay Type |SE-Mthly Rated-NonOT v | v Hide Wage

Pay Freg l'-‘ﬂnt‘hlv j Bonus Factor [—3

Mid Mth Pay [ 0.00 %/ | 0.00

NRIC |580112-09-6715 Sex Male v |[Mr ~|

oKl IC 5842826 Race [MAL | [maL

Passport [ lssued Date | - Nationality |MY R | %
Passport Vahd | - I Year(s) Expiry Date | - I Bumi |No - I
Country lssue | - I

Progression Data

Department Ipzrmuz_: -] Ipfrmus PRODUCT I Category Irn.m‘ ~| IHC]H-'.'LI'-‘AGEI.'IEI'J_ i
Cost Centre IPEHMJS :l IPEHMJS Occupation |P;|: EXE ;| IPQCEUC_IOh EXECUTIVE
Section IRE_L L ~| IRE_L'\IL Company I_ESB =] I_'HES SOFTWARE SDN BHD

Job Grade IHDNE Zl IHDHE Division Iu:mz Zl IHDHE
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Method 2 — Process Bonus By Group

a Prior to processing, verify that no data exists in either the 'Individual' tab. If there are any records
present, delete them.

{y Bonus Run for Period 202412 — X
Bonus Parameterl Groupdate Bonus Factor]
Variable Bonus Code Sefting [~ Retrieve bonus factor from Update Employee?
Variable bonus 1 | ---l Variable bonus 2 | ---l [~ Update bonus factor to Update Employee?
Employee # Name :-Ivc::;se;Days =Bonus Factor or  [Fix amount= \é?]rri‘zll-lbsl;a ;::}rri]?-ll;l;
L
You can clear the lists by selecting 'Clear Employee Record' to
remove the entries before proceeding with the bonus processing.
+
|
Clear Employee Record ‘I Generate Employee Record ‘ _l-]_glose ‘
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Method 2 — Process Bonus By Group

e Click the ‘Group’ tab.

%/ Bonus Run for Period 202412

Bonus Paramellndividual \ Update Bonus Fac:tur\

Variable Bonus Code Setling

Variable bonus 1 | I Variable bonus 2 | --gl
.

* *

. ”
. v . =
, . . Hours /Q8ys ; Variable Variable
Category Description “‘ Workgﬂ' =Bonus Factor or |Fix amount= Py o
t MGT EXE MGT EXECUTIVE LEVEL“‘ ;’ 0.00 00 0.00 0.00 0.00
NMGT NON-MANAGEMENT ° ,0' 0.00 1.30 0.00 0.00 0.00
L N —
hd *
t“ ‘.,
* *
* &
£Y 4

Q If you only have one type of bonus payment, leave
“Variable Bonus 1”7 and “Variable Bonus 2" fields
empty, otherwise, the bonus amount will return 0.

O “Bonus Factor” and “Fix Amount” cannot be used in
the same process. You will be prompted with error.
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Bonus Factor and Fixed Amount are not allowed to have value at the same time.

(o]
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Method 2 — Process Bonus By Group

e 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 v v
5 v v
6 v v
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Method 2 — Process Bonus By Group

Here is an example
of the setup in
‘Bonus Parameters
for two different
methods:

Bonus Factor and
Fixed Amount.

Process Bonus by ‘Bonus Factor’

Process Bonus By ‘Fix amount’

Bonus Parameter| ndividual | Update Bonus Factor |
Variable Bonus Code Setting

‘arable bonus 1 s Variable bonus 2 -—-I

Hours Days Variable |Variable
Worked Bonus1 |Bonus2

MGT EXE |MGT EXECUTIVE LEVEL 0.00) 200 0.00 0.00 0.00
NMGT NOMN-MANAGEMENT 0.00) 1.00 0.00 0.00 0.00

Category |DGSC:I'IDIIOH =Bonus Factor or ‘ bt amount= ‘

[=1

If you are using the <Bonus Factor> method, and the Bonus is paid
separately from the regular payroll cycle, set up as per the instructions
below in ‘Bonus Parameter’ tab and click 'Process’.

Cut-off is 12-2024

Use the latest Basic Salary to calculate Bonus amount.

Bonus Calculation By method as Calendar Days.
Bonus will be prorated if there is NPL taken.

K 15 Run i

Bonus Parameter | Group | Individual | Update Bonus Factor |

Bonus code

Choose your
preferred
Bonus code

By Calendar

Bonus method
Cut off bonus (Month/period) | 12 | 2024

Default Ponus Factor from U
ShauIEEs vl I if ‘0" Bofjus Factor s entered

Bonus payment by |rew Base salary =)
Bonus amount I
=

[Separately =1
[calenaar pays =]
y F T Day apphy.
I i 21" Musat work for FULL complete month

Rounding formula |Mone =
BE caie |[Current vear EPF ~]

Leave Exclusion
W Exclude MPL

wWhich period to pay bonus

Bonus calculation by

Sarvice month cut off day

Exclude Bonus Condition

I Exciude unconfirmed staff

] Exclude eamployas hired after | -

™ Exclude annual leave I Exclude employee resigned after | -
I Exclude absent leave —
Ciear Record Trial Run I " Brocess | _IfL Close I

Bonus Parameter Indeual | Update Bonus Factor |

Variable Bonus Code Setting
Wariable bonus 1 e Variable bonus 2 I

Hours IDays \Variable |Variable

Category Description Worked =Bonus Factor -:JIFut amaount= Eonus1 |Bonuaz
| MGT EXE MGT EXECUTIVE LEVEL 0.00 D.Dj 10000.00 0.00 0.00
! MNMGT NON-MANAGEMENT 0.00 0.0 15000.00 0.00 0.00

If you are using the <Fix Amount> method, and the Bonus is paid
separately from the regular payroll cycle, set up as per the instructions
below in ‘Bonus Parameter’ tab and click 'Process’.

-

kP Bonus Run for Period 202412

Bonus Parameter l Group | Individual | Update Bonus Factor |

BOMNU
Bonus method By Calendar
Cut off bonus (month/period) I 12 I 2024

Bonus factor

Bonus code
—

Choose your
preferred
Bonus code

|FixedAmour|t

—

Bonus payment by

Bonus amount

wWhich period to pay bonus [Separately =

Bonus calculation by [MNone |

Service month cut off day s =] ';1%1 a:r31zra:JEL complete month
Rounding formula [Mone ~]
EPF rate |Current Year EPF -

Exclude Bonus Condition
I Exclude unconfirmed staff
T Exclude employee hired after
I Exclude employes resigned after
™ Exclude dailyhourly pay type

—
I j'

Clear Record

2024 @ Timesoft Malaysia | Year End User Guide

Trial Run I Jgfo.:eu!! WL Close J
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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.
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-~

| P Bonus Run for Period 202412

Bonus Parameterl Groufp Individual | Ubdate Bonus Fadorl

Variable Bonus Code Setting

Variable bonus 1 | |

[~ Retrieve bonus factor from Update Employee?

Variable bonus 2 | | [~ Update bonus factor to Update Employee?

X

Employee #

MName

Hours /Days
Worked

<Bonus Factor or

Fix amount=

Variable
Bonus1

Variable
Bonus2

|w

+

Clear Employee Record

Generate Employee Record ‘ J1 Close ‘
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Method 3 — Process Bonus By Individual

c Verify that no data exists in either the 'Group' tab. If there are any records present, delete them.

:j Bonus Run for Period 202412 - X
Bonus Paramefer Group II dividuall Update Bonus Factorl
Variable Bonus Code Setting
Variable bonus 1 | | Variable bonus 2 | |
. Hours /Days ) Variable Variable
Category Description Worked =Bonus Factor or |Fix amount= e m——
L
+
_l-]_ Close
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Method 3 — Process Bonus By Individual

e Click the ‘Individual’
tab.

e (Optional) To

retrieve the Bonus
Factor from the
'‘Update Employee,
check this option.
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- — -t SR
P Bonus Run for Period 202412

Bonus Parameterl Groupll Individual §Update Bonus Fador]
I [~ Retrieve bonus factor from Update Employee?

Variable Bonus Code Settin
_I | Update bonus factor to Update Employee?

Variable bonus 1 | | Variable bonus 2 |
. -
n

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.

+

<
.0. |
Employee # Nome 0,‘ Hburs /Days|<Bonus Factor or |Fix amount= |Variable Variable
.. \Jorked Bonus1 Bonus2
v ]
» ‘. -
& [ ]
0‘ [ ]
<* L |
0. n
* [ ]
0‘ "
* [}
0’ »
0‘ [ ]
0..

Generate Employee Record ‘ ﬂglose ‘

Clear Employee Record
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Method 3 — Process Bonus By Individual

If this is the first time you are processing bonuses for the current period, it is recommended to
click 'Clear Employee Record' followed by 'Generate Employee Record’.

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

Bonus Fararneter' Group | Individual pdate Bonus Factor |
Varisbie Bonus Code Setting [T Retrieve bonus factor from Update Employee?
‘Jariable bonus 1 ---I Variable bonus 2 I e [~ Update bonus factor to Update Employee?
Howur: =Bonus F r or|Fix amoun riabl riabl
emporee # [riame o ars[ Banus Fadir arFix ameunt [isnatle [varebi
k|BOOOD3 BALASAMY 0.00 0.00 0.00 0.00
' |pooq DAISY AU YONG 0.00 0.00 0.00 0.00 0.00
[ Doo2 DERRICK CHIN 0.00 0.00 0.00 0.00 0.00
: FOO0D6 FELICIACHIN 0.00 0.00 0.00 0.00 0.00
Ll FOO1 FADZIL BIN KARIM 0.00 0.00 0.00 0.00 0.00
G001 GOH AH ENG 0.00 0.00 0.00 0.00 0.00
" |s0001 JAMIE TSANG 0.00 0.00 0.00 0.00 0.00
:.JCI‘I‘IB JACKIE TEE 0.00 0.00 0.00 0.00 0.00
KO0001 KOO CHENG CHENG 0.00 0.00 0.00 0.00 0.00
: Koo02 KRISTIN TIN 0.00 0.00 0.00 0.00 0.00
_|LOo03 LAILAISMAIL 0.00 0.00 0.00 0.00 0.00
MO002 MYOLIE LOH Al LING 0.00 0.00 0.00 0.00 0.00
0 MOO0D3 MOHD HELMI BT ZAID 0.00 0.00 0.00 0.00 0.00
- |moos3 MUTHUSAMY VELU A/ 0.00 0.00 0.00 0.00 0.00
: NEW NEW EMPLOYEE 202 0.00 0.00 0.00 0.00 0.00
L -
Clear Employee Record .+."-'.-----| 4 sesmmmmnn Generate Employee Record | _rLQIose |
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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)'.

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

with error.

;j Bonus Run for Period 202412 X
Bonus Parameler| Group Individual |Update Bonus Factor]
‘Variable Bonus Code Setting
[~ Retrieve bonus factor from Update Employee?
Variable bonus 1 lﬁ Variable bonus 2 lﬁ r 2
|
Employee# Name \liI?JLrII-r(i;DaFSI:BOHUS Factor or |Fix amount= \éimlf ;aorri‘il;l; I
_|B0003 BALASAMY 0.00 Re——t e -
_|D001 DAISY AU YONG 0.00 0.00 0.00 0.00 0.00
D002 DERRICK CHIN 0.00 0.00 0.00 0.00 0.00
_|FO006 FELICIACHIN 0.00 0.00 0.00 0.00 0.00
_[F0O1 FADZIL BIN KARIM 0.00 0.00 0.00 0.00 0.00
G001 GOHAH ENG 0.00 0.00 0.00 0.00 0.00
|_[-J0001 JAMIE TSANG 0.00 0.00 0.00 0.00 0.00 |
_[Jo118 JACKIE TEE 0.00 0.00 0.00 0.00 0.00
_|K0001 KOO CHENG CHENG 0.00 0.00 0.00 0.00 0.00
|_[Kooo2 KRISTIN TIN 0.00 0.00 0.00 0.00 0.00
_|M0003 MOHD HELMI BIN RAHMAN BAKRI 0.00 0.00 0.00 0.00 0.00
! Z0004-C NOTES - PROCESS BONUS RUN - BONUS CALCU 0.00 0.00 0.00 0.00 0.00
L 3 -
Clear Employee Record | Generate Employee Record | I-'L Close |
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Bonus Factor and Fixed Amount are not allowed to have value at the same time.
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Method 3 — Process Bonus By Individual

e 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 v v
5 v v
6 v v
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Method 3 — Process Bonus By Individual

Here is an example
of the setup in
‘Bonus Parameters
for two different
methods:

Bonus Factor and
Fixed Amount.

Process Bonus by ‘Bonus Factor’

Process Bonus By ‘Fix amount’

-

g Bonus Run for Period 202412

Bonus Parameter | Group Individual I Update Bonus Factor |

‘Variable Bonus Code Setting
‘ariable bonus 2 |

[~ Retrieve bonus factos

Variable bonus 1 aue [T Update bonus factor

-

wf Bonus Run for Period 202412

Bonus Parameter | Group  Individual | Update Bonus Factor |

Variable Bonus Code Setting

™ Retrieve bonus fact]

“ariable bonus 1 Variable bonus 2 [T Update bonus factod

Hours /Dags|<Bonus Factor or ix amount= |Variable |Variable Hours MDays |<Bonus Factor or |§ |Fix amount> riable |Variable

Employes # ' | Name Worked f r Bonus1 |Bonus2 SR | Nworked I inu.ﬂ Bonus2
_[B0003 BALASAMY Dt 300' 0.00 0.00 0.00 _|Bo003 BALASAMY 0.00 0 15000.00 0.00 0.00
D001 DAISY AU YONG 0 2.30 0.00 0.00 0.00 D001 DAISY AL YONG 0.00 0 3750.00 0.00 0.00

If you are using the <Bonus Factor= method, and the Bonus is paid
separately from the regular payroll cycle, set up as per the instructions
below in ‘Bonus Parameter’' tab and click 'Process’.

Cut-off is 12-2024

Use the |latest Basic Salary to calculate Bonus amount.

Bonus Calculation By method as Calendar Days.
Bonus will be prorated if there is NPL taken.

=

e E

Bonus Parameter | Group | Indhidual | Upaate Bonus Factor |

BOMNLY -
Bonus method By Calendar
Cut off bonus (month/perioa) [ 12| 2024

Bonus code

Choose your
preferred
Bonus code

DoefaullBonus Factor from LU gd
Bonus factor l it 0 Bnus Factior is entered
Bonus payment by |New Base Salarny -
Bonus amount I
I~

[separately =1
Bonus calculation by [Salenaar Days -1
T —— { D3y apOty.
=1 31" Must work for FULL complete month
|rone -

[current vear EFPF = |

wWhich period to pay bonus

Rounding formula
EFF rate

Exclude Bonus Condition
M Exclude unconfirmed staff
Exclude smployes hired after

Leave Exclusion

= Exclude MPL
xCl (= S ichc 1o awv] r
xclude annual leave
M Exclude absent leave

—
— =

InulF!ImI | <~ process | I_f_l_;hu |
i i

I Exclude employee resigned after

Ciear Record I

If you are using the <Fix Amount> method, and the Bonus is paid
separately from the regular payroll cycle, set up as per the instructions
below in ‘Bonus Parameter’ tab and click 'Process’.

-

KaP Bonus Run for Period 202412

Bonus Parameter ] Group | Individual | Update Bonus Fador]

BOMU
S
By Calendar

Bonus code

Choose your

Bonus method

Cut off bonus (Mmonth/period) [?[m prefen’ed
Bonus factor ge ’;:f:::::t:rm; e Bonus COde
Bonus payment by |Fixed Amount =]
Bonus amount ﬁ

=
wWhich period to pay bonus |separately = |
Bonus calculation by [Mone ~1
Service month cut off day 115 mu:: e compiete month
Rounding formula |Mone -~
EPF rate |current vear EPF ~1

Exclude Bonus Condition

I Excude unconfirmed staff

T Excilude employee hired after I 'I
T Exclude employee resigned after | -I

™ Exclude dailyhourly pay type

Clear Record I

Trial Run I Jgrou:css]l W close ]
——
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Import Bonus from CSV / Excel Format



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 either CSV or Excel format (xIs or xlsx) and importing it into the system.

Import File Requirements:

Item | Guidelines
1 The Amount column should not contain “$” and “,” symbols.

Data must be placed on the first worksheet with any sheet name

2
3 Imported data must start from Row 1, and no file header is required.
4

Below is an example of a simple import file with two columns, i.e., Employee
Code and Amount, for your reference

A B C D E F
1 o041 2000.45
2 |po00s3 °00 Example of an import file
3 0056 3000 .
4 |AC001 1033 with 2 columns
5
6

i.e., Emp Code and Amount

=1

Ready ﬁ:’;'?AccesmH > Unavallable
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Method 4 — Import Bonus from CSV / Excel Format

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

Process Payroll

Pay Record
Bonus Record

Special Record

Leave Transfer
Claim Transfer
Leave Encashment
Festival Advance

Service Point

n Click ‘Process Payroll’ > ‘Bonus Record’, then, click “Yes'.

Process Bonus

IMPORTANT NOTE:

Please be reminded that if you pay [BONUS] before [MID] or
[EMND] cycle(s), vou are REQUIRED to run Process PAY RECORD
first.

This will enable system to calculate an accurate PCE amount in
[BOMNUS] cyele,

Do you still want to process [Bonus] cycle now?

Yes Mo
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Method 4 — Import Bonus from CSV / Excel Format

o Verify that no data exists in either the 'Group' or 'Individual' tabs. If there are any records present,

delete them.
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&a 0o Run for Period 20741
| \gf Bonus Run for Period 202412

Bonus Paramier Group I Individual |Ideate Bonus Fadorl
ariable Bonu

Variable bonus 2 | |

Variable bonus 1 | |

X

Category

Description

Hours /Days
Worked

<Bonus Factor or

Fix amount=

Variable
Bonus1

Variable
Bonus2

|w

J1. Close
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Method 4 — Import Bonus from CSV / Excel Format

o Configure the bonus setting as shown here.

When you are ready to proceed, click
'Process’ and the system will insert bonus
records to ‘Modify Record > Modify Bonus
Record’ with amount 0.00.

Note: In this case, we have chosen to
process the bonus in a separate cycle.
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v:j Bonus Run for Period 202412

Bonus Parameter IGroup | Individual | Update Bonus Fal:turl

Eu_nus code |EONU v]
Bonus method |By Calendar |

Cut off bonus (month/period) I 12 I 2024

Bonus factor if ‘0" Bonus Factor is ente

Default Bonus Factor from pdate Employee

Bonus payment by |Fixed Amount -
Bonus amount I—
Iv Deduct FCH lar
Which period to pay bonus  |Separately v
Bonus calculation by MNone -
e monmononasy 15 2] Lpgeacronemy
Rounding formula [None |
EPF rate |Current Year EPF |

Exclude Bonus Condition
[ Exclude unconfirmed staff
[ Exclude employee hired after | ;l

[T Exclude employee resigned after | LI
[T Exclude dailyhourly pay type

Clear Record

Trial Run I \/Eroces.s” _.'-lglnse |
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Method 4 — Import Bonus from CSV / Excel Format

The system processes the bonus with a 0.00 amount, allowing you to import the bonus amount from

an Excel/CSV file.

YEAR END WORKSHOP Date - 19/11/2024
Bonus Run for © 112024 To 1272024 g::;l] . g:;:: !::—E.};:ASEF{
Pay Bonus Based on : Fixed Amount )
Bonus Payment Method : By Calendar
Bonus Code . BONU
Bonus Factor :
Cut-Off Day -0
Query : AD-HOC

Service Vorking Wariable Variable
Employee Name Type Base Wage Factor Hired Date Term Date Mth/Days Hours/Days | Bonus Amouni Bonus1 Bonus2
B0003 BALASAMY S 0.00 0.00 17/05/2015 0 0.00 0.00 0.00 0.00
DO0 DAISY AU YONG S 0.00 2.00 200032017 0 0.00 0.00 0.00 0.00
D002 DERRICK CHIN s 0.00 2.00 17/05/2013 0 0.00 0.00 0.00 0.00
FOO06 FELICIA CHIN S 0.00 000 171172018 0 0.00 0.00 0.00 0.00
FO01 FADZIL BIN KARIM s 0.00 0.00 011022017 0 0.00 0.00 0.00 0.00
G001 GOH AH ENG S 0.00 2.00 24/11/2011 0 0.00 0.00 0.00 0.00
Jooo1 JAMIEE TSANG S 0.00 0.00 29/01/2020 0 0.00 0.00 0.00 0.00
J0118 JACKIE TEE S 0.00 3.00 03/03/2010 0 0.00 0.00 0.00 0.00
KO001 KOO CHENG CHENG S 0.00 0.00 16/01/2014 0 0.00 0.00 0.00 0.00
K0002 KRISTIN TIN 5 0.00 0.00 01/01/2020 0 0.00 0.00 0.00 0.00
M0003 MOHD HELMI BIN RAHMAN BAKRI s 0.00 1.00 10121991  10M12/2024 0 0.00 0.00 0.00 0.00
Z0004-C NOTES - PROCESS BONUS RUN - BONUS CALC S 0.00 0.00 17/05/2024 0 0.00 0.00 0.00 0.00
Total Employees Processed : 12 Total Bonus 0.00 0.00 0.00
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Method 4 — Import Bonus from CSV / Excel Format

e Click ‘Custom Add-On’ > ‘Bonus/Allowance Data Import'.

Custom Add-on

Bonus/Allowance Data Import

Import Career Data

Increment Run

Message Footer

Matrix Report

Hourly Costing Report
Hourly Job Cost Entry
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Method 4 — Import Bonus from CSV / Excel Format

Select the allowance code from the
‘Code’ drop-down option.

Click to choose the import file.

Choose the ‘Pay Period'.

Enter Excel columns for “Employee#”

and “Amount” based on the import file.

Example:
Employee# in Column A and Amount

in Column B.

e Click ‘Process’ to upload Bonus data
from the selected file.
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{l Bonus/Allowance Data Import 202412

= X
Mote : System will read data start from ROW 1
Code [EIOHU 5 ;I 6
=

Filename |D:\BONUS xisx

Pay Period 7

" Mid Month {* Bonus

" End Month " Special

Excel Format 8 8

Employee# Column A Amount Column |B
Print |

9
\/EFDCOSS‘ _flngE |
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Method 4 — Import Bonus from CSV / Excel Format

@ After the import completes, verify the Bonus amount in ‘Modify Record’” > ‘Modify Bonus
Record’, assuming you choose to process Bonus in a separate cycle than regular payroll.

= I c — —T—= == — — —r—= T — T—r— T T T T T

:j [ Modify Pay Record ] § Current Processed Cycle: B
Employee [50003 | Name [BALASANY ~|
B4 ¢ Period [202412 |

Pay Group [STD Other Cycle | Paid |Monthly Period [128 Type [28N  EPFClass [CLASS1  SOCSOClass [SOCSO1
Daily Rate | 173.08 Hourly Rate | 21.63 Tax Category |3 Dependent Child

Allowances [ Deductions
Code DESCHB“DI'I Amount
I b(BONU Bonus 500.00 I
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Common Errors when
importing bonus
amounts into TIMESPAY
using Excel files
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Common Errors When Importing Bonus Amount

YEAR END WORKSHOP

Bonus/Allowance Import Failed Cheking Report
No. Emplyoee No Amount

1 ACD01 1,033.00
Total 1,033.00

Possible Cause:

The employee code in the import file does not exist in the 'Update Employee' records.
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Common Errors When Importing Bonus Amount

Note : System will read data start from ROW 1

Code IBUNU j
Filename |C:‘-.Users\carmencheah‘-.DesktcpwearEndWcrkshop 2021\Workshop Working File\import File\Bonus =

Pay Period - Error X |

{~ Mid Month _
Import failed. . A . B
" End Month ' " is not a valid floating point value 1 Tooa1

2 B0DDO3 500
oK 3 D001 3000
Excel Format
Employee# Column |A AmountCo

Print | " Process j}_glnse |

Possible Cause:

The amount column is incorrectly defined and does not match with the corresponding column in the
Excel file.
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Common Errors When Importing Bonus Amount

Error

a

x |
Import failed.
" 1s not 2 valid floating point value

................................

A B
_b !
0041 2000.45
| BO0O3
D001 3000

Possible Cause:

The amount column cannot be left empty in the import file.
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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 the ‘Bonus’ cycle, follow these steps:

a Click Utility > ‘Lock/Unlock Pay Cycle’. e Select Processed Cycle as ‘Bonus Run’.

Custom Add-on e To select all employees, tick the 'Select All'
rP r
User Password Setup CheCkbOX.
Change Master Password
Lock/UnLock Peried . \ \ i ) :
Lock/Unlock Pay Cycle Then, click 'Save' to confirm your selection’.
Leave Utility
Global Change &P Lock/Unlock Pay Cycle Dialog - X
Initialize New Year I Processed Cycle [Sonus Run v ISureh | I A I
Employee Name [Employees [Department [selected| A
IRIS KOH 0041 SGBA v
_|sacke Tee Jo18 PENANGP [
_|JAME TSANG Jooo1 NONE V
Note: _| <00 cHenG crenG K0001 18P v
- ) . ) _|krisTN TN K0002 NONE v
Once the pay cycle is locked, editing data in _|Rasasauy an naTHAN R0063 $G8A v
. . _|SHRLEY LEONG 0031 JBM v
the Mod Ify Bonus Record is not allowed, _|TEST - BONUS SALARY COMPARISON - BONUS PAYMENT BY [Page 53)  20002-D SABAH-AD W
. TEST - EAFORM 4.6 [Page 90] 20011 18P v
un IeSS the CyC|e IS un IOCked . " |TEST - MPORT BENEKn’gﬂ KIND - 4.2.3 [Page 78] 20007 JBA 2 .
I K save I ! L Crose I
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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)]
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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 designed 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).

U 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#) for
Allowance/Deduction Code | Page 144

2 Link Employee | Page 154

3  Import TP2 / Benefit in Kind | Page 162
4 Benefit In Kind Data Entry | Page 192

5  Benefit In Kind Checking Report | Page
204
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10

Tax Exemption Report | Page 215

EA Form | Page 221

BIK Section [Tax Exempt
Allowance] Appendix | Page 237

Slip Jawapan - PCB2(ll) | Page 245

Form E / C.P.8D | Page 259
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Year End Statutory Forms — To-Do List

Relevant Setups and Reports Forms Generation (External)
1. Setup Tax Line (EA#) for 7. EAForm
Allowance/Deduction Code 8. BIK Section [Tax Exempt Allowance] Appendix
2. Link Employee 9. Slip Jawapan - PCB2(Il)
3. (Optional) Import TP2 / Benefit in Kind 10. Form E / C.P.8D
4. (Optional) Benefit In Kind Data Entry
5. (Optional) Benefit In Kind Checking Report
6. (Optional) Tax Exemption Report
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Year End Statutory Forms

Important Note:
U 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

m 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#) for
Allowance /
Deduction Code
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Set Up Tax Line (EA#) — Introduction

This step involves assigning tax lines (EA#) 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#). The system uses the assigned EA# 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#.

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#) — Mapping Procedures

G Log in to TIMESPAY for period ‘202412".

Login

UseriD  |MASTER

Password |(eeee

|Period [202412 ﬂfﬂ -

[~ Show password

Change Password |

+ Login | ¥ Logout |
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0 Go to Payroll Setup > Allowance/Deduction Table.

O

Payroll Setup

Pay Period (Pay Group)
EPF/SOCSO/EIS/PCB/HRD Table
Bank Codes

IBG Bank Routing Code
Allowance/Deduction Table
Others Code Table

Sub Company Setup

Free Field Description

Cost Centre Allocation
Formula Setup

Salary Schedule

Supervisor Setup

Exchange Rate Setup

. Locale Setup
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Set Up Tax Line (EA#) — Mapping Procedures

For Allowance/Deduction codes utilized in the 2024 payroll process that need to be captured in

the EA/Form E, ensure the EA# column is not left empty.

If a code is not required to capture in EA/Form E, define the EA# as 0; do not leave it empty.

0 Allowance / Deduction Code Maintenance — =
Search Code Sortby [ALLOW_CODE | Fixed Cols [0 2]

**|S BONUS - Tick on the code to exclude the allowance from EPF Wages when determining the

System Code Employer EPF Rate of 12% or 13%. As per EPF conditions, BONUS should be excluded.
Code Description CP21/ CP22/ CP22A (CBIO?J:II Eaz Is Bonu=|EPF |VOL |SOCSO |(EIS|PCB J;\Yde}P
L ACA ACA Alowance | 3 - Allowance in cash including taxba [ - v v VWV v v r
= 3 - Allowance in cash including tax ba [ . v v V ¥V ¥ r
| apsu ADJUSTMENT I H = N =N E = r
] ADV ADVANCE 0 - Not Taxable I~ 0- Mot Taxable I I I I I [ I
AL ANNUAL LEAVE 1 - Salary, fees, wages, and overtime | 1 - Gross Salary, Wages, Leave, OT I v v WV ¥ v r
“|aLLow Allowance 3 -Allowance in cash includingtaxba [ 3 - Tips, Perquisites, Allow, Rewards I v v vV v v r
" |aLLwMEAL  MealAllowance 0 - Not Taxable [ 25 - Tax Exempt Income I v ¥ - | r
: ALLWPARK  Parking Reimbursement 0 - Not Taxable I~ 25 - Tax Exempt Income . v v VM VM T r
ANLP Annual Leave Pay 1 - Salary, fees, wages, and overtime | 1 - Gross Salary, Wages, Leave, OT I v v WV v v r
: ATTN Attendance Allowance 3 - Allowance in cash includingtaxba [ 3 - Tips, Perquisites, Allow, Rewards I | (| r
AWARD Long Service Award 3 - Allowance in cash including taxbo | |3 - Tips, Perquisites, Allow, Rewards I | r (| r
: BACK BACK PAY OF BASIC 1 - Salary, fees, wages, and overtime | 1 - Gross Salary, Wages, Leave, OT [ vl [ T R v
BAOT BACK PAY OF OVERTIME 1 - Salary, fees, wages, and overtime | 1 - Gross Salary, Wages, Leave, OT [ m . " R v
“|sonu Bonus 2 - Commission and bonus I~  2-Fees, Director Fees, Comm, Bonus 2 Vv | v — ™ v
- 2 - Commission and bonus r - v v v I A v
r : CARALLO Car Alowance 3 - Allowance in cash including tax bo I_I I . v v VvV vV v r
G = 0 - Not Taxable ™ | 0- Mot Taxable I~ | r - |~ r
| B save | Cancel | fii | | | ‘ | L Close
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Set Up Tax Line (EA#) — Mapping Procedures

If the EA# is found empty when generating the EA/Form E, the system will prompt an error log,
indicating which affected codes are not assigned an EA#.

. N |
R Process Log - O X
= B A B[ 4] > Close
Error Log Report
We have found some issues that you may need to take actions 1]
Warning X
~0g message o Validate EA number failed.
1. Undefine EA# for allowance code : ACA ;
2. Undefine EA% for allowance code : CAR ALLO 4
I
ok |
I
~
Page 1 of 1 y
IEEE——— |
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Set Up Tax Line (EA#) — Mapping Procedures

An example of an EA Form with the oan oo 2o o e ——

Statement of Remuneration

INCOME TAX Empioyee’s Income Tax No
1 Seral No STATEMENT OF REMUNERATION FROM EMPLOYMENT
releva nt TaX LI ne (EA#) . Empiloyers No. E FOR THE YEAR ENDED 31 DECEMBER LHDNM Branch
THIS FORM EA MUST BE PREPARED AND PROVIDED TO THE EMPLOYEE FOR INCO! TAX PURPOSE

PARTICULARS OF EMPLOYEE
1 Full Name of EmpiloyeaePensioner (Mr Miss/Madam)

2.  Job Designation

4 New 1.C. No. Passport No
L] EPF No SOCSO No.
8

Example:
If you assign an allowance code with EA# =i e e S ——

(b) Date of cessation

as '3' and the code is utilized in 2024, the H ST e ST A LSS g oo

Staff No /Payroll No.

0N OW

RM
1 (a) Gross salary, wages or leave pay (including overtime pay) 1
. . . (b) Fees (including director fees), commission or bonus 2
corresponding amount will be captured in (€) Gross tos. parquisies, swarasirewards or ofmer Mowances (Detats of payment 3
(@) Income Tax bome by the Employer in respect of his Employee 4
(e) Empiloyee Share Option Scheme (ESOS) benefit 2;1_::

"Column 1(C) - Gross tips, perquisites, D e ——— -

2 Details of arrears and others for preceding years paid in the current year
] Type of ncome ) gg
awards/rewards, or other allowances", p—
Benefits in kind { Specify )
Value of kving accommodation provided (Address ) 17

when generating the EA Form for the = Retns o oororea rovensPrsien i 1s

Compensation for loss of employment 19

affected employee. B perion oo omens 20

2. Annuities or other Pernodical Payments 21

TOTAL
n TOTAL DEDUCTION 99
1 Monthly Tax Deductions (MTD) remitted to LHDNM
2. CP 38 Deductions
3 Zakat pakd via salary deducton
4 Total claim for deduction by employee via Form TP1 in respect of
@) Relief RM
(b) Zakat other than that paid via monthly salary deducton RM
5. Total qualifying child relief
B conriBuTIONS PAID BY EMPLOYEE TO APPROVED PROVIDENT/PENSION FUND AND SOCSO
1. Name of Provident Fund
Amount of compulsory contrnibution paid (state the employee’s share of contnbution only) RM
2. SOCSO: Amount of compulsory contribution paid (state the empioyee’s share of contribution only) RM
A o7AL TAX EXEMPT ALLOWANCES / PERQUISITES / GIFTS / BENEFITS "M 25
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Set Up Tax Line (EA#) — Tips

Tips:
O Utilize the "Pay History Report" to cross-
check the codes used.

Pay-Slip

I Pay History Report |
ay History Report - Pivot Table

Pay History Report - Excel Format

Employee Payroll Listing
Process Payroll Payroll Statistic Listing

- Allowance / Deduction
NPL/Shift/OT/Rest-day
Code Table

Income Tax Run Report

Internal Reports

Employee PCB Report
Government Form ] Custom £
Bank/Cash/Cheque Reports

Management Reports

WOW W W

Employee Data Reports

b

Hire, Confirm & Termination
Advance Reports
Leave Reports

WOW W

ge Period
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Set Up Tax Line (EA#) — Tips

Tips:
O Print the report with
selection set below:
* Period 202401 to 202412
* Full Month
By Whole Company

the

O Verify the tax line numbers are
set up correctly by checking the
EA# column in the report.
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—
|:’ Print Dialog for Employee Pay History Report

FromPeriod (202401  «| To [202412

El

Mid Month
End Month
Special Period
Bonus Period
Full Month

~
-~
-
~

D

-

Kid and End
" By Weekly

Print By

{” By Employee
" By Department
{" By Cost Centre

{* By Whole Company: I

171

Employee # [E!I::}E?

_I To I:::13

| To |scBr

Department [F; CW

5

Cost Centre [E! B

| 1o |

Setup | Preview |

=)

X |

YEAR END WORKSHOP
Pay History by Company from Period 202401 to 202412

Month : Full Month
Query : ALL (ALL) plus ()

Description EAZ® Jan Feb
Total Basic Salary 0,050.00 170,050.00
Total Deduction ES, 38185 -15285.05
Total Allowance 3,108.80 11,495.90
NPL Day-C 0.00 0.00
NPL Day-L 0.00 0.00
PCB ( PAID BY EMPLOYER 2,037.90 2,037.90
ACA Allowance 100.00 100.00
Meal Allowance 25 2,400.00 2,400.00
Parking Reimbursement 25 2,128.00 2,128.00
BACK PAY OF BASIC 1 1,612.90 0.00
Bonus 2 0.00 0.00
Car Allowance 1,500.00 1,500.00
PREVIOUS YEAR TAX DEDUC -334.00 -334.00
Mobile Allowance 2 800.00 800.00
Official Petrol 3 2,530.00 2,530.00
MONTHLY INCOME TAXDEDU | J15,047.85 -14951.05
Gross VWages 181,120.90 179,508.00
Employee EPF -16,268.00 -16,081.00
Employee SOCS0 -420.00 -420.00
Employee EIS -168.00 -168.00
Net Pay 150,920.95 148,591.85
J L == ] I




Set Up Tax Line (EA#) — Additional Set Up

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:

a In ‘Allowance/Deduction Table’, locate the allowance code created for PCB Borne By Employer

purpose.

Select the checkbox for ‘PCB Borne By Employer’.
Note: There is no calculation associated with this indicator.

l:_.' Allowance / Deduction Code Maintenance

Search Code | Sort by - Fixed Cols |2 =1
S BOMNUS - Tick on the code to excly
B system Code Employer EPF Rate of 12% or 13%. As
- oo BackPay |Baitulmal|MNon-Payrgl|PCB Borme
Cada Cr6s cripti on Allowance | Sarawak |ltem By Employer emark
] QSPEE_ER PCB ( PAID BY EMPLOYER ) I I
@E2NPL NO PAY LEAVE | |
A SAL ARY Salary Arrears I [
ACA ACA Allowance — I
ACT ALLW Acting Allowance 2 I [
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Set Up Tax Line (EA#) — Additional Set Up

When generating Form E, system checks if any payroll transaction with an allowance code marked

with this indicator.

Allowance with PCB Borne By Employer Report in Form E - Column H

v 1 (Yes)
X 2 (No)
A B C D E F G H
Bil. Nama Pekerja MNo. No. Kategori| Status Tarikh Cukai
Pengenalan Pengenalan / | Pekerja | Pekerja | Persaraan | | Ditanggung
Cukai (TIN) Pasport Tamat Oleh Majikan |
2)
1=Ya
2 = Tidak
1 |DAISY AU YONG 3 2 19—11-20!1 1
2 |FELICIA CHIN 1 2 1&11-2051 2
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2. Link Employee
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Link Employee — Introduction

The purpose of “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 procedure.

Information Sharing:

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

Failed to upload file

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

and please reupload the correct textfile.

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

c Log in to TIMESPAY for the period 202412'. 9 If your database contains multiple
companies with different Employer Tax

Reference Numbers, select the relevant

Login

UserlD  [MASTER company for setup using Query > Select
Password [eeee Company.
I Period _ [202412 ﬂ’IIE = Skip this step if you have only one

[~ Show password

company in the database.

Change Pas.swurdl " Login | 3 Logout |

Query Expert

uery Selection
Select Company

Ad Hoc U.L.IEI’}"
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Link Employee — Procedures

e Go to Payroll Reports > Government Form > Income Tax > Link Employee.

Link Employee

Internal Reports > Import Benefit In Kind
Government Form > EPF > Benefit In Kind Entry
Bank/Cash/Cheque Reports > SOCSO > BIK Ch"ki"fg Report
Management Reports > EIS N Tax Exemption Report
Employee Data Reports > Income Tax > LHDN Audit File
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Link Employee — Procedures

G In the Link Employee window, click ‘Auto Link Employee’.

-

wp Link Employee
Employee Name Old Employee Name Hired Date
L
HNew F,‘ Cancel | .' Remove | gﬁ Auto Link Employee | _rL Close

e Click "Yes' to proceed or 'No' to cancel the process. o

a Proceed to auto link employee?
|

Yes No
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Link Employee — Procedures

e If the system detects an employee with an identical New IC Number or Passport Number,
the records will be displayed on this screen.

1

| [emereyee |1ia=e |0 Empleyee |Hame |HredDate |
b FADZIL MUHALMAD BADRUL B MUMAMUAD ‘ABOUL AHMAD FO01 FADZL MUHAMMAD BADRUL B MUHAMUAD ABOULAHMAD  01noem? |
| |zo00e-n LM BENG BENG Z0008 LM BENG BENG 200081950

Hew Eou I Cancel | | I Lﬂ Aute Link Empioyes 1, cose |
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Link Employee — Procedures

If no duplicate records are found, the system will prompt a message.

I

2024 @ Timesoft Malaysia | Year End User Guide

There is no employee with duplicate NRIC / Passport Number found in the database.

OK
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Link Employee — Procedures

An example of a C.P.8D text file where the system merges employees with identical ID numbers into
one record for each respective employee

v

C.P.8D TEXT FILE
FostSize (11 vl ETm| B seng
DAL RN | (025756808 | 320 0|2t C.P.8D FORM
FELICIA CHIN T. RIM|017644575091P1234567234121210101242601111011910/124 A B

D
JACRIE TEE 300N STEW|15115510030|584282€|31210(01€00011110101010101010 pg Nama Pekeria No No
T | 14341414000 | E2061508TLEL102 |24 BO0D | ISE400 | 1101010101013 Pengenalan Pengenalan /
Lim Jee Gin|061754430%017403011053451212(1010)56000] | 11016910)616010]1 Cukai (TN} Pasport
SEMT-MONTH | O] (1)210|0|3000] 1110123101330 001010120
© |FADZIL MUHAMMAD BADRUL £/ SGEITS6801
T— SGB9T56801
3 |FELICIA CHHT. KM IGOTTE445TS0S  |P1224567234
4 |JACKE TEE SOON SEW IG15115510030 5842026
S |LMBENG BENG IG14341414001  [E2061506T161
€ |LM BENG BENG IG14341414001  |620615087161
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3. Import

Benefit In Kind
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Import Benefit In Kind

2-NENR 5

Update Employee Leave Application

=

Process Payroll Report Writer

%

Internal Reports >

Government Form p EPF
Bank/Cash/Cheque Reports > SOCSO
Management Reports > EIS
Employee Data Reports > Income Tax
Hire, Confirm 8¢ Termination b HRD Report
Advance Reports > ASB

Leave Reports > PNE

Tabung Haji Form

Human Reso

4

Claim Recd

VOV Vv
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||I|
CP3% Form
CP39 Text File Return (IRB Format)
LHDM Bank Submission (Bank Format)

CP22 Form (Mew Employee)
CP22A Form (Tax Clearance)
CP21 Form (Leaver)

Generate E-EA

EA Form
BIK Section [Tax Exempt Allowance] App)|
Slip Jawapan - PCB 2 (I}

E Form

Link Employee
Import Benefit In Kind I

- 3 = TRy

BIK Checking Report
Tax Exemption Report

LHDMN Audit File

Vg

HR. Setup
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Import Benefit In Kind

The import function consists of the following:

Q Import from TP2
O Import Tax Exempt Allowances (Section F of EA Form) — via Excel
O Import BIK — via Excel

If you need to perform all the 3 actions, | meert sencitinind -
it should be done as per the sequence
stated above.

¥ English version

| import From TP2 | import BIK Section [Tax Exempt Allowances] | import BIK |

Important Note!

Clear Record action will remove all TP2 data from Benefit In Kind, including those you import from Excel or manual input in

The data performed through these Benefit-In-Kind entry.
functions will be transferred to
Government Form > Income Tax > P2 Magpng |

Benefit In Kind Entry.

If your company does not have TP2
records (BIK/VOLA) or if you do not [ iwon || Ceer ; )
need to import BIK data, skip this step.
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1. Import from TP2



Import Benefit In Kind [Import from TPZ2]

BIK and VOLA entries in Modify Record > Employee PCB Record > Employee BIK & VOLA [TP2 Form]
should be reported in the EA Form/Form E.

Therefore, you need to perform the transfer process using the utility below.

Login to period 202412 and follow these steps to complete the transfer process:

a Click ‘Import From TP2' tab.

Click “TP2 Mapping'.
The system will open the ‘BIK
Import Mapping Setup’ window
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-~ _ _ .
wP Import Benefit In Kind

| Import From TP2 ]Impnn BIK Section [Tax Exempt Allowances] ] Import BIK

Important Note!

Clear Record action will remove all TP2 data from Benefit In Kind, including those you import from Excel or manual input in
Benefit-In-Kind entry.

| TFQMappingl |

[¥ English version

& Import Clear

IL Close
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Import Benefit In Kind [Import from TP2]

e Below is the ‘BIK Import Mapping Setup’ window. Navigate to the ‘Benefits In Kind’ tab.

Uncheck the ‘English Version’ checkbox to display the description in Malay.

;j BIK Import Mapping Setup
[v English version
enefits in kind ||¥21 | cpzz,q'
--Wrbesm'pﬁon Benefit In Kind Mapping
b B01 [B01] - Nilai Kereta dan Petrol (Value of Car and Petrol) 3. Benefits in kind I
B B02 [B02] - Nilai Pemandu (Value of Driver) 3. Benefits in kind
B B03 [B03] - Elektrik, Air, Telefon (Electric, Water, Telephone) 3. Benefits in kind
B B04 [B04] - Separuh Lengkap dengan Perabot (Semi-Furnished with Furniture) 3. Benefits in kind
B BOS [B0S] - Lengkap dengan Perkakas Dapur (Fully Furnished with Kitchen Equipment) | 3. Benefits in kind
B B06 [BO&] - Perabot dan Kelengkapan (Furniture and Fittings) 3. Benefits in kind
B BO7 [BO0T] - Perkakas Dapur (Kitchen Equipment) 3. Benefits in kind
B B0 [B08] - Hiburan dan Rekreasi (Entertainment and Recreation) 3. Benefits in kind
B B0S [B09] - Pembantu Rumah dan Tukang Kebun (Household Servant and Gardener) 3. Benefits in kind
B B10 [B10] - Manfaat Tambang Percutian (Leave Passage) 3. Benefits in kind
B B11 [B11] - Lain-lain Manfaat - Pakaian, Makanan (Other Benefits - Food, Garments) 3. Benefits in kind
B B12 [B12] - Nilai Tempat Kediaman (Value of Living Accomodation) 4. Value of accommodation provided
B B13 [B13] - Kad Petrol atau Tol (Petrol or Toll Card) 3. Benefits in kind
B B14 [B14] - Anugerah (Award) 1(c) Gross tips, perquisites, awards/rewards or other allowanc
: B15 [B15] - Child Education Fees 1(c) Gross tips, perquisites, awards/rewards or other allowanc
New Edit | = | | fif Remove | JL Close |
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Import Benefit In Kind [Import from TP2]

Malay version as shown below.

;’BIKImport Mapping Setup _

[~ English version

Manfaat berupa barangan |lp21 | -::P22A|

-'I'PZ'EM!_I'U'wl Benefit In Kind Mapping
p|BO1 [B01] - Nilai Kereta dan Petrol (Value of Car and Petrol) 3. Manfaat berupa barangan |
B B02 [B02] - Nilai Pemandu (Value of Driver) 3. Manfaat berupa barangan
B B03 [B03] - Elektrik, Air, Telefon (Electric, Water, Telephone) 3. Manfaat berupa barangan
N B04 [B04] - Separuh Lengkap dengan Perabot (Semi-Furnished with Furniture) 3. Manfaat berupa barangan
T BOS [B05] - Lengkap dengan Perkakas Dapur (Fully Furnished with Kitchen Eguipment) | 3. Manfaat berupa barangan
B B06 [BO&] - Perabot dan Kelengkapan (Furniture and Fittings) 3. Manfaat berupa barangan
T BO7 [BOT] - Perkakas Dapur (Kitchen Equipment) 3. Manfaat berupa barangan
N B0 [B08] - Hiburan dan Rekreasi (Entertainment and Recreation) 3. Manfaat berupa barangan
T B09 [B09] - Pembantu Rumah dan Tukang Kebun (Household Servant and Gardener) 3. Manfaat berupa barangan
B B10 [B10] - Manfaat Tambang Percutian (Leave Passage) 3. Manfaat berupa barangan
T B11 [B11] - Lain-lain Manfaat - Pakaian, Makanan (Other Benefits - Food, Garments) 3. Manfaat berupa barangan
N B12 [B12] - Nilai Tempat Kediaman (Value of Living Accomodation) 4. Nilai tempat kediaman
B B13 [B13] - Kad Petrol atau Tol (Petrol or Toll Card}) 3. Manfaat berupa barangan
B B14 [B14] - Anugerah (Award) 1(c) Tip kasar, perkuisit, penerimaan sagu hati atau elaun
: B15 [B15] - Child Education Fees 1(c) Tip kasar, perkuisit, penerimaan sagu hati atau elaun
New Edit | L) save | Cance | il Remove | I]_gloae
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Import Benefit In Kind [Import from TP2]

0 From the “TP2 Code’ drop-down menu, select the TP2 item you want to transfer to the EA Form.
Map the selected item by choosing the corresponding code from the ‘Benefit In Kind Mapping’ list.

;j BIK Import Mapping Setup

Benefs in kind | cp21 | cP2za |
1

X

¥ English version

1(c) Gross tips, perquisites, awards/rewards or other allowances

4. Value of accommodation provided

. Value of accommodation provided

I |TP2 Code |Tscription I |Benefitin Kind Mapping |1
= "PTEOT = ™ ™ "Bo1] - Nilai Kereta dan Petrol (Value of Car and Petrol) T Benetts nking
code Description 3. Benefits in kind
[BO1] - Nilai Kereta dan Petrol (Value of Car and Petrol) |
_|Bo2 [B02] - Nilai Pemandu (Value of Driver) J. Benelis m knd
_|B03 [B03] - Elektrik, Air, Telefon (Electric, Water, Telephone) jipment) 3. Benefits in kind
_|B04 [B04] - Separuh Lengkap dengan Perabot (Semi-Furnished with Furniture) 3. Benefits in kind
_|Bos [B0S] - Lengkap dengan Perkakas Dapur (Fully Furnished with Kitchen Equ 3. Benefits in kind
_|B08 [B06] - Perabot dan Kelengkapan (Furniture and Fittings) 3. Benefits in kind
_|B07 [B0T] - Perkakas Dapur (Kitchen Equipment) Hener) 3. Benefits in kind
B0S [B0&] - Hiburan dan Rekreasi (Entertainment and Recreation) 3. Benefits in kind
B11 [B11] - Lain-lain Manfaat - Pakaian, Makanan (Other Benefits - Food, Garments) 3. Benefits in kind
B B12 [B12] - Nilai Tempat Kediaman (Value of Living Accomodation) 4
N B13 [B13] - Kad Petrol atau Tol (Petrol or Toll Card) 3. Benefits in kind
|14 [R14] - Anunerah (Award)

1(c) Gross ting nerouisites awardsirewards or ather allowances

O If mapping codes were set up in the previous year (2023), they will automatically be duplicated for the current year
(2024).

O If no codes were manually set up in previous years, the system will insert default codes.
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Import Benefit In Kind [Import from TP2]

e After completing the setup, click ‘Close’ to exit the setup window.

— X

[+ English version

:’ EIK Import Mapping Setup
Benefits in kind | CP21 | CP22A |
TP2 Code Description Benefit In Kind Mapping
p|BO1 ¥ | [B01] - Nilai Kereta dan Petrol (\Value of Car and Petrol) 3. Benefits in kind
B B02 [B02] - Nilai Pemandu (Value of Driver) 3. Benefits in kind
B BO3 [B03] - Elektrik, Air, Telefon (Electric, Water, Telephone) 3. Benefits in kind
B BO4 [B04] - Separuh Lengkap dengan Perabot (Semi-Furnished with Furniture) 3. Benefits in kind
B BOS [B0S] - Lengkap dengan Perkakas Dapur (Fully Furnished with Kiichen Equipment) | 3. Benefits in kind
| B06 [BO&] - Perabot dan Kelengkapan (Furniture and Fittings) 3. Benefits in kind
B BO7 [B07] - Perkakas Dapur (Kitchen Equipment) 3. Benefits in kind
B BOS [B08] - Hiburan dan Rekreasi (Entertainment and Recreation) 3. Benefits in kind
N B09 [B09] - Pembantu Rumah dan Tukang Kebun (Household Servant and Gardener) 3. Benefits in kind
B B10 [B10] - Manfaat Tambang Percutian (Leave Passage) 3. Benefits in kind
B B11 [B11] - Lain-lain Manfaat - Pakaian, Makanan (Other Benefits - Food, Garments) 3. Benefits in kind
B B12 [B12] - Nilai Tempat Kediaman (Value of Living Accomodation) 4. Value of accommodation provided
B B13 [B13] - Kad Petrol atau Tol (Petrol or Toll Card) 3. Benefits in kind
B B14 [B14] - Anugerah (Award) 1(c) Gross tips, perquisites, awards/rewards or other allowances
: B15 [B15] - Child Education Fees 1(c) Gross tips, perquisites, awards/rewards or other allowances
New Edit L] save Cance ‘I Remove

Close
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Import Benefit In Kind [Import from TP2]

e Click ‘Import’ to start the data transfer process.

‘
r‘;j mport Benefit In Kind — X

[V English version

import From TP2 | import BIK Section [Tax Exempt Alowances] | import BIK |

Im nt 1

Clear Record action will remove all TP2 data from Benefit In Kind, including those you import from Excel or manual input in
Benefit-In-Kind entry.

TP2 Mapping

‘ \/ Import | I Clear | I]_ Clos
- 1

= - =
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Import Benefit In Kind [Import from TP2]

a The TP2 data will be transferred to Government Form > Income Tax > Benefit In Kind Entry.

——

Process Payroll
%,

Internal Reports
Government Form
Bank/Cash/Cheque Reports
Management Reports
Employee Data Reports
Hire, Confirm & Termination
Advance Reports

Leave Reports
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‘ Report Writer

WOOOW W W W W Y Y

EPF

SOCSO

EIS

Income Tax
HRD Report
ASB

Claim Recc

O

WOW W W

EA Form
BIK Section [Tax Exempt Allowance]
Slip Jawapan - PCB 2 (lI)

E Form

Link Employee

Import Benefit In Kind
: ecking Repo
Tax Exemption Report

LHDN Audit File

Y 24

HR Setup
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Import Benefit In Kind [Import from TP2]

Below is a segment of the Benefit In Kind Entry screen after importing TP2.
This information will be reflected in both the EA Form and Form E.

Employee # [Z0005-8 _»| Mame |NOTES - MPORT TP2 DATA - 3.2.1 [Page 66] =l [ Engiish version i

F

[B] EMPLOYMENT INCOME, BENEFITS AND LIVING ACCOMMODATION —
1. (a) Gross salary, wages or leave pay (including overtime pay)

(b) Fees (including director fees), commission or bonus
(c) Gross tips, perquisites, awards/rewards or other allowances (Details of payment: | )
(d) Income Tax borne by the Employer in respect of his Employee

(e) Employee Share Option Scheme (ESOS) benefit

(f) Gratuity for the period from | to |

2. Details of arrears and others for preceding years paid in the current year

Type of income (a) |

®) |
3. Benefis in kind (Specify: [

12000.00

)
4. Value of accommodation provided (Address: | ) 24000.00
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Import Benefit In Kind [Import from TP2]

e If you have mistakenly imported the data, click ‘Clear’ to delete the data.

Click “Yes’ to proceed with deletion or click ‘No’ to cancel the action.

Note:

The system will remove all data from the ‘Benefit In Kind Entry’.

Alternatively, you can use the Query function to delete specific employee’s TP2 data.

0 mport Benefit In Kind

= X
¥ English version
import From TP2 | import BIK Section [Tax Exempt Allowances)] | import BIK |

Important Note!

Clear Record action will remove all TP2 data from Benefit In Kind, including those you import from Excel or manual input in — ——J~ e ———————————————
Benefit-In-Kind entry.

TP2MaDpir-g| .-

This action will remove all TP2 data from Benefit In Kind, including those

you import from Excel or manual input in Benefit-In-Kind entry for affected employee.
Do you want to continue?

| b
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Import Benefit In Kind [Import from TP2]

Tips:

Refer to the Payroll Reports > Internal Reports > Employee PCB Report > TP2 Listing to cross-check

the TP2 code utilized in the Year 2024.

Pay History Report
Pay History Report - Pivot Table
Pay History Report - Excel Format

Employee Payroll Listing

Allowance / Deduction >
NPL/Shift/OT/Rest-day »

%

Internal Reports Employee PCB Report > TP1 Listing

Government Form
Bank/Cash/Cheque Reports
Management Reports

1 @,

ge Period HR Setup

Employee Data Reports
Hire, Confirm & Termination
Advance Reports
Leave Reports

WOOW W W Y Y Y W
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Process Payroll Payroll Statistic Listing Payroll Setup

Code Table > N
Income Tax Run Report

Custom Add-on I TP2 Listing I up
1sting
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2. Import Tax Exempt Allowances
via Excel



Import Benefit In Kind [Import Tax Exempt Allowances via Excel]

This feature allows the import of ‘Tax Exempt Allowances’ that are not processed through TIMESPAY
but must be included in the EA Form/Form E. It also facilitates the generation of the Tax Exemption
Allowance Appendix.

Login to period 202412 and follow these steps to complete the import process:

a Click the ‘Download e -
Template’ to download
the import template.

[¥ English version

import From 11:4 import BIK Section [Tax Exempt Allowances] Ilmport BIK ]

Import File Information :

1. Column A = Employee No '--' Download Dialog
e Select your preferred 2. Column B = Alowance Code N Download Dialog
. ) , 3. Column C = Amount
Download Dlrectory Downioad Directory
MNote : System will read data start from ROW 2
to save the template C:\Users\CARMENCHE AH\Desktop\ =
flle - Please select an excel file to import :
oK Cancel

e Use the downloaded
template to prepare

your data for |mp0|"t v/ Import | Clear ' Download Template || j-]_gluse
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Import Benefit In Kind [Import Tax Exempt Allowances via Excel]

Template preparation guidelines:

Column | Header Guidelines
A Employee | Employee Code must be in uppercase letters.
Code
B Allowance |= Allowance Code must be in uppercase letters.
Code = Allowance Code must be a valid code in 'Payroll
Setup > Allowance/Deduction Table.
C Amount Amount should not contain symbols such as '$' and',".

Additional information:

= Data must be placed in the 1st worksheet in the Excel file.

= [nsert data in the Excel file from Row 2, while Row 1 remains as the header.

= |mport by Employee Name is not allowed. You must import by Employee Code.

*You can download the Excel template from the import utility.
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Import Benefit In Kind [Import Tax Exempt Allowances via Excel]

An example of Import File:

Ensure the Allowance Code in Column B exists in the ‘Allowance/Deduction Table’.

A B C
1 EMPLOYEE CODE ~ ALLOWANCE CODE - AMOUNT -
2 20006 ALLWPARK 1200
3 20006 ALLWMEAL 500
4 MOO063 ALLWMEAL 2400
5 Z0009 ALLWMEAL 888
3]
4 r Sh'EEH
;_l Allowance / Deduction Code Maintenance
Search Code Sort by bl Fiey
System Code
. CP21
Code Description P34 Eax
_ALLDW Allowance 3 3 - Tips, Perquisites, Allow, Rewards
ALLWHMEAL  MealAlewance 0|25 - Tax Exempt Income
ALLWPARK Parking Reimbursement 0 25 - Tax Exempt Income
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Import Benefit In Kind [Import Tax Exempt Allowances via Excel]

To upload the data from Excel
to the system:

O Select the import file.
O Click ‘Import’.
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{l mport Benefit In Kind —

Import From TP2  Import BIK Section [Tax Exempt Allowances] | Import BIK ]

Import File Information :

1. Column A = Employee No
2. Column B = Allowance Code
3. Column C = Amount

MNote : System will read data start from ROW 2

Please select an excel file to import :

X

¥ English version

-]

—

" Import I Clear Download Template
'S | |

JL Close |
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Import Benefit In Kind [Import Tax Exempt Allowances via Excel]

e The import data will be transferred to Government Form > Income Tax > Benefit In Kind Entry.

—

Process Payroll ‘ Report Writer Claim Recq ;ZEDH (Tax Exempt Allowance]
Slip Jawapan - PCB 2 (1)
E Form
Link Employee
Internal Reports R Import Benefit In Kind
Government Form > EPF >
Bank/Cash/Cheque Reports > SOCSO » IR Lhecking Repo
Management Reports > EIS > Tax Exemption Report
Employee Data Reports > Income Tax > LHDN Audit File
Hire, Confirm & Termination > HRD Report W
Advance Reports > ASB >
Leave Reports > PNE HR Setup
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Import Benefit In Kind [Import Tax Exempt Allowances via Excel]

Benefit In Kind Entry:

This information will be
reflected in both the EA
Form and Form E.
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Employee # | 20006

i@ Benefit In Kind - X

;J Name INOTES - IMPORT SECTION F - 3.2.2 [Page 68] ;l ﬁ

¥ English version

4. Value of accommodation provided (Address: | )] | 0.00
5. Refund from unapproved Provident/Pension Fund 0.00
6. Compensation for loss of employment 0.00

[C] PENSION AND OTHERS

:j BIK Section [Tax BExempt Allowance] Entry =

Code | Description Amount
L ALLWMEAL L] Meal Allowance 500.00
ALLWPARK Parking Reimbursement 1200.00
l
[@s | e | gom]
[F]1 TOTAL TAX EXEMPT ALLOWANCES / PERQUISITES / GIFTS / BENEFITS

Edt | & save | | ‘]Deletel & print | « (l)‘){l ]']_glosel
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Import Benefit In Kind [Import Tax Exempt Allowances via Excel]

o If you have mistakenly imported the data, click ‘Clear’ to delete the data.

Click ‘Yes' to proceed with deletion or click ‘No’ to cancel the action.

Note:
The system will remove all data from the ‘Benefit In Kind Entry, Section F’.
Alternatively, you can use the Query function to delete specific employee’s data.

(’ mport Benefit In Kind - X 1
¥ English version
Import FromTP2  Import BIK Section [Tax Exempt Allowances] | Import BIK I
Clear Data
Import File Information : | L Data
1. Column A = Employee No
2. Column B = Allowance Code
3. Column C = Amount { WARNING!
Note : System will read data startfrom ROW 2 __® "\ This action will clear all previously imported data.
Are you sure to proceed?
Please select an excel file to import : I'
Yes Mo
‘ [
v IrnporI | Clear | Iownload Template j-]_ Close I
A — I | - =

2024 @ Timesoft Malaysia | Year End User Guide 183



3. Import BIK
via Excel



Import Benefit In Kind [Import BIK via Excel]

This function allows you to import additional benefits provided to employees that were not processed
through TIMESPAY but need to be included in the EA Form and Form E.

Login to period 202412 and follow these steps to complete the import process:

. &P Import Benefit In Kind = 4
Click the ‘Download e B
Template, tO download Import meTP2| Import BIK Section [Tax Exempt Allowanels] import BIK | I
the import template. = |
Please select an excel file to import: ;’ Download Dialog X
Select your preferred ISP (2)
‘Download Directo I"y, Note : System will read data start from ROW 2 [CUsers CARNENCHEARDSskiop =
to save the template Enployes# Coum  [4 '
fl|e BIK Colurmn lai
: oK Cancel |
Please select a Benefit In Kind type:
B.1{a) Gross salary, wages or leave pay (including overtime pay) j
Use the downloaded
template to prepare o
your data for import.
+ Import | Clear I | Download Template j-]_ Close
h . _____________________________________& ik - A | | |
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Import Benefit In Kind [Import BIK via Excel]

Template preparation guidelines:

Item | Guidelines
1 For each importing process, the system reads two (2) columns from the
Excel file: ‘Employee Code’ and ‘BIK item’.
2 Concurrent import of multiple BIK items is not allowed. Import one at a time.
3 Import by Employee Name is not allowed. Import by Employee Code only.
4 Employee Code must be in uppercase letters.
5 Data must be placed in the 1st worksheet in the Excel file.
6 Insert data in the Excel file from Row 2, while Row 1 remains as the header.
7 Data Type:
= For the Amount field, it should not contain symbols such as '$' and ','.
= The Date field should be formatted as dd/mm/yyyy.
= The Text field for Address has a maximum limit of 60 characters. If the
imported data exceeds this recommended width limit, it may be truncated
when printing the EA Form.
8 If the data you want to import includes the same BIK item as in TP2, running this
import will overwrite the amount previously transferred from TPZ2. The final data
posted will reflect the most recent action.
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Import Benefit In Kind [Import BIK via Excel]

An example of Import File:

In this tutorial, we will prepare import data for ‘Value of living accommodation’ and ‘Address of living

accommodation’.

0 Column A - Employee Code
O Column P — Address of living accommodation (Alamat Tempat Kediaman)

O Column Q — Value of living accommodation (Nilai Tempat Kediaman)

A

Z0007
MOO63
MO0O03

EMPLOYEE CODE

Q

B.4 Acommodation Address
Max 60chars

UNIT 103, 10TH FLR, GOODWVALLEY CONDO, JALAN PINANG,55100 KL

B.4 Value of living
accommaodation provided $

20000.45

2000
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Import Benefit In Kind [Import BIK via Excel]

To upload the data from Excel to r
. :’ mport Benefit In Kind = > 1
the SyStem [¥ English version
D Select the |mport flle import meTle Import BIK Section [Tax Exempt Allowances] Import BIK
0 Import Year |2024
D SpeCIfy the Employee# COIUmn Please select an excel file to import: I
and the BIK Column. Ensure | I & i
the data Corresponds W|th the Note : System will read data start from ROW 2
i Employee# Column A
Excel file. ‘ B Cotmn O \
D SeleCt the Benefit In Kind type Please select a Benefit In Kind t}'pEf
from the dropdown list and click | |54 commedason adaress =
Import.
| " Import | llear | Download Template | j‘L Close

Note: If you have multiple Benefit In Kind (BIK) types to import, repeat the steps above.
Concurrent import of multiple BIK items is not allowed; import them one at a time.
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Import Benefit In Kind [Import BIK via Excel]

e The import data will be transferred to Government Form > Income Tax > Benefit In Kind Entry.

—

Process Payroll

Internal Reports
Government Form
Bank/Cash/Cheque Reports
Management Reports
Employee Data Reports
Hire, Confirm & Termination
Advance Reports

Leave Reports
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‘ Report Writer Claim Recc

L T L . N

EA Form
BIK Section [Tax Exempt Allowance]
Slip Jawapan - PCB 2 (1)
E Form
Link Employee
Import Benefit In Kind
S0CS0 5 Pk Lhecking Repo
£IS oy Tax Exemption Report
Income Tax > LHDN Audit File

HRD Report W

ASB >
PNB HR Setup

m o ey [l syp—
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Import Benefit In Kind [Import BIK via Excel]

Benefit In Kind Entry:

This information will be
reflected in both the EA Form
and Form E.
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P Benefit In Kind

Employee # [20007 ~| Name [NOTES - MPORT BENEKIT IN KIND - 3.2.3 [Page 70] ]

[B] EMPLOYMENT INCOME, BENEFITS AND LIVING ACCOMMODATION
1. (a) Gross salary, wages or leave pay (including overtime pay)

(b) Fees (including director fees), commission or bonus

(c) Gross tips, perquisites, awards/rewards or other alowances (Detais of payment: | )
(d) Income Tax borne by the Employer in respect of his Employee

(e) Employee Share Option Scheme (ES0S) benefit

(f) Gratuity for the period from to

2. Details of arrears and others for preceding years paid in the current year

- X

[¥ English version

Type of income (a) I

®) |

. Benefits in kind (Specify: |

) |

. Value of accommodation provided (Addret: |UNIT 103, 10TH FLR, GOODVALLEY CONDOQ, JALAN PINANG,55100 KL

. Refund from unapproved Provident/Pension Fund

(= I, T R ]

. Compensation for loss of employment

[C] PENSION AND OTHERS
1. Pension

2. Annuities or other Periodical Payments.

[D] TOTAL DEDUCTION
1. Monthly Tax Deductions (MTD) remitted to LHDNM

P T Y, W VT,

Edit I = I I ‘]Deletel Erintl

) | 20000.45 I

—

—
—

—
| <4 » | p] L Cose

FY

hd
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Import Benefit In Kind [Import BIK via Excel]

e If you mistakenly imported the data, select the 'BIK Type' to delete and click 'Clear.’
Then, click 'Yes' to confirm the deletion or 'No' to cancel the action..

Note:
You can use the Query function to delete specific employee’s data.

:j mport Benefit In Kind - X
¥ English version

Import From TP2 ] Import BIK Section [Tax Exempt Allowances] Import BIK I

| Confirm
Import Year |2024 |

Please select an excel fle to import: | 4™ Toclear record, please select a Benefit In Kind type to proceed.
| ' Do you want to continue?

Note : System will read data start from ROW 2
Employee# Column A Yes No

BIK Column
B [ S ——

]| Please select a Benefit n Kind type: I ‘
| |B.1(a) Gross salary, wages or leave pay (including overtime pay) ﬂ I

h--------------------------------

v IrrlpoI | Clear ||Download Template j-]_gluse I
N— | | -

.....
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4. Benefit In Kind
Data Entry
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Benefit In Kind Entry

If you prefer to manually input BIK data instead of using the import feature, you can do so in the
‘Benefit In Kind Entry’. Login to period 202412.

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

—

Skip this if you do Process Payroll Report Whiler Claim Rec EA Fnrn'!
not require manual EI,K Section [Tax Exempt Allowance]
) Slip Jawapan - PCB 2 (Il)
data input. £ Forrm
Link Employee
Internal Reports R Import Benefit In Kind
Government Form > EPF >
Bank/Cash/Cheque Reports > SOCSO » : = "'I'g "epo
Management Reports > EIS > Tax Exemption Report
Employee Data Reports > Income Tax > LHDN Audit File
Hire, Confirm & Termination > HRD Report \'l.y
Advance Reports > ASB >
Leave Reports > PNE HR Setup
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Benefit In Kind Entry

Uncheck the ‘English & seneit n kina - =
Version’ checkbox to display | seersesioooe <) wame foacasanr = i
the description in Malay. v Enotsn versen

[B] EMPLOYMENT INCOME, BENEFITS AND LIVING ACCOMMODATION i
1. (a) Gross salary, wages or leave pay (including overtime pay)

(b) Fees (including director fees), commission or bonus

(c) Gross tips, perguisites, awards/rewards or other allowances (Details of payment: | )

(d) Income Tax borne by the Employer in respect of his Employee

(e) Employee Share Option Scheme (ESOS) benefit

(f) Gratuity for the period from I to I

2. Details of arrears and others for preceding years paid in the current year

Type of income (a) I
) |

Benefits in kind (Specify: | )

. Value of accommodation provided (Address: | )

. Refund from unapproved Provident/Pension Fund

® s W

. Compensation for loss of employment

[C] PENSION AND OTHERS
1. Pension |

2. Annuities or other Periodical Payments |

[D] TOTAL DEDUCTION
1. Monthly Tax Deductions (MTD) remitted to LHDNM |

TR =

i

New et || Eseve || cance || fijoeee || &
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Benefit In Kind Entry

Malay version as shown
here.
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-~

2.

;’ Benefit In Kind

Employee # [B0003 | Name [BALASAMY

' [B] PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN
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: I )

(d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja
(e) Manfaat Skim Opsyen Saham Pekerja (ESOS)

(f) Ganjaran bagi tempoh dari I hingga I

. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa

— x

[~ English version

Jenis pendapatan  (a) |

®) |

. Manfaat berupa barangan (Nyatakan: |

. Milai tempat kediaman (4&lamat: |
. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan

Pampasan kerana kehilangan pekerjaan

[C] PENCEN DAN LAIN-LAIN
1.

Pencen

Anuiti atau Bayaran Berkala yang lain

[D] JUMLAH POTONGAN
1.

Potongan Cukai Bulanan (PCB) yang dibayar kepada LHDNM

T o T ~n AN

New et || Eseve | concer || i verte || &

|
NKIICT
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Benefit In Kind Entry

n Select the employee for whom you
need to perform data entry.
If you have previously used the
'Import Benefit-In-Kind' function, the
imported data will be displayed on
the 'Benefit-In-Kind Entry' screen.
a Click ‘New’ to enable data entry.
Note: The amount entered here is a
top-up and does not replace the
original data processed through
TIMESPAY.
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&# Benefit [n Kind

| |
rEn'pbyee# z0008 v Mame [NOTES - BENEFIT IN KIND ENTRY- 3.3 [Page 73] I

]

[B] PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN
1. (a) Gaj kasar, upah atau gaji cuti (termasuk gaji lebih masa)

(b) Fi (termasuk fi pengarah), komisen atau bonus

(c) Tip kasar, perkuist, penerimaan sagu hati atau elaun-elaun lain (Perinal Pembayaran | )
(d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja

(e) Manfaat Skim Opsyen Saham Pekerja (ES0S)

() Ganjaran bagi tempoh dari I hingga

2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa

Jenis pendapatan (a}l

) |

. Manfaat berupa barangan (Nyatakan: I

. Nilai tempat kediaman (Alamat: |

. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan

o o s W

. Pampasan kerana kehilangan pekerjaan

[C] PENCEN DAN LAIN-LAIN

k 1. Pencen

2. Anuiti atau Bayaran Berkala yang lain

[D] JUMLAH POTONGAN
1. Potongan Cukai Bulanan (PCB) yang dibayar kepada LHDNM

T

4

=

New I

—
ZIKIC]

X

i
[” English version |

JL Cose |

-

=
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Benefit In Kind Entry

Start inputting data in any column
as needed.

In this example, enter data in row
1(a).
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& Benefit In Kind

Employee # | 70002

:l Name IHD_ES - BENEFIT IN KIND ENTRY- 3.3 [Page 73]

— X

[~ English version

[B] PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN — =
1. (a) Gaj kasar, upah atau gaj cuti (termasuk gaj lebih masa) i-m H
(b) Fi (termaszuk fi pengarah), komisen atau bonus 0.00
(c) Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal Pembayaran I— ) I—OUO
(d) Cukai Pendapatan yang dibayar oleh Majian bagi pihak Pekerja [ oo
(e) Manfaat Skim Opsyen Saham Pekerja (ES0S) I—OUO
(f) Ganjaran bagi tempoh dari | hingga I—OGO
2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa
Jenis pendapatan  (a) |
) | | 0.00
3. Manfaat berupa barangan (Nyatakan: | ) | 0.00
4, Nilai tempat kediaman (Alamat: | ) | 0.00
5. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan I—UUU e
6. Pampaszan kerana kehilangan pekerjaan I—UDO
[C] PENCEN DAN LAIN-LAIN
1. Pencen I 0.00
2. Anuiti atau Bayaran Berkala yang lain [—000
[D] JUMLAH POTONGAN
1. Potongan Cukai Bulanan (PCB) yang dibayar kepada LHDNM I 0.00
A Aeeben Pbeceas AR AR | —— M
e s | Ghsee | concel | oo | Bew MK e
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Benefit In Kind Entry

For section [F], you can either
input the lump sum amount or
provide details of the exemption
amount.

If you need to input details, click
the [ button.
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&P Benefit In Kind

Emmﬂz:;c:zs ;J Name [u:u—zs - BENEFIT IN KIND ENTRY- 3.3 [Page 73]

— X

[~ English version |

4. Nilai tempat kediaman (Alamat: |
5. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan

6. Pampasan kerana kehilangan pekerjaan

[C] PENCEN DAN LAIN-LAIN
1. Pencen

-~ - - -
BIK Section [Tax BExempt Allowance] Entry
2. Anuliatal." ction [ xempt Aflowance? tntry

) | 0.00 =

Code Description

Amount

[D] JUMLAH P, |ALLWMEAL Meal Allowance
1. Potongan | P ALLWPARK Parking Reimbursement

2. Arahan Pg

3. Zakat yan

Input the details here

4. Jumiah tur

(a) Pelepa

(b) Zakat {

[E] CARUMAN

1. Nama Kun
Amaun ca

2. PERKESO New Edit | - |

| ]Eemovel

500.00
2400.00 § 00

.00

I'LQIose | ﬁ)-lJ_

[F] JUMLAH ELAUN / PERKUISIT / PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAI

Cancel | i | =

|_Esove |

RM r:—mg[

-
I N N S S .

y
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Benefit In Kind Entry

o Click ‘Save’ when entry is @ senefitin king - X
Employee # |20008 _v| Name [NOTES - BENEFIT IN KIND ENTRY- 3.3 [Page 73] -] i
Com plete . I [~ English version |
4. Niai tempat kediaman (Alamat: | ) | 0.00 B
. . 5. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan I—nm)
TO amend an eXIStl ng entry, 6. Pampasan kerana kehilangan pekerjaan I—m
Cl |Ck ‘Ed |t’ . [C] PENCEN DAN LAIN-LAIN

1. Pencen | 0.00
2. Anuiti atau Bayaran Berkala yang lain | 0.00

TO Cancel the amendment and [E:]JEIP:::I::HPELT:?E‘;:;M (PCB) yang dibayar kepada LHDNM I—OUO
revert to the original state, click 2. Arahan Potongan CP 33 e

3. Zakat yang dibayar melalui potongan gaji | 0.00

] )
Can Cel - 4. Jumiah tuntutan potongan oleh pekerja melalui Borang TP1 berkaitan:
(a) Pelepasan | 0.00
(b) Zakat selain yang dibayar melalui potongan gaji bulanan | 0.00
To remove all data from the
[E] CARUMAN YANG WAJIB DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG PENCEN ATAU SIMPANAN YANG DILULUSKAN
0 1 ’
entry screen, click ‘Delete’. 1. Nama Kumpulan Wang : KWSP
Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) RN | 0.00
2. PERKESO : Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) RM | 0.00
[F] JUMLAH ELAUN / PERKUISIT / PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAI RM | 25900.00 gl |
b
Il Edit | = | | 1 Detete |I By print | Hl {l )‘Nl L Cose |
L | .
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Benefit In Kind Entry

e To print the data entry record for G senert i kina - =
. Employee # [20008 || Name [NOTES - BENEFIT IN KIND ENTRY- 3.3 [Page 73] -] i
the selected employee, click I Englsh version |
‘ At 4. Nilai tempat kediaman (Alamat: | ) | 0.00 =
Prlnt ' 5. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan I 0.00

6. Pampasan kerana kehilangan pekerjaan I 0.00

[C] PENCEN DAN LAIN-LAIN

1. Pencen I 0.00
2. Anuiti atau Bayaran Berkala yang lain I 0.00

[D] JUMLAH POTONGAN

1. Potongan Cukai Bulanan (PCB) yang dibayar kepada LHDNM I—GDO
2. Arahan Potongan CP 38 I—M-O
3. Zakat yang dibayar melalui potongan gaji I—GDO
4. Jumiah tuntutan potongan oleh pekerja melalui Borang TP1 berkaitan:
(a) Pelepasan I—GDO
{b) Zakat selain yang dibayar melalui potongan gaji bulanan [ oo

[E] CARUMAN YANG WAJIB DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG PENCEN ATAU SIMPANAN YANG DILULUSKAN

1. Nama Kumpulan Wang : KWSP

Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) RM I 0.00
2. PERKESO : Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) RM I 0.00
[F] JUMLAH ELAUN / PERKUISIT / PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAI RM | 25900.00 gl

b d

S N - T | L a[>[p] o
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Benefit In Kind Entry

An example of the ‘Benefit In Kind
Entry’ report.
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2024 Benefit In Kind Checking Report
No. Kakitangan/Mo Gaji . Z0008
MNama Penuh Pekerja/Pesara (En./Cik/Puan) : NOTES - BENEFIT IN KIND ENTRY- 3.3 [Page 73]

PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN
(Tidak Termasuk Elaun/Perkuisit’Pemberi Yang Dikecualikan Cukai)

1. (a) Gaji kasar, upah atau gaji cuti (termasuk gaji lebih masa)
(b} Fi (termasuk fi pengarah), komisen atau bonus

(d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja
(e} Manfaat Skim Opsyen Saham Pekerja (ESOS)

(f) Ganjaran bagi tempoh dari .......c.cccoevreceeee BINGGE voovereerecreeceene
2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa
Jenis pendapatan - ) USSR
B e

3. Manfaat berupa barangan (Nyatakan:
4. Nilai tempat kediaman (Alamat .............
S. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan
6. Pampasan kerana kehilangan pekerjaan

PENCEN DAN LAIN-LAIN

1. Pencen
2. Anuiti atau Bayaran Berkala yang lain

JUMLAH

JUMLAH POTONGAN

1. Potongan Cukai Bulanan (PCB) yang dibayar kepada LHDNM
2. Arahan Potongan CP 38
3. Zakat yang dibayar melalui potongan gaji
4. Jumiah tuntutan potongan oleh pekerja melalui Borang TP1 berkaitan:
(a) Pelepasan
(b} Zakat selain yang dibayar melalui potongan gaiji bulanan

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

1. Nama Kumpulan Wang : KWSP
Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja)

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

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

I Neo. Code Allowance Description Amount
1 ALLWMEAL Meal Allowance S500.00
I 2 ALLWPARK Parking Reimbursement 2,400.00

)

RM
RM

RM

M
5,000.00

0.00
0.00
0.00
0.00

0.00

0.00
0.00
0.00
0.00

0.00
0.00

5,000.00

0.00
0.00
0.00

0.00
0.00

0.00
0.00

2,900.00

- e e e i G —
(c) Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal pembayaran ...,
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Benefit In Kind Entry

An example of the ‘EA Form’ BEFORE

editing in the ‘Benefit In Kind Entry’
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MALAYSIA
CUKAI PENDAPATAN
PENYATA SARAAN DARIPADA PENGGAJIAN
AGI TAHUN BERAKHIR 31 DISEMBER 202

(C.P.BA-Pin 2023)

No. S ADDD1
No. Magican EE1

Mo. Pengenalan Culci (TIN) Pekerj

BO1A3AA00
LHDNM Megern

Bl suTiRAN PEKERJA
1. Mama Penuh PekeraPesara (Encik/Cik/P . NOTES. - BENEFIT. M KIND. ENTRY-. 2.2 [Page 13;1

2. Jawatan TECHNICAL & MARKETING DIRECTOR. .. 2. No. Kakitangan/Mo Gaji
4. No. K.P. Bar S20815083878 5. No. Pasport

8. No. KWSF DES0045 T. No. PERKES

8. Bilangan Anak Yang Lays

Untuk Pelepasan Cukal 4., {=) Tarikh mula bekerjs

{b) Tarikh barhenti kerj:
ﬂ PENDAPATAN PENGGAJIAN, MﬁNFM‘I‘ DAN TEMPAT KEDIAMAN
Ticas Te- at vang

D ecundian Cuial)

1. (a) Gaji kasar, upah atau gaj cuti (termasulk gaj lebih m:
() Fi [termasuk fi pengarah), komisen atau bom

S20915-05-8578,

9. Jika bekera tdak genap setahun, nyataks

-----uo-

(=) Tip ka=sar, perkuisit, penenmasn =agu hati 3tau elzun-slzun l2in (Ferinal pembayaran

{d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Peke
(=) Manfaat Skim Opsyen Saham Pekenga (ESC

() Ganjaran bagi tempol a8 ... hingga ..
2. Butiran bayaran tunggakan dan kein-lain bagi tahun-tahuen terdabulu dalam tahun ser
Jenis pendapatan =) .

)

Manfaat berupa barangan (Nyatakan:
Milsi tempat kediaman (Alamat .
Bayaran balik daripada Kumpulan Wang $|mpan.an. Peru::en yang ud.ak d:lull
FPampasan kerans kehilangsn pekerjasr
& Fencen Dan LaIN-LAIN

1. Pencen

2. Anwuiti atau Bayaran Berkala yang lain

JUMLAH

LR

JUMLAH POTOMNGAN

1. Potongan Cukai Bulanan (PCH) yang dibayar kepada LHDMNI

2. Arahan Potongan CFP3IE yang dibayar kepada LHDMNM

3. Zakat yang dibayar melalui potongan gaji

4. Derma / hadish / sumbangan diluluskan yang dibayar melalui potongan gaji

5. Jumiah tuntutan potongan oleh pekerja melalui Borang TP1 berkaitan:
{a) Pelepasan RM .....
(b) Zakatr selain yang dibayar melalsi potongan gaji bulanan RM

&. Jumiah pelepasan bagi anak yang Eyak

118.920.00

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00

0.00
0.00
118.520.00

5,004.80
0.00
0.00
0.00

8.000.00

CARUMAN YANG DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG SIMPANAN/PENCEN YANG DILULUSHKAN DAN FPEF

1. Nama Kumpulan Wang: KWSP
Amaun caruman yang wapb dibayar (nyatakan bahagan pekena sahaga)
2. PERKESD : Amaun Careman yang wajib dibayar (nyatakan bahagian pakerjs sahaja)

JUMLAH ELAUN / PERKUISIT / PEMBERIAN / MANFAAT YANG DIKECUALIKAN CU

RM

RM 0. 00
'-------

.00

0.00
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Benefit In Kind Entry

An example of the ‘EA Form’ AFTER
editing in the ‘Benefit In Kind Entry’
Note that the amount entered here is a

top-up and does not replace the original
data processed through TIMESPAY.
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(C.P.8A-Fin 2023) MALAYSIA _ i i E

CUKAI PENDAPATAN No. Pengensian Cuksi (TIN) F.Ekm‘."
No. Siri ADODOT FPENYATA SARAAN DARIPADA PENGGAIIAN SGI4341414000
No. Majikan EE1234587-09 , AGI TAHUN BERAKHIR 31 DISEMBER 202 LHDMNM Negeri

AN

Bl EuTiRAN PEKER.S
1. Nama Penuh PekerjaPesara (Encik/Cik/P .NOTES. - BENEFIT. IM KIND. ENTRY - 2.2 [Fage T3]..
Z Jawstan TECHNICAL & MARKETING DIRECTOR No. Kakitangan/Mo Gaji ZS))DB B
4 MNo. K. P Bar S20515085875 B No. Fasport ol
8. No. KWSP QESS0045 No. PERKES B200NS0E-SETE
8. Bilangan Anak Yang Lay: Jika bekerE bdak genap setshun, nyatsks
Untuk Pelepasan Cukal % . (5) Tarikh muls bekera )
{b) Tarikh berhenti kerj: -

=1 tn _u

PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN
Tidai Termestub ElsunPeriul s Pomde rianiantast ¥ang Dikscusiiesn Cwball

' RN - ——

1. (8) Gaji kasar. upah stau gaj cuti (termasuk gaj lebih m: I 123.920.00

(b) Fi {t=ermasuk fi pengarah), komisen atau bom

({c) Tip kasar, perkuisit, penernmasn sagu hati atau elsun-elsun lsin (Perihal pembayaran .

{d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pelks

(=) Manfaat Skim Opsyen Saham Pekerna (ESC 0.00

() Ganjaran bagi tempoh dari .......... .. hingga ... F— 0.00
2. Butiran bayaran tunggakan dan kein-lain bagi tahun-tahun terdahulu dalam tahun sar

Jenis pendapatan LEY] e

L TN 0.00
3. Manfast berupa baramgam [Ny S a o 0.00
4. Milai tempat kediaman (Alamat: e 0.0
5. Bayaran balik daripada Kumpulan Wan-g Slmpanarh Penoe-n yang tn:l-al: dllull 0.00
8. Pampasan kerana kehiangan pekeraan 0.00
& FenicEN DaN LaIN-LAIN

1. Pencen 0.00
2. Anuiti atau Bayaran Berkals yang lain 0.00
JuUumMLAH 123.520.00
JUMLAH POTONGAN
1. Potongan Culkai Bulanan (FCB) yang dibayar kepada LHDNI 5,004 80
2. Arahan Potongan CP38 yang dibayar kepada LHDNM 0.00
3. Zakat yang dibayar melalui potongan gaj 0.00
4. Derma / hadiah / sumbangan diluluskan yang dibayar melalui potongan gap 0.00
5. Jumiah tuntutan potongan oleh pekerga melalui Borang TP1 berkaitan

(a) Pelepasan RM

(b} Zakat selsin yang dibayar melalsi potongan gaji bulsnan RM
8. Jumiah pelepasan bagi anak yang layak £.000.00

CARUMAN YANG DIBAYAR OLEH FEKERJA KEPADA KUMPULAN WANG SIMPANAN/FENCEN YANG DILULUSHAN DAN PEF
1. Nama Kumpulan Wang: KWSP

AMaun caruman yang wajb dibayar (nyatakan bahagan pekera sahaga) RM 0.00
2. PERKESO : Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) " s w gp— l
JUMLAH ELAUN / PERKUISIT / PEMBERIAN / MANFAAT YANG DIKECUALIKAN CU I RM 2.900.00
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5. Benefit In Kind
Checking Report

2024 @ Timesoft Malaysia | Year End User Guide



Benefit In Kind Checking Report

After completing the following actions, you can print the 'Benefit In Kind Checking Report'.
Q Import from TP2
O Import Tax Exempt Allowances (Section F of EA Form) — via Excel
O Import BIK — via Excel
O Benefit In Kind Entry

It is advisable to print the report for checking to ensure accuracy and completeness.
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Benefit In Kind Checking Report

Login to period 202412 and follow the instructions below to print the report:

c If your database includes multiple
companies with different
Employer Tax Reference
Numbers, select the relevant
company using Query > Select
Company.

Skip this step if you have only
one company in the database.
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Process Payroll

%

&

Modify Record

Payroll Reports

4 Q)

Report Writer Claim Record

&

Custom Add-on
Query Expert

Query Selection
I Select Company I
Ad Hoc Query

Change Period
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Benefit In Kind Checking Report

e Click Government Form >
Income Tax > BIK Checking
Report.
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Update Employee

EPF

SOCSo

EIS

Income Tax
HRD Report
ASB >

WOW W W

Process Payroll PNE

Tabung Haji Form

" ZAKAT >

PTPTN Form

FOMEMA Form

Internal Reports b Immigration Payment Form
Government Form > Tabung Baitulmal Sarawak
Bank/Cash/Cheque Reports >

Management Reports > .

Employee Data Reports >

Hire, Confirm & Termination > m

Advance Reports >

Leave Reports b e Period

Company Setup

CP39 Form
CP39 Text File Return (IRB Format)
LHDN Bank Submission (Bank Format)

CP22 Form (New Employee)
CP22A Form (Tax Clearance)
CP21 Form (Leaver)

Generate E-EA

EA Form
BIK Section [Tax Exempt Allowance] Appendix
Slip Jawapan - PCB 2 (Il)

E Form

Link Employee
Import Benefit In Kind
Benefit In Kind Entr,

BIK Checking Report

ax txemption Report
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Benefit In Kind Checking Report

There are 3 types of reports for selection.
O Benefit In Kind Checking Report (Excel format)
O BIK Section [Tax Exempt Allowance] Checking Listing
O BIK Section [Tax Exempt Allowance] Checking Report

-
r{! BIK Checking Report X

Report Type
{* Benefit In Kind Checking Report

" BIK Section [Tax Exempt Allowance] Checking Listing

" BIK Section [Tax Exempt Allowance] Checking Report

S
Excel File [C:\Users\CARMENCHEAH\Desktop\BIK20241122 xisx et
Version  [BIK Checking Report Format 2016 v

L Preview I
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1. Benefit In Kind Checking Report
(Excel format)
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Benefit In Kind Checking Report (Excel format)

Below displays a portion of the 'Benefit-In-Kind Checking Report' in Excel format.

This report includes all records from the 'Benefit-In-Kind Entry' screen.

A P Q R S
YEAR END WORKSHO
Benefit In Kind Check
. Manfaat berupa |3. Jenis Manfaat 4. Nilai tempat 4. Alamat tempat

Employee No. arangan Berupa Barangan kediaman kediaman

Z0005-B 12,000.00 24,000.00

70006 0.00 0.00
UNIT 103, 10TH FLR,
GOODVALLEY
CONDO, JALAN
PINANG,55100

Z0007 20,000.45|KUALA LUMPUR
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2. BIK Section [Tax Exempt Allowance]
Checking Listing

2024 @ Timesoft Malaysia | Year End User Guide



BIK Section [Tax Exempt Allowance] Checking Listing

Below is an example of the Checking Listing report.

Data source is from the ‘Benefit In Kind Entry’ screen, specifically ‘Section F’.

YEAR END WORKSHOP (509684-H)

Section [Tax Exempt Allowances] Checking Report for 2024

Page : 1 of 1
Date : 221172024
User ID : MASTER

No. Employee Name Code Description Amount Modify By Modify Date

1. 0063 MUTHUSAMY VELU A/L NATHANSAMY ALLWMEAL Meal Allowance 2,400.00 MASTER 22/111/2024 11:34:41 AN
2. 20006 MOHAMED ALI ALLWMEAL Meal Allowance 500.00 MASTER 2211172024 11:34:41 AN
3. Z0006 MOHAMED ALI ALLWPARK Parking Reimbursement 1,200.00 MASTER 221112024 11:34:41 AM
4 Z0009 SEAH KENG SI ALLWMEAL Meal Allowance 888.00 MASTER 2211112024 11:34:41 AM
Total 4 988.00
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3. BIK Section [Tax Exempt Allowance]
Checking Report
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BIK Section [Tax Exempt Allowance] Checking Report

Here is an example of the checking report.

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

The data sources are as follows:

v

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

EA#25:
Extracted from the Modify Record, but the
Allowance Code is linked to the tax line 'EA#25'.

Other Allowances:
Obtained from the 'Benefit In Kind Entry' that is
not processed in Modify Record.
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YEAR END WORKSHOP (509684-H) Page : 8 0f3
. . Date : 221M11/2024
Section [Tax Exempt Allowances] Checking Report for 2024 |, 010 e
Employee No: Z0009 Name : SEAH KENG Sl
Process Through Payroll 1
Tax E;np-tc-mﬁ TP02 [P02] - Petrol Card, Petrol Allowance or Travel Al
Max Exemption : 6,000.00
No. Code Description Amount
1 OFFPET Official Petrol 6,000.00
Sub Total : 6,000.00
| £A#25 Allowances :
No Code Description Amount
1. ALLWPARK Parking Reimbursement 1,650.00
Sub Total : 1,650.00
1 Others Allowances 1
L L B N N N N N B | -l
No. Code Description Amount
1. ALLWMEAL Meal Allowance 8688.00
Sub Total : 888.00
Grand Total : 8,538.00
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6. Tax Exemption
Report
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Tax Exemption Report

This report captures allowances for which the allowance code is linked with a “Tax Exempt Code’
and marked with ‘PCB’ in ‘Payroll Setup > Allowance/Deduction Table'.

’ A r - i B -
wP Allowance / Deduction Code Maintenance

CER R T R e T Y — il T el

|
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Search Code Sortby |ALLOW_CODE  ~v|  FixedCols [2
**|S BONe the allowance from EPF Wages when d
System Code Employewr ERFLanditions, BONUS sipcuild & a5
| | |
- dd Pay [Add Pay EPf|Tax Exempt
Code Description EA# 1lpcs |¥
i I T) (KT) | |Code
OFFPET Official Petrol 3 -Tips, Perquisites, Allow, Rewar ZHe B : P02
PCB MONTHLY INCOME TAX DEDUCTION 1 1y B
| L |
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Tax Exemption Report

Login to period 202412 and follow the instructions below to print the report:

c If your database includes multiple
companies with different
Employer Tax Reference
Numbers, select the relevant
company using Query > Select
Company.

Skip this step if you have only
one company in the database.
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Process Payroll

%

&

Modify Record

Payroll Reports

4 Q)

Report Writer Claim Record

&

Custom Add-on
Query Expert

Query Selection
I Select Company I
Ad Hoc Query

Change Period
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Tax Exemption Report

CP22 Form (New Employee)
CP22A Form (Tax Clearance)
CP21 Form (Leaver)

e Click Government Form >
Income Tax >
Tax Exemption Report.

Generate E-EA

EA Form
BIK Section [Tax Exempt Allowance] Append
Slip Jawapan - PCB 2 (ll)

E Form

Process Payroll Report Writer Claim Recd

Link Employee
Import Benefit In Kind

Internal Reports »

Government Form > EPF > Benefit In Kind Entry
Bank/Cash/Cheque Reports » SOCSO > Klhecking R

Management Reports b EIS > Tax Exemption Report
Employee Data Reports > Income Tax > LHDN Audit File

Hire, Confirm 8 Termination b HRD Report

Advance Reports > ASB >

Leave Reports PNE HR Setup

Tabung Haji Form
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Tax Exemption Report

e Select period from 202401 to 202412 and click ‘Preview’.

'F
wf Tax Exemption Listing X

Employee # |B0003 El"rn 70013 :l

Period |2024D1 'l To |202412 vl

‘ Preview | i-| Close
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Tax Exemption Report

The report captures the Total Allowance Paid, Tax Exemption Amount and Taxable Amount.

Item | Amount Type | Description
(A) | Total Amount Represents the amount
paid to the employee.
(B) | Total Denotes the amount
Exemption eligible for tax exemption
in PCB calculation.
(C) | Taxable Indicates the amount
Amount subject to PCB calculation;
calculated as [A minus B].
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YEAR END WORKSHOP

Tax Exemption Listing

Employee : Z0009

Name » SEAH KENG 31

Tax Exempt Code : P02

Max Exemption : 6,000.00

[P02] - Petrol Card, Petrol Allowance or Travel Al

Page :6of 7

Date : 22M1/2024

User ID : MASTER

(A) (B) (C)

Total Taxable
Mo. PayPeriod Allowance Description Total Amount Exemption Amount
1. 202401(E) OFFPET Official Petrol 750.00 750.00 0.00
2. 202402(E) OFFPET Official Petrol 750.00 750.00 0.00
3. 202403(E) OFFPET Official Petrol 750.00 750.00 0.00
e 202404(E) OFFPET Official Petrol 750.00 750.00 0.00
5. 202405(E) OFFPET Official Petrol 750.00 750.00 0.00
6. 202406(E) OFFPET Official Petrol 750.00 750.00 0.00
T 202407(E) OFFPET Official Petrol 750.00 750.00 0.00
8. 202408(E) OFFPET Official Petrol 750.00 750.00 0.00
9. 202409(E) OFFPET O fficial Petrol 750.00 0.00 750.00
10. 202410(E) OFFPET Official Petrol 750.00 0.00 750.00
11. 202411(E) OFFPET Official Petrol 750.00 0.00 750.00
12, 202412(E) OFFPET Official Petrol 730.00 0.00 750.00
Total: 9,000.00 6,000.00 3,000.00
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EA Form

Once you have completed all relevant setup and checks, you are ready to generate the employee's
statement of remuneration, also known as the 'EA Form’.

Please note that the EA Form for 2024 must be distributed to employees on or before 28 February 2025.
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EA Form

Login to period 202412 and follow the instructions below to print the form:

c If your database includes multiple
companies with different
Employer Tax Reference
Numbers, select the relevant
company using Query > Select
Company.

SkKip this step if you have only
one company in the database.
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Process Payroll

%

&

Modify Record

Payroll Reports

24 QJ

Report Writer Claim Record

&

Custom Add-on
Query Expert

Query Selection
I Select Company I
Ad Hoc Query

Change Period
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EA Form

e Click Government Form >
Income Tax >
EA Form.

2024 @ Timesoft Malaysia | Year End User Guide

CP22 Form (New Employee)
CP22A Form (Tax Clearance)
CP21 Form (Leaver)

Generate E-EA

EA Form
BIK Section [Tax Exempt Allowance] Append
Slip Jawapan - PCB 2 (ll)

E Form

Process Payroll Report Writer Claim Rec

Link Employee
Import Benefit In Kind

Internal Reports »

Government Form > EPF > Benefit In Kind Entry
Bank/Cash/Cheque Reports » SOCSO > BIK Checking Report
Management Reports b EIS > Tax Exemption Report
Employee Data Reports > Income Tax > LHDN Audit File

Hire, Confirm 8 Termination b HRD Report

Advance Reports > ASB >

Leave Reports PNE HR Setup

Tabung Haji Form
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EA Form

e il i e [BA Famrn whimsle

Choose 'EA Form Format (Pin.2023)'".
We will notify customers if a new Pin version

is released by LHDN.
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;_l EA Form Setup

I Version |EA Form Format (Pin.2023)

B.1(c) Details of payment

B.1(f) Gratuity date from

B.2 Type of Income (b}

|
|
B.2Type of lncome (a) |
|
[

B.3 Benefits in kind

Printing Date |22.r11.r2024 - |

[ Print Serial [Group A j]n-uum
[T hnclude Voluntary?
[~ Print Pre-Printed Form

[T English version

Sort by |[EA Serial Number

Employee Name
Department+-Employes Name
Department+Employee No
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EA Form — Explanations on the EA Form Setup Window

The description input here will be reflected in the EA Form Section B.

Version |EA Form Format (Pin 2023) j

B.1(c) Details of payment |Details of Payment 0

B.1(f) Gratuity date from  [01/0172024 = | to [30/0672024 j@

||n:nrnen g

|h::|:|me B

B.2 Type of incoms (a)

B.2 Type of Income (b}
B.3 Benafits in kind

|Eeneﬂ In Kind

e . |
{'5 A Form Setup .

Note:

If the system detects data in fields B.1(c),
B.1(f), B.2(a), B.2(b), and B.3 entered
through the ‘Benefit In Kind Entry’ screen, it
will ignore the details specified in the ‘EA
Form Setup’ window. Data from the ‘Benefit
In Kind Entry’ screen will take priority.
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(C.P.BA-Pin 2023) MALAYSIA

CUKAI PENDAPATAN
PENYATA SARAAN DARIPADA PENGGAJIAN
BAGI TAHUN BERAKHIR 31 DISEMBER 2024

Penyata Gaji Pekerja SWASTA

No. Pengenalan Cukai (TIN) Pekerja
5612336587010

LHDNM Negeri SEREMBAN

No. Siri A2
No. Majikan E 5123456? 0

BORANG EA INI PERLU DISEDIAKAN UNTUK DISERAHKAN KEPADA PEKERJA BAGI TUJUAN CUKAI PENDAPATAN

BUTIRAN PEKERJA
1. Nama Penuh Pekerja/Pesara (Encik/Cik/Puan) SEAH KENG 3l

2. Jawatan PLANTMANAGER . .. ... 3 No Kaktangan/No Gaii L0008
4 No.KP Baru BO0SI2176969 5. No. Pasport
6. No. KWSP 7. No. PERKESO 800512178969 o

8. Bilangan Anak Yang Layak
Untuk Pelepasan Cukai S

9. Jika bekerja tidak genap setahun, nyatakan:
(&) Tarikh mula bekerja
(b) Tarikh berhenti kerja

H PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN

Tidak Termasuk Elaun/PerkuisitPemberian/Manfaat Yang Dikecualikan Cukai) RM

1. (a) Gaji kasar, upah atau gaji cuti (termasuk gaji lebih masa) 60,500.00
(b) Fi (termasuk fi pengarah), komisen atau bonus o 0.00
(c) Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal pembayaran Details of Payment ) 2,250.00
(d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja 0.00
(e) Manfaat Skim Opsyen Saham Pekerja (ES0S) 9 0.00
(f) Ganjaran bagi tempoh dari .. 01/01/2024 hingga .. 30/06/2024 " 0.00

2. Butiran bayaran tunggakan dan lain-lain bagi tah, un terdahulu dalam tahun semasa
Jenis pendapatan (a) .Income A g
(b) Income B

e . _ 0.00
3. Manfaat berupa barangan (Nyatakan: Beneft in Kind 6} 0.00
4 Nilai tempat Kedi@man (AIBMAEE ...ttt ettt ettt ) 0.00
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EA Form — Explanations on the EA Form Setup Window

Printing Date: Specify the date to be printed on the form.

—
':’ EA Form Setup

Version IEA Form Format (Pin.2023)

B.1(c) Details of payment IDetails of Payment

B.1(f) Gratuity date from  [01/01/202¢ ~| to |[30/06/202¢ |

B.2 Type of Income (a) l|nClJmeA

B.2 Type of Income (b) l|ncume B

B.3 Benefits in kind IBEﬂ&ﬂ In Kind

I Printing Date |22:'1112024 vl

[V Print Serial lGruupA :][mmm
[T Include Voluntary?
[~ Print Pre-Printed Form

[~ English version

2024 @ Timesoft Malaysia | Year End User Guide

Sort by IEA Serial Number L]

Ganjaran bagi tempoh dan ... YTV 1eVER ... hingga .. JYRENSE .. 0.00
i g po! 99

2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa
Jenis pendapatan

0.00
0.00
4. Nilai tempat kediaman (Alamat: ............. et 0.00
S. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan 0.00
6. Pampasan kerana kehilangan pekerjaan 0.00
B Pencen DaN Lam-LAN
1. Pencen 0.00
2. Anuiti atau Bayaran Berkala yang lain 0.00
JUMLAH 49,209.68
JUMLAH POTONGAN
1. Potongan Cukai Bulanan (PCB) yang dibayar kepada LHDNM 0.00
2. Arahan Potongan CP28 yang dibayar kepada LHDNM 2,808.00
3. Zakat yang dibayar melalui potongan gaji 0.00
4. Derma / hadiah / sumbangan diluluskan yang dibayar melalui potongan gaji 0.00
5. Jumiah tuntutan potongan oleh pekerja melalui Borang TP1 berkaitan:
(a) Pelepasan BM i
(b) Zakat selain yang dibayar melalui petongan gaji bulanan RM i
€. Jumiah pelepasan bagi anak yang layak 20,000.00
CARUMAN YANG DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG SIMPANAN/PENCEN YANG DILULUSKAN DAN PERKESO
1. Nama Kumpulan Wang: KWSP
Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) RM 6,570.00
2. PERKESO : Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) RM 414.40
JUMLAH ELAUN / PERKUISIT / PEMBERIAN | MANFAAT YANG DIKECUALIKAN CUKAI RM 5,500.00
Nama Pegawai KAREN LEE
Jawatan HR MANAGER
Nama dan Alamat Majikan YEAR END WORKSHOP

8.11, 8th Floor, Wisma UQA Il, No. 21 Jalan Pinang, Kuala Lumpur.

POSKOD : 50450
Tarikh  22/11/2024. ...

No. Telefon Majikan 2710 0050

This is 3 computer-generated document
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EA Form — Explanations on the EA Form Setup Window

Remove the ‘Print Serial’ checkbox if the Serial Number does not need to be printed on the form.

Group A — Existing employee
Group B — New hired employee

Group C — Resigned employee

MALAYSIA

CUKAI PENDAPATAN

(C.P.8BA-Pin 2023)

;l EA Form Setup L

\ersion ‘EA Form Format (Pin.2023)

B.1(c) Details of payment ]Detalls of Payment

B.1(f) Gratuity date from  [01/01/2024 ~| to |30/

B.2 Type of Income (a) ]|ﬂcum&ﬁx

B.2 Type of Income (b) ]|ﬂcnm& B

PENYATA SARAAN DARIPADA PENGGAJIAN
BAGI TAHUN BERAKHIR 31 DISEMBER 2024

No. Siri

A0001 k.

n BUTIRAN PEKERJA

1. Nama Penuh Pekerja/Pesara (EncikCliPuan) B LA S AN Y e

2. Jawatan NOME e 3. No. Kakitangan/No Gaji
A NO.KP.BAIU oo it ee s s se s s v en s ss s snen s ee s e e mnae s 5. No. Pasport
6. No. KWSP 7. No. PERKESO

8. Bilangan Anak Yang Layak

Untuk Pelepasan Cukai . R (a) Tarikh mula bekerja

(b) Tarikh berhenti kerja

BORANG EA INI PERLU DISEDIAKAN UNTUK DISERAHKAN KEPADA PEKERJA BAGI TUJUAN CUKAI PE

Penyata Gaji Pekerja SWASTA EA

No. Pengenalan Cukai (TIN) Pekerja
SG14124141011

LHDNM Negeri

9. Jika bekerja tidak genap setahun, nyatakan:

B.3 Benefts in kind [Benefi In Kind

Printing Date |22;11;2024 _j

| [ Print Serial

™ Include Volurli e
Group B
[~ Print Pre-Prin|Group C

 ||00001
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EA Form — Explanations on the EA Form Setup Window

;] EA Form Setup

Version |EA Form Format (Pin.2022)

B.1(c) Details of payment

e[

B.1(f) Gratuity date from

B.2 Type of income (b)

|
|
B.2 Type of Income (a) |
|
|

B.3 Benefits in kind

|22.f11f2024 - |

[V Print Serial IGrDupA j|uunu1

Printing Date

[T Include Voluntary?
[~ Print Pre-Printed Form

[~ English version 9

Sort by |EA Serial Number Z|

EA Serial Number

Employee Name
Department+Employee Name
Department+Employee No

©

Preview

b

2024 @ Timesoft Malaysia | Year End User Guide

o Pt Expantin

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

Include

mm Sort Options | Explanation

EA Serial
Number

Sort by

Employee Name

Department+
Employee Name

Department+
Employee No

Sort by

Group A — Existing employee
Group B — New hired employee
Group C — Resigned employee

Sort by employee name in alphabetical order.

Sort first by department, then by employee
name within each department.

Sort first by department, then by employee
number within each department.

o it Explnatn

n Preview Click ‘Preview’ to generate the form on the screen.
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EA Form — Explanations on the EA Form Setup Window

Select the ‘Print Pre-Printed Form’ checkbox if you are using a pre-sealed EA Form.
The pre-printed form layout includes only the variable details.

[ 4
':’ EA Form Setup

- Y

Version IEA Form Format (Pin.2023)

X
=

B.1(c) Details of payment l

B.1(f) Gratuity date from | ] 1o

=

B.2 Type of Income (a) l

B.2 Type of Income (b) l
B.3 Benefits in kind l

Printing Date |22r11;2024 vl

[V Print Serial |Group A :][onnm
[T Include Voluntary?

I ¥ Print Pre-Printed Form I
nglish version

Sort by IEA Serial Number L]

2024 @ Timesoft Malaysia | Year End User Guide

ADDO1
E1224567-09

NONE

KWSP

SG14124141011

2024 JOHOR BHARU
80003
FPEEEs4as

49,208,688

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

49,209.88

0.00

2.808.00

0.00

0.00
0.00
0.00

20,000.00
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EA Form — Explanations on the EA Form Setup Window

Select the ‘English Version’ checkbox to print the EA Form in English.

(y EA Form Setup

S

\ersion |EAForm Format (Pin.2023)

=]

B.1(c) Details of payment

B.1(f) Gratuity date from

~] o

=

B.2 Type of Income (b)

|
|
B.2 Type of Income (a) |
|
|

B.3 Benefits in kind

Printing Date |22J'11.l’2|]24 - |

[~ Include Voluntary?
[~ Print Pre-Printed Form

I [¥ English version I

[V Print Serial IGrDupA :"nnnm

Sort by |EA Serial Number

2024 @ Timesoft Malaysia | Year End User Guide

=l

(C.P.8A-Pin 2023)

PRIVATE SECTOR Employee's

Statement of Remuneration EA

Employee’s Tax Identification No. (TIN)
5G14124141011

LHDNM State JOHOR BHARU

MALAYSIA
INCOME TAX
STATEMENT OF REMUNERATION FROM EMPLOYMENT
FOR THE YEAR ENDED 31 DECEMBER 2024

Serial No. AD0D01

n PARTICULARS OF EMPLOYEE
1. Full Name of Employee/Pensioner (Mr/Miss/Madam) AL S AN Y e
2. Job Designation MONE . ... 3. Staff No./Payroll No.
4. New LC. No. 5. Passport No.
6. EPF No. 7. S0CSO0 No. . S .
8. Number Of Children 9. If the period of ernployrnenl is less than a year, please state:
Qualified For Tax Rellef e (a) Date of COMMENCEMENE ..o

(b) Date of cessation

“ EMPLOYMENT INCOME, BENEFITS AND LMNG ACCOMMODATION RM

[Excluding Tax Exempt All wces/Perquisites/Gifts/Benefits)

1. (a) Gross salary, wages or leave pay (including overtime pay) 49,209.68
(b) Fees (including director fees), commission or bonus 0.00
(c) Gross tips, perguisites, awards/rewards or other allowances (Details of payment: .........cooccoevvvceeiccceeiecicens ) 0.00
(d) Income Tax borne by the Employer in respect of his Employee 0.00
() Employee Share Option Scheme (ESOS) benefit 0.00
(f) Gratuity for the period from ..., 10 e 0.00

2. Details of arrears and others for preceding years paid in the current year
Type of income

0.00

3. Benefits in kind (Specify: .. et se et sae s sa e ee s s e st sesssensseassssssssnsessssesssnnsssasessonssna) 0.00

4. Value of living accommodation prr.wided (Address SO OSSOSO SR OO SRYRSRUSRSRRRROR | 0.00

5. Refund from unapproved Provident/Pension Fund 0.00

6. Compensation for loss of employment 0.00
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EA Form

0 An example of the ‘EA Form’.

If the Employer’s Contact Information for t@
EA Form differs from the monthly

submission form, edit the contact details in
Company Setup before generating the EA
form.

For multiple companies in one database,

edit in ‘Payroll Setup > Sub Company

Qetup’.
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(C.P.8A-Pin 2023) MALAYSIA PRIVATE SECTOR Employee’s
Statement of Remuneration A
INCOME TAX Employee’s Tax kdentification No. (TIN)
Serial No A0022 STATEMENT OF REMUNERATION FROM EMPLOYMENT SG12336987010

Employer's No. E E1234567-09 FOR THE YEAR ENDED 31 DECEMBER 2024 LHDNM State  SEREMBAN
THIS FORM EA M

n PARTICULARS OF EMPLOYEE

Full Name of Employee/Pensicner (Mr./Miss/Madam) SEAHKENGSI ... . ...

Staff No./Payrol No

T BE PREPARED AND PRO

ED TO THE EMPLOYEE FOR INCOME TAX PURPOSE

2. Job Designation PLANT MANAGER . . . .. . - 3.

4. New LC. No. 800512176989 5. Passport No. S S

6. EPF No. e 7. S0CSO0 Ne. R—

8. Number Of Children 9. If the period of employment is less than a year, please state:
Qualified For Tax Relief 3 (a) Date of commencement

(b) Date of cessation
“ EMPLOYMENT INCOME, BENEFITS AND LIVING ACCOMMODATION RM

(Excluding Tax Exempt quisites/Gift )

1. (a) Gross salary, wages or leave pay (including overtime pay) 60,500.00
(b) Fees (including director fees), commission or bonus 0.00
(c) Gross tips, perquisites, awards/rewards or other allowances (Details of payment: . ) 2,250.00

) Income Tax borne by the Employer in respect of his Employee 0.00
(e) Employee Share Option Scheme (ES0S) benefit 0.00
(f) Gratuity for the period from ... 10 0.00

2. Details of arrears and others for preceding years paid in the current year

Type of income

0.00
3. Benefits in KiNd (SP@CITY: ) 0.00
4. Value of living aCCOMMODAtion Provided (AGAreSS: . ... oo recreceeeeieeeieecoeemeeesee e e raeeneeeaes s ese s seseerans e s caemeneneeeraes ) 0.00
S. Refund from unapproved Provident/Pension Fund 0.00
6. Compensation for loss of employment 0.00
PENSION AND OTHERS
1. Pension 0.00
2. Annuities or other Periodical Payments 0.00
TOTAL 62,750.00
Ell rovAL pebucTion

1. Monthly Tax Deductions (MTD) remitted to LHDNM 1,140.00
2. CP38 Deductions remitted to LHDNM 1,200.00
3. Zakat paid via salary deduction 0.00
4 Approved donations / gifts / contributions paid via salary deduction 0.00
5. Total claim for deduction by employee via Form TP1 in respect of:

(a) Relief RM ......

(b) Zakat other than that paid via monthly salary deduction RM
6. Total qualifying child relief 12,000.00

- CONTRIBUTIONS PAID BY EMPLOYEE TO APPROVED PROVIDENT/PENSION FUND AND SOCSO

1. Name of Provident Fund KWSP

Amount of compulsory contribution paid (state the employee’s share of contribution only) RM 8.448.00
2. SOCSO : Amount of compulsory contribution paid (state the employee’s share of contribution only) RM 436.80
TOTAL TAX EXEMPT ALLOWANCES / PERQUISITES / GIFTS / BENEFITS RM 8,538.00

Name of Officer KAREN LEE
Designation HR MANAGER

Name and Address of Employer YEAR END WORKSHOP
&8.11, 8th Floor, Wisma UOA I, No. 21 Jalan Pinang, Kuala Lumpur.
POSKOD : 50450

Date 22/11/2024

Employer's Telephone No 2710 0090

This is @ computer-generated document

232



Contact Information Setup

For customer with one company in the
database, edit the contact details in Company
Setup before generatlng the EA form.

‘j Co mpany Setup

|F'roﬁ|e Misc Parameter | Prorate Allowance ‘ OT Capping ‘ RestDa

Company  |YEAR END WORKSHOP

Address |8.11, 8th Floor, Wisma UOAL,

[No. 21 Jalan Pinang

|Kuala Lumpur

Post Code |5045IJ
Phone |2?1 0 0090

Fax |271 0 0095

Home Page |

Setting | Genefpl Contact Person | |

Ban

Name IKAREN LEE

NRIC IBD‘1109-1?-908T

Designation |HR MANAGER

Email |karen_lee@timesnﬂ_com_my

For multiple companies in one database, edit in

Payroll Setup > Sub Company Setup.

O

Payroll Setup

Pay Period (Pay Group)
EPF/SOCSO/EIS/PCB/HRD
Bank Codes

IBG Bank Routing Code
Allowance/Deduction Tabl
Others Code Table

Sub Company Setup

ree rield Uescnption

Company Code Details |

Codo I‘ssa

Company ITIMES SOFTWARE SDN BHD
Address IADDFH

IADDR2

|aDDR3

Postal Code |5025D
Phone |03—2?1 00090 Fax I

Generull‘ | Contact Person ‘ I

vc |831008-14-7890

Designation |HR Executive

Email |cla ir.sim@timesoft.com.my

2024 @ Timesoft Malaysia | Year End User Guide
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EA Form

e The 'EA Form Checklist' is generated after closing the EA Form preview window.

YEAR END WORKSHOP ';as:e : ; ;‘1’ :2024
- ate -

EA Check List 31st December 2024 User D - MASTER

c

a

t

e

Q A

o n Jumiah

MNo. Cukai r a Saraan ™1 TP1

No. No. Siri Pendapatan No. K.P Nama v k Kasar Tax Exempl PCB CP38 Zakat KWSP PERKESO Relief Zakat
1. AD001 901116149658 BADRUL KHIARUL 1 120,000.00 0.00 11150.0C 0.00 0.00 13,200.00 436.80 0.00 0.00
2. AD002 SG14124141011 BALASAMY 3 4 53,709.68 6,000.00 0.00 2,808.00 0.00 6,570.00 414.40 0.00 44400
3. AlD03 SG12364123010 T20312013899 BEH CHIN TIM 2 2 19,800.00 480.00 0.00 0.00 0.00 2,112.00 13020 0.00 0.00
4. A0004 DAISY AU YONG 3 60,000.00 0.00 1320.00 0.00 0.00 6,600.00 415.80 0.00 0.00
5. AD005 SG176844575001 DERRICK CHIN 3 144 554 84 0.00 15488.75 0.00 0.00 15,114.00 436.80 0.00 0.00
6. A0006 SG123569901001 DORAISANMY AJL BALA 2 120,000.00 0.00 15450.00 0.00 0.00 13,200.00 436.80 0.00 0.00
T Ao0oT ETHAN CHLA 3 4 4T 17387 0.00 0.00 0.00 0.00 5.212.00 30590 0.00 0.00
8. AD008 FADZIL BIN KARIM 3 180,000.00 0.00 26150.00 0.00 0.00 19,800.00 436.80 0.00 0.00
9. AD009 FELICIA CHIN 1 132,000.00 0.00 14150.00 0.00 0.00 14,520.00 436.80 0.00 0.00
10. A0010 SG36856123000 790215119981 GOH AH ENG 3 180,000.00 0.00 27150.00 0.00 0.00 0.00 0.00 0.00 0.00
11.  A0011 SG15115510030 5842826 JACKIE TEE 3 36,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
12, A0D12 JAMIE TSANG 1 60,000.00 0.00 1320.00 0.00 0.00 6,600.00 415.80 0.00 0.00
13. A0013 SG1234567808 921216017986 KELLY SUM 1 10,800.00 480.00 0.00 0.00 0.00 1,248.00 79.80 0.00 0.00
14. AlD14 KOO CHENG CHENG 3 60,000.00 23,736.00 1320.00 0.00 0.00 9.240.00 436.80 0.00 0.00
15. ADD1S MOHAMED ALl 1 29 000.00 1,700.00 0.00 0.00 0.00 2,640.00 163.80 5,500.00 0.00
16. A0016 SG12988450091 790121065498 MUTHUSAMY VELU A/ NATHANSAMY 3 2 23,985.00 31,800.00 0.00 0.00 0.00 5,88500 155 40 0.00 0.00
17.  AD0MT NEW EMPLOYEE 2021 1 180,000.00 0.00 26150.00 0.00 0.00 19,800.00 436.80 0.00 0.00
18. AD0018 SG14341414001 620615089876 NORA KASSIM 2 4 118,920.00 0.00 9004.80 0.00 0.00 0.00 0.00 0.00 0.00
19. A0019 14415151060 620731077227 PHILIP CHAN 3 4 74,880.00 4,200.00 2476.80 0.00 0.00 0.00 0.00 0.00 0.00
20. AD020 SG12336987010 800512176969 SEAH KENG Si 3 3 69,000.00 8,688.00 1140.00 1,200.00 0.00 8,448.00 436.80 0.00 0.00
21. AD021 sS00 LU 1 146,000.45  6,000.00 12050.00 0.00 0.00 14,256.00 436.80 0.00 0.00
22 AlozZ2 TERRY GAN SONG SING 1 61,612.90 0.00 1416.80 0.00 0.00 6, 787.00 415.80 0.00 0.00
23. Bo001 BRYAMN LOH 1 17,173.55 0.00 0.00 0.00 0.00 1,899.00 121.10 0.00 0.00
24. CO001 KRISTIN TIN 1 72,000.00 0.00 2490.00 0.00 0.00 7,920.00 436.80 0.00 0.00
25. CO002 SG068569601001 751002087019 MOHD HELMI BIN RAHMAN BAKRI 3 131,529.84 0.00 13452 10 0.00 0.00 13,951.00 420.70 0.00 0.00
26. CO003 TAVIA TEOH 1 13,038.71 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Grand Total 2,161,178.84 83,084.00 181,679.25 4,008.00 0.00 195,002.00 7,406.70 5,500.00 444 .00

2024 @ Timesoft Malaysia | Year End User Guide

234



EA Form — TP1 Records

Employees' TP1 inputs in Modify Record > Employee PCB Record > TP1 Form are captured in the

EA Form Section D5 (a).

-
‘;’ Additional Employee PCB Relief (TP1 Form)

Terminated Date I
Tax Category |1

Refund Code ICDI d
Pay Period 202412 v

Employee |Z0006 > | Name [MOHAMED ALI
Date IQ?H‘IJ?DE:‘- - | Hired Date |1?J‘05J‘2{}11 13 years 7 months

L----l
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Amount I 3500.00
Approval Iﬁi pproved |
Reference I
Remarks I[Cc‘l] - Medical Treatment, Special Needs and Carer expenses for Parents
Code Date Period J |Amount |en1ark=
[ J[si}] 2211112024 2024121 3500.00 | {01] - Medical Treatment, Special Needs and Ca|
co3 221172024 202412 l 2000.00 [|103] - Education Fees (Self)

2. Jawatan 3. No. Kakitangan/No Gaiji Z0006
4. No. K.P. Baru 5. No. Pasport
6. No. KWSP 7. No. PERKESO

8. Bilangan Anak Yang Layak
Untuk Pelepasan CUKBI  ....ovveesrrernsrrs e (a) Tarikh mula bekerja

(b) Tarikh berhenti kerja

ﬂ PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN

Tidak Termasuk Elaun/Perkuisit/PemberianManfaat 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
(&) Manfaat Skim Opsyen Saham Pekerja (ES0S)
(f) Ganjaran bagi tempoh dari ............ccovecveecvcres LT

2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa

Jenis pendapatan [
3. Manfaat berupa barangan (NYatAKEN: ... ... e e et e

4. Nilai tempat kediaman (ARBMAL. ............coooveiereirerre e raeres
S. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan
6. Pampasan kerana kehilangan pekerjaan

B sencen oan LamLaw
1. Pencen
2. Anuiti atau Bayaran Berkala yang lain
JUMLAH

JUMLAH POTONGAN

1. Potongan Cukai Bulanan (PCB) yang dibayar kepada LHDNM

2. Arahan Potongan CP38 yang dibayar kepada LHDNM

3. Zakat yang dibayar melalui potongan gaji

4. Derma / hadiah / sumbangan diluluskan yang dibayar melalui potongan gaji

5. Jumiah tuntutan potongan oleh pekerja melalui Borang TP1 be'ﬂr— L ]
(a) Pelepasan RM 550000
(b) Zakat selain yang dibayar melalui potongan gaji bulanan Rl — — — I

6. Jumiah pelepasan bagi anak yang layak

9. Jika bekerja tidak genap setahun, nyatakan:

24,000.00
0.00
0.00
0.00
0.00
0.00

0.00
5,000.00
0.00
0.00
0.00

0.00
0.00
29,000.00

0.00
0.00
0.00
0.00

0.00
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EA Form — TP2 Records

Employees’ TP2 inputs in Modify Record > Employee PCB Record > TP2 Form are captured in the

EA Form Section B3.

-
;’ Employee BIK and VOLA (TP2 Form)
Employee |20006 | Mame |MOHAMED ALl
Period |202412 vl Hired Date |17/05/20
Code  [BO2 | Terminated Date
Amount | 5000.00 Tax Category |1
N N N N N | I
Employee |perioa  |code | |Amount | descrip
P|Zooos 202412 B02 | 5000.00 [I!GE] -
|
s e e e - - - I
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MALAYSIA

CUKAI PENDAPATAN

PENYATA SARAAN DARIPADA PENGGAJIAN
BAGI TAHUN BERAKHIR 31 DISEMBER 2024

(C.P.8A-Pin 2023)

Penyata Gaji Pekerja SWASTA
No. Pengenalan Cukai (TIN) Pekerja

No. Siri ADONY .
No.MajkanE E1234567-09 .
BORANG EA INI PERLU DISEDIAKAN UNTUK DISERAHKAN KEPADA PEKERJA BAGI TUJUAN CUKAI PENDAPATAN

n BUTIRAN PEKERJA
1. Nama Penuh Pekerja/Pesara (Encik/CikiPuan) MO AMED ALl et

LHDNM Negeri

2. Jawatan PRODUCTION EXECUTIVE .. ... 3. No. Kakitangan/No Gaji Z000s,
L T o T ORI 5. No. Pasport
B. No. KWSP s ere s erns 7. No. PERKESO

9. Jika bekerja tidak genap setahun, nyatakan:
(a) Tarikh mula bekerja
(b) Tarikh berhenti kerja

H PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN RM
Tidak Termasuk Elaun/Perkuisit/Pemberian/Manfaat Yang Dikecualikan Cukai)

&. Bilangan Anak Yang Layak
Untuk Pelepasan Cukai

1. (a) Gaji kasar, upah atau gaji cuti (termasuk gaji lebih masa) 24,000.00
(b) Fi(termasuk fi pengarah), komisen atau bonus 0.00
(c) Tip kasar, perkuisit, penerimaan =agu hati atau elaun-elaun lain (Perihal pembayaran .............cccccvveviecieeenns ) 0.00
(d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja 0.00
(e) Manfaat Skim Opsyen Saham Pekerja (ES0S) 0.00
(f) Ganjaran bagitempoh dari ............ccocevvvrveeeeenns RINGGA ....oooeiereeeeee s 0.00
2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa
Jenis pendapatan () oo
3. Manfaat berupa barangan (NYataKamn: ...... ...t s s s e e e s e ae s en e ae s raenrnnnae ] | 5,000.00 I
4_ Nilai tempat Kediaman (AIBMAL . e ree o) B ——y) — 1




3. BIK Section
[Tax Exempt
Allowance]
Appendix
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BIK Section [Tax Exempt Allowance] Appendix

This is a supplementary report for 'EA Form Section F [Tax Exempt Allowances] .

It is up to the company to decide whether to share the exemption amount details with employees.
This report can be distributed to employees along with the EA Form.

Skip this if it is not applicable.
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BIK Section [Tax Exempt Allowance] Appendix

Login to period 202412 and follow the instructions below to print the report:

c If your database includes multiple
companies with different
Employer Tax Reference
Numbers, select the relevant
company using Query > Select
Company.

Skip this step if you have only
one company in the database.

2024 @ Timesoft Malaysia | Year End User Guide

Process Payroll

%

&

Modify Record

Payroll Reports

24

Report Writer

Query Expert
Query Selection

I Select Company I
Ad Hoc Query

Change Period

2

Claim Record

&

Custom Add-on

p S
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BIK Section [Tax Exempt Allowance] Appendix

e Click Government Form >
Income Tax >
BIK Section [Tax Exempt
Allowance] Appendix.

Process Payroll

Internal Reports
Government Form
Bank/Cash/Cheque Reports
Management Reports
Employee Data Reports
Hire, Confirm & Termination
Advance Reports

Leave Reports

Report Writer

WOOW W W W W W W

EPF

SOCS0

EIS

Income Tax
HRD Report
ASB

PNB

Claim Recq

WOOW W W

EA Form

BIK Section [Tax Exempt Allowance] Appendix
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Slip Jawapan - PCB 2 (II)

E Form

Link Employee
Import Benefit In Kind
Benefit In Kind Entry
BIK Checking Report
Tax Exemption Report

LHDN Audit File

S/

HR Setup
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BIK Section [Tax Exempt Allowance] Appendix

e Print Date

»  Specify the date to be printed on
the form.

w? BIK Checking Report

Report Type

. f ing Repo

" BIK Section [Ta npt Allovwant ing Listin
" BIK Section [Tax Exempt Allowance] Checking Report
{* BIK Section [Tax Exempt Allowance] Appendix

I Print Date |22.|'11:‘21]24 vl I

Sort by IErnkavee No. El

Preview |

YEAR END WORKSHOP (509684-H)
Employer's No : E1234567-09

Employee Code : Z0009
Employee Name : SEAH KENG SI
Income Tax Reference No : SG12336987-01(0)

Appendix Section Tax Exempt Allowance of EA

Total Allowances | Perquisites | Gifts / Benefits exempted from tax for the period 1st January 2024 to 31st December 2024,

Official Petrol
Parking Reimbursement
Meal Allowance

Date : 22/11/2024 Name of Officer
Designation
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Name and Address of Employer

This is a computer-generated document

RM
6,000.00
1,800.00

838.00
8,688.00

© KAREN LEE
: HR MANAGER
: YEAR END WORKSHOP

8.11, Bth Floor, Wisma UOA Il, No. 21 Jalan Finang, Kuala Lumpur.
POSTCODE : 50450
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BIK Section [Tax Exempt Allowance] Appendix

0 Sort By

= Choose one of the four sorting options for printing.

&) BIK Checking Report X Sort
e . Explanation
port Type Options
" Benet } ecking Repo
 BIK Sect [Tax Exempt Allovwwance] eckin “ Employee No'
" B Sectior [Tax Exempt Allowant ecking Report Employee
{* BIK Section [Tax Exempt Allowance] Appendix Name
> Department+
Sort by i-IEmployee No. j l
| Employee No. I Employee
I [Employee Name i Name
| |Pepartment+Employee Name |
1 Department+Employee No |
| SV i - Sl
mployee No

e Click ‘Preview’ to generate the form on the screen.
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Sort by employee number.

Sort by employee name in
alphabetical order.

Sort first by department,
then by employee name
within each department.

Sort first by department,
then by employee number
within each department.
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BIK Section [Tax Exempt Allowance] Appendix

An example of the report featuring pay items
that are subject to tax exemption.

@ the Employer’s Contact Information for the ER
Form differs from the monthly submission form,
edit the contact details in Company Setup

For multiple companies in one database, edit in

Q:’ayroll Setup > Sub Company Setup’. /
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Appendix Section Tax Exempt Allowance of EA

YEAR END WORKSHOP (509684-H)
Employer's No : E1234567-09

Employee Code - Z0009
Employee Name : SEAH KENG SI
Income Tax Reference No : SG12336987-01(0)

Total Allowances /| Perquisites / Gifts / Benefits exempted from tax for the period 1st January 2024 to 31st December 2024,

RM
Official Petrol 6,000.00
Parking Reimbursement 1,800.00
Meal Allowance 888.00
§,688.00

Date : 22/11/2024 Name of Officer . KAREN LEE

before generating the EA form' i E::nlgla:l:lddres\suﬁmpmrer :E::?SE?‘.E\:]RKSHOP

8.11, 8th Floor, Wisma UOA Il, No. 21 Jalan Pinang, Kuala Lumpur.

POSTCODE : 50450

This is a computer-generated document
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Contact Information Setup

For customer with one company in the
database, edit the contact details in Company
Setup before generatlng the appendix form.

‘j Co mpany Setup

|F'roﬁ|e Misc Parameter | Prorate Allowance ‘ OT Capping ‘ RestDa

Company  |YEAR END WORKSHOP

Address |8.11, 8th Floor, Wisma UOAL,

[No. 21 Jalan Pinang

|Kuala Lumpur

Post Code |5045IJ
Phone |2?1 0 0090

Fax |271 0 0095

Home Page |

Setting | Genefpl Contact Person | |

Ban

Name IKAREN LEE

NRIC IBD‘1109-1?-908T

Designation |HR MANAGER

Email |karen_lee@timesnﬂ_com_my

For multiple companies in one database, edit in

Payroll Setup > Sub Company Setup.

O

Payroll Setup

Pay Period (Pay Group)
EPF/SOCSO/EIS/PCB/HRD
Bank Codes

IBG Bank Routing Code
Allowance/Deduction Tabl
Others Code Table

Sub Company Setup

ree rield Uescnption

Company Code Details |

Codo I‘ssa

Company ITIMES SOFTWARE SDN BHD
Address IADDFH

IADDR2

|aDDR3

Postal Code |5025D
Phone |03—2?1 00090 Fax I

Generull‘ | Contact Person ‘ I

vc |831008-14-7890

Designation |HR Executive

Email |cla ir.sim@timesoft.com.my

2024 @ Timesoft Malaysia | Year End User Guide
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O. Slip Jawapan -
PCB2(Il)
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Slip Jawapan - PCB2(Il)

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(Il)

Login to period 202412 and follow the instructions below to print the form:

c If your database includes multiple
companies with different
Employer Tax Reference
Numbers, select the relevant
company using Query > Select
Company.

Skip this step if you have only
one company in the database.
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Process Payroll

%

&

Modify Record

Payroll Reports

o

Report Writer

Query Expert
Query Selection

I Select Company I
Ad Hoc Query

Change Period

2

Claim Record

{

Custom Add-on

p S
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Slip Jawapan - PCB2(Il)

e Click Government Form >
Income Tax >
Slip Jawapan - PCB2(Il) .
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Process Payroll

Internal Reports
Government Form
Bank/Cash/Cheque Reports
Management Reports
Employee Data Reports
Hire, Confirm 8. Termination
Advance Reports

Leave Reports

Report Writer

WOOW W W W W W W

EPF

SOCS0

EIS

Income Tax
HRD Report
ASB

PNB

Claim Recq

WOOW W W

EA Form

BIK Section [Tax Exempt Allowance] Appendix
Slip Jawapan - PCB 2 (Il) |

EForm

Link Employee

Import Benefit In Kind
Benefit In Kind Entry
BIK Checking Report
Tax Exemption Report

LHDN Audit File

S/

HR Setup
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Slip Jawapan - PCB2(Il)

e Uncheck the ‘English Version’ checkbox to display the description in Malay.

':I Slip Jawapan - PCB2 (ll) X
I & English version
Period  [202412 BEEEE
Print Date IZWEI
3. Deductions that have been made for the preceeding year
Type of Income |
Month I—
Year ’7
Receipt Number I
Receipt Date I—LI
Sort by |[Employee No. -
[ Link Employee
Receipt Preview I]_ Close I
[
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&P Slip Jawapan - PCB2 (II) X
L N N N N N ]

| [~ English version

L I N S S .-
Period  [202412
PrintDate [221112024 |

3. Potongan-potongan yang telah dibuat untuk tahun terdahulu

Jenis Pendapatan I

Bulan Ii

Tahun ’7

No. Restt [

Tarikh Resit | vl

Sort by |Ernpla~_.fee No. LI
[T Link Employee

Receipt Preview oL close |
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Slip Jawapan - PCB2(Il)

@) Ensure the period is 202412.
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il Slip Jawapan - PCBEZ (II)

Period |2ﬂ241 2

ale -

3. Deductions that have been made for the preceeding year

_ﬁ—

X

v English version

Type of income |
- —
Year Ii
Receipt Number I
Receipt Date | |
Sort by |Employee No. ~|
[ Link Employee
Receipt Preview M
A
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Slip Jawapan - PCB2(Il)

e Print Date

= Specify the date to be printed on the form.

;’ Slip Jawapan - PCB2 (Il)
) PENYATA BAYARAN CUKAI OLEH MAJIKAN BCE2lBin 2012
perioa _ [202¢12 _ I Tarkh: 221112024
I Print Date Izzm.rzou -| I Kepada: , _ _ _
Ketua Pegawai Eksekutiffi{etua Pengarah Hasil Dalam Negeri
Lembaga Hasil Dalam Negeri Malaysia
3. Deductions that have been made for the preceeding year Cawangan SEREMBAN
Month I Potongan Cukai Berjadual Tahun : 2024
Nama Pekerja : SEAH KENG Sl
L | No. Kad Pengenalan/No. Passpot : 800512176969
Receipt Number | No. Cukai Pendapatan Pekerja : 5G12336987-01(0)
Receipt Date | vI No. Pekerja . Z0009
No. Majikan (E ) » E1234567-09
Sort by |Emplnyee No. j _ _
Dengan hormatnya saya merujuk kepada perkara di atas:
[~ Link Employee 2. Potongan-potongan yang telah dibuat bagi pekerja di atas dalam tahun semasa adalah seperti berikut:
Bulan Amaun (RM) No. Resit/No. Slip Bank/No. Tarikh Resit/Tarikh Transaksi
Transaksi
PCB CP38 PCB CP38 PCB CP38
Receipt Preview o Close IJ
L

2024 @ Timesoft Malaysia | Year End User Guide

251



Slip Jawapan - PCB2(Il)

G Ignore Section 3; it is obsolete. | == o e Y

{l slip Jawapan - PCB2 (I1) X
v English version

Period 202412
Print Date [22:11:2024 EI

3. Deductions that have been made for the preceeding year

Type of ncome |

onth —
Year Ii

Receipt Number I
Receipt Date I j
TSy [ETPOvEE T =

[ Link Employee

Receipt Preview I]_ Close I
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Slip Jawapan - PCB2(Il)

0 Choose one of the four sorting
options for printing.

&2 Slip Jawapan - PCB2 (II)

Period |20241 2
Print Date |22r111202-t - |

3. Deductions that have been made for the preceeding year

Type of ncome |
Receipt Number |

—

Sort by Employee No. j

Month

Year

Receipt Date

Employee Name
Department+Employee Name
Department+Employee No

Receipt | Preview |

b

X

¥ English version

I|_ Close
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SCln: Explanation
Options P

s

Employee No.

Employee
Name

Department+
Employee
Name

Department+
Employee No

Sort by employee number.

Sort by employee name in
alphabetical order.

Sort first by department,
then by employee name
within each department.

Sort first by department,
then by employee number
within each department.
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Slip Jawapan - PCB2(Il)

e Merge records for employees with matching New IC Number or Passport Number.
Note: Merging will only work if the ‘Link Employee’ procedure has been completed.
If there are no such instances in your database, or if you do not wish to merge records, leave the

checkbox unselected.
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»:’ Slip Jawapan - PCB2 (II)

Period 202412
Print Date |22/11/2024 vl

3. Deductions that have been made for the preceeding year

Type of income |
Month

ﬁ
Year li

Receipt Number |

Receipt Date | -

[V English version

Sort by |[Employee No. ~|
I [ Link Employee I
Receipt | Preview J1 Close |
A
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Slip Jawapan - PCB2(Il)

e Click to open the data entry window for Receipt Number and Receipt Date.
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- - -
P Slip Jawapan - PCB2 (II)

Period 202412
Print Date |22/11/2024 vl

3. Deductions that have been made for the preceeding year

Type of ncome |

Month [

Year Ii

Receipt Number I

Receipt Date I—LI

Sort by |Empbyee No. j

[ Link Employee

Receipt II Preview ‘

[v English version

o Close |

|

255



Slip Jawapan - PCB2(Il)

@ Enter the tax payment receipt number or bank transaction reference number in the ‘PCB Receipt’
column and the payment date in the ‘PCB Receipt Date’ column.

If you wish to duplicate the ‘PCB Receipt’ information to the ‘CP38 Receipt’, click ‘Copy PCB Receipt
to CP38 Receipt'.

Click ‘Save’ before closing the window.

r = - R
". b Jawapaﬁ o ”I T
pd [ FRA R e Company Setup

Receipt Dialog >
Month i PCB Receipt | PCB Receipt Date !:Pza Receipt CP38 Receipt Date |PCB Receipt 2 |PCB Receipt Date 2 |
_|sanuary 1022021277123 11/02/2024 ]
February I 02-2021277456 12/03/2024 I
|march | 02-2021277789 13/04/2024 |
:Apn’l | 02-2021277012 14/05/2024 |
_|may | 02-2021277643 11/06/2024 1
_|June | 02-2021277777 15/07/2024 |
_Jul‘; I 02-2021277984 13/08/2024 I
Xlaugust  § 02-2021277636 13/09/2024 1 ~|
_|Septembery 02-2021277688 15/10/2024 1
| October 02-2021277252 12M11/2024 I
_|November I 02-2021277455 13122024 I
December 3 02-2021277962 04/01/2025 I
L R B N B _ B B |

}

Copy PCB Receipt to CP38 Receipt | El Save | j-]_ Close I

— Recept |  Preview 1 EEA v L Close |
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Slip Jawapan - PCB2(l|

PENYATA BAYARAN CUKAI OLEH MAJIKAN PCB 2(I)}-Pin. 2012

m An example of the Slip Jawapan—PCB 2 (ll) - ran 2112024

Ketua Pegawai EkselkutifiKetua Pengarah Hasil Dakam Megerni
Lembaga Hasil Dalamn Negen Malaysia

with receipt numbers and dates filled in. TR

Tuan,

Potongan Cukai Berjadual Tahun : 2024

Mama Peketja : SEAH KENG Sl
Mo. Kad Pengenakan/Mo. Passpot - BDOS12176969

Mo. Cukal Pendapatan Pekerja . SG12336987-01(0)
MNo. Pekerja : Z0009

Mo. Maijikan { E ) - E1234567-09

Drengan homiatiya saya menujuk kepada perkara di atas:
2. Potongan-potongan yang telah dibuat bagi peherja di atas dalamn tahun semasa adalah seperti berikut:

Bulan Amaun (M) Mo. ResitNo. Slip BankfMNo. Tarikh Resit'Tarkh Transaksi
Transaksi
PCB CP 35 PCB CP 38 PCDB CP 38
Januari 80.00 10000 02-2021277123 02-2021277123 11022024 11/0202024
Februari 80.00 10000 02-2021277456 02-2021277456 120372024 1202024
, .

If the Employer’s Contact Information for the EA e e i EaEes | vwowan | wowaon
April 80.00 10000 02-202127 7012 02-202127 7012 14052024 THDS2024

Form differs from the monthly submission form, — — —
edit the ContaCt details in Company Setup Jun 80_00 10000 022021277777 02202127 Fif7 15/07/2024 15/07/2024

before generatlng the EA form Sgoe so:on 100:00 02 2021277638 D2—27:]21;??535 T0SI2024 TIOS2022
For mUIt|p|e Compar"es |n one database’ edlt |n Oitober 13500 100,00 050021277253 022021277252 1172024 12112023

Mowemizer 125.00 100,00 02-2021277455 02-2021277455 13122024 13122024

@aerII Setup > Sub Company Setup" / isember 125.00 10000 02-2021277962 02-202127 7962 O4/01/2025 O4/01/2025

1,140.00 1,200.00

an-potongan yang telah dibuat bagi pendapatan pekerja untuk tahun terdahulu dalam tahun semasa adalah
ikowrt-

- ecB Mo. Resit Tankh Resit/
Tahun {:'R"':‘” Mo. Skip Bank/ Tarikh
MNo. Transaksi Transaksi
KAREN LEE
HR MANAGER

2710 0090

Mama Cran Alamat Majikan YEAR END W ORKSHOP

8.11, 8th Floor, Wisma IOA I, No. 21 Jalan Pinang, Kuala Lunpur.
POSKOD : 50450
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Contact Information Setup

For customer with one company in the
database, edit the contact details in Company

Setup before generatlng the form.

‘j Co mpany Setup

|F'roﬁ|e Misc Parameter | Prorate Allowance ‘ OT Capping ‘ RestDa

Company  |YEAR END WORKSHOP

Address |8.11, 8th Floor, Wisma UOAL,

[No. 21 Jalan Pinang

|Kuala Lumpur

Post Code |5045IJ
Phone |2?1 0 0090

Fax |271 0 0095

Home Page |

Setting | Genefpl Contact Person | |

Ban

Name IKAREN LEE

NRIC IBD‘1109-1?-908T

Designation |HR MANAGER

Email |karen_lee@timesnﬂ_com_my

For multiple companies in one database, edit in

Payroll Setup > Sub Company Setup.

O

Payroll Setup

Pay Period (Pay Group)
EPF/SOCSO/EIS/PCB/HRD
Bank Codes

IBG Bank Routing Code
Allowance/Deduction Tabl
Others Code Table

Sub Company Setup

ree rield Uescnption

Company Code Details |

Codo I‘ssa

Company ITIMES SOFTWARE SDN BHD
Address IADDFH

IADDR2

|aDDR3

Postal Code |5025D
Phone |03—2?1 00090 Fax I

Generull‘ | Contact Person ‘ I

vc |831008-14-7890

Designation |HR Executive

Email |cla ir.sim@timesoft.com.my
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10. Form E /
C.P.8D
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Form E / C.P.8D

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

Form e-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).

Note:
There are four (4) important indicators in “Update Employee” that will affect the results of Form

E/C.P.8D.
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1. Always include in the E-Form CP8D
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Form E / C.P.8D — 1st Indicator

When enabled, the system will
include this person’s record in Form
E and C.P.8D, even if there is no
payroll activity for them.

Example:
Company director with no payout

but still requires reporting in Form E.
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Employee [50003
Update

EPF/NVoluntary

EPF Class |CLASS1 -
EPFAIC#
EPF Initial

(’ Update Employee Record - Period : 202412

v| Name IBALASAMY

Employment | | Other

| other statutory | Personal 7 Addiional info |

S0Cso

SOCSO Class |SOCSO1 vl
SOCSOA/C# I—

[~ 1sttime contribute to SOCSO (For income above 3000/month)

SOCS0 Employment Status |Nor1'na| -
EIS

EIS Class |EIS1 vl

PCB Setting / Income Tax Information

Income Tax A/C # SG14124141-01(1)
JOHOR BHARU

Income Tax Branch

Confirm & Termination Bank Address

[~ Fixed voluntary amount

SSN#

Income Tax Status | NONE d

Returning Expert End Period | OYYYYMM)
[~ Non Resident Tax Formula

[~ Allow to change EPF/SOCSO/EIS amount in Modify Pay?
Enable this function is NOT recommended

End Period OYYYYMM)

=

Allowance/Deduction

Spouse

Voluntary Fund Description |

Employer % |
Employee % |

SSFW # |

Tax Marital Status II'-'Iarried - |

[~ Disabled Individual
[v Spouse Working (Category 3)
l = mmlisabiss Speues = = = -

Career Calendar

IC for EPF |Hew Vc vl
Mid Month deduct EPFl "|
Ignore EPF Age Check |No vI

NK (Nombor Kawalan) |

IC for SOCSO INew Ic 'l
Mid Month deduct SOCS0 I vl
SSFW Effective Date I -

K:fDrEL'SINeW i 'l
Mid Month deduct EIS I Vl

IC for Income Tax IPassport vl
Sex / Title II'-'IaIe vl

e Reliefl 10

O X

#wa0=

Miscellaneo! ¢ | »

Leave blank if
same as Hired

Date

[~ Always include in the E-form CP8D CJ-80 Employee Status |status 2: Permanent j
L i wiet Ohealc niing rasiis Fipesminiie hei) e e '

| BSa\.re |

Cancel

aKIn

j'l_ Close |
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2. Exclude from E-Form (Part A)
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Form E / C.P.8D — 2nd Indicator

If an employee has no payout and
does not need to be reported in
Form E Part A (headcount), select
this checkbox.

Example:
Cross-company approvers, test
employee codes, etc.
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(’ Update Employee Record - Period : 202412

Employee [50003 v| Mame [BALASAMY
Update Employment |0ther | Confirm & Termination

EPFNoluntary

EPF Class |[CLASS1 -
EPF AIC #
EPF Initial

S0CS0o

SOCSO0 Class |SOCSO1 v |

[~ Fixed voluntary amount

Bank | Address | Spouse

Voluntary Fund Description |

Employer % |
Employee % |

SOCSOA/C# SSN# SSFW # |

[~ 1sttime contribute to SOCSO (For income above 3000/month)

SOCS0 Employment Status |No1'mal -
EIS

EIS Class |EIS1 - |

PCB Setting / Income Tax Information

Income Tax A/C # SG14124141-01(1)
Income Tax Branch JOHOR BHARU

Income Tax Status | NONE j

Returning Expert End Period | OYYYYMM)
[~ Non Resident Tax Formula

[~ Allow to change EPF/SOCSO/EIS amount in Modify Pay?
Enable this function is NOT recommended

EndPeriod [  (YYYYMM)

Tax Marital Status IHﬂrri&d vl

[~ Disabled Individual
[V Spouse Working (Category 3)
[~ Disabled Spouse

— v cipirvete Jusn Wve i SCROB = B 2D Employee Status |Statu5 2: Permanent j

[~ Exclude from E-Form (Part A)

E

Allowance/Deduction Career

— O X
#wa0=
Miscellaneo! ¢ | »

Calendar

IC for EPF IHew Vc vl
Mid Month deduct EPFI "|
IH vI

Ignore EPF Age Check |No
NK (Nombor Kawalan) I

IC for SOCSO INew ic -
Mid Month deduct SOCSO | ~|
SSFW Effective Date | vl Leave blank if
same as Hired

Date

K:fanL'SINeW i v|
Mid Month deduct EIS I 'l

IC for Income Tax IPﬂBSDDI‘I vl

Sex /Tile [Male  +|
Dependent Chikdren Reliefl 10

| Qs.uve | Cancel

M| €| » M| Hicos |

264



3. C.P.8D Employee Status
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Form E / C.P.8D — 3 Indicator

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.

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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P
-~

WP Update Employee Record - Period : 202412

Employes |B0003
Update

~| Name [BALASAMY

Employment || Other | Confirm & Termination

EPF/SOCSO/PCBIEIS I Other Siatutnryl Personal / Additional Info ]
EPFoluntary

EPF Class |CLASS1 -
EPFAIC #

[~ Fixed voluntary amount

=

Bank | Address = Spouse

Voluntary Fund Description |

Employer %
Employee %

EPF Initial

S0CS0

S0CSO Class  |SOCSO1 -
SOCSOALC# | ssn# |

[~ 1st time contribute to SOCSO (For income above 3000/month)

SOCS0 Employment Status |Norma\ vl

EIS

EIS Class |EIS1 vl

PCB Setting / Income Tax Information
Income Tax AIC # SG14124141-01(1)

JOHOR BHARU
[nonE |

Returning Expert End Period | OOYYYMM)

End Period CYYYYMM)

[~ Allow to change EPF/SOCSO/EIS amount in Modify Pay?
Enable this function is NOT recommended

Income Tax Branch

Income Tax Status

[~ Non Resident Tax Formula

SSFW # |

Tax Marital Status |Married vl

[~ Disabled Individual

¥ Spouse Working (Category 3)

[~ Disabled Spouse

[~ Always include in the E-form CP8D
[~ Exclude from E-Form (PartA)

Allowance/Deduction

Mid Month deduct SOCSO VI

- O X
Hw20=
Miscellaneoi 4 | |

Career Calendar

IC for EPF [New VC -
Mid Month deduct EPF 'I
Ignore EPF Age Check |[No

NK (Nombor Kawalan)

iC for SOCSO |New VC -
SSFW Effective Date | Leave blankif

same as Hired

Date

IC for EIS |New VC i
Mid Month deduct EIS VI

IC for Income Tax |Passport -
Sex / Title [Male =

C.P.8D Employee Status |5tatus 2: Permanent j

Status 1: Management of the organization

Status 3: Contract
Status 4: Part time
Status S: Interns
Status 6: Others

| B Save |

Cancel

[r———-

| g et

ittt 1K 30 o ot
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4. Resignation Reason
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Form E / C.P.8D — 4t |Indicator

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.

rd - Period : 202412

_ T T S . T S—

- O X

Probation Period

Notice Period

Resignation Date

{! Update Employee Reco
Employee |[T0O0E
Update Employment

j Name [TAV[A'I‘EOH

- Hwa0=

Other | Confirm & Termination

3

I L n B N N N N N | _-—
Resignation Reason LEFT-MY -r| |
L 8 B B B BN _§ | _N_N_ N N | ‘

26/12/2024 vI
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Bank Address Spouse Allowance/Deduction Career Calendar Miscellaneoi 4| ) |
Confirmation Due [19/03/2018 Hired Date [20/12/2017 7 years
[ Fxclude From Auto Promnt? Pl & e an
Name T T T T T T T T T
Employer's No. E
L L L L L L L L L

PART A: INFORMATION ON NUMBER OF EMPLOYEES FOR THE YEAR ENDED 31 DECEMBER 2023

Number of employees
as at 31/12/2023 [ R T B

Numberofemployees ! ! ' ' '
subjected to MTD R

| B B Number of employees | B N
Number of new employees
Ly who ceased employment / Lo

| Number of employees L B B B | m Reported to LHDNM 1=Yes
| who ceased em_ployment Ly | (If A5 is applicable) 2= No
| and left Malaysia |

= 1
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Form E / C.P.8D

Login to period 202412 and follow the instructions below to print the form:

c If your database includes multiple
companies with different
Employer Tax Reference
Numbers, select the relevant
company using Query > Select
Company.

Skip this step if you have only
one company in the database.
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Process Payroll

%

&

Modify Record

Payroll Reports

o

Report Writer

Query Expert
Query Selection

I Select Company I
Ad Hoc Query

Change Period

2

Claim Record

{

Custom Add-on

p S
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Form E / C.P.8D

e Click Government Form >
Income Tax >
E Form.
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Process Payroll

Internal Reports
Government Form
Bank/Cash/Cheque Reports
Management Reports
Employee Data Reports
Hire, Confirm 8. Termination
Advance Reports

Leave Reports

Report Writer

WOOW W W W W W W

EPF

SOCS0

EIS

Income Tax
HRD Report
ASB

PNB

Claim Recq

WOOW W W

EA Form
BIK Section [Tax Exempt Allowance] Appendix
Slip Jawapan - PCB 2 (II)

E Form I

Link Employee
Import Benefit In Kind
Benefit In Kind Entry
BIK Checking Report
Tax Exemption Report

LHDN Audit File

S/

HR Setup
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Form E / C.P.8D

e Uncheck the ‘English Version’ checkbox to display the description in Malay.

:’ Form E Reference — i S -I :’ Form E Reference N o _X_
I ¥ English version I [~ English version
E Form Reference Report - Part A L 5 5 5 5 g _I E Form Reference Report - Bahagian A L —
: [~ Selectall : [~ Selectal
[~ E Form Reference [~ EForm Reference
[~ Reported to LHDNM - Indicator for AS [~ Melaporkan kepada LHDNM - Indicator for A6
[~ A1 - Number of employees [~ A1-Bilangan perkeja
[~ A2 - Number of employees subjected to MTD [~ A2 -Bilangan pekeria yang tertakluk kepada PCB
[~ A3 - Number of new employees [~ A3 - Bilangan pekerja baru
[~ A4 - Number of employees who ceased employment |~ A4_Biangan pekerja yang berhenti kerja
' [~ AS - Number of employees who ceased employment and left Malaysia ' [~ AS- Bilangan pekerja yang berhenti kerja untuk meninggalkan Malaysia
v E Form Reference Report : C.P. 8D ¥ E Form Reference Report : C.P. 8D
ICDSD_P.n 2023 -] [cszn_Pm 2023 -]
I~ CP. 8D Detail Listing [v C.P. 8D Check Listing [~ CP 8D Detail Listing [v C.P 8D Check Listing
I~ C.P. 8D Detail Listing (Excluded) I~ CP. 8D Detail List
[V Prepare text fie submission ¥ Prepare text file submission
Submi ion rolimat Submi ion r’ulllﬂ‘l
(¢ C.P.8D Information / Prefill Information (¥ Makiumat C.P.8D / Maklumat Praisi
v Employee File IC:\Users\CARMENCHEAH\Desklnp\M 23456709_2024.txt = ¥ Fail Pekerja IC:\Users\CARMENCHEAH\Desth\P‘I 23456709_2024.txt =
[~ Employer File IC:\Users\CARMENCHEAH\Desklnp\m23456709_2024.bd = [~ Fail Majikan IC:\Users\CARMENCHEAH\DesIrlnp\M1234567l]9_2l]24.bd &
[~ Include Voluntary? [~ Link Employee [~ Include Voluntary? [~ Link Employee

. Generate I’L Close | . Generate | j]_ Close |
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Form E / C.P.8D

(47
I

pod

0 All reports in this section are for internal & Form E Referenc
reference and checking only. ¢ oo Reterence Resort - ParA [ Engish version
Do not submit them to LHDN. I Selectal
You can generate all reports or select the ones

you need.

[~ E Form Reference
[~ Reported to LHDNM - Indicator for A6

[~ AZ - Number of employees subjected to MTD

[~ A3 - Number of new employees

[~ A4 - Number of employees who ceased employment

[~ AS - Number of employees who ceased employment and left Malaysia

‘Reported to LHDN-Indicator for A6’ checkbox:
Select this checkbox if you want to mark it as ',;E'F;m:;r;;R;;_.'c;B;““““““
“2” in the form for Part AG. T 7]

I [v C.P 8D Check Listing
-

|
|
|
|
[~ A1 - Number of employees |
|
|
|
|

Heme empoversio. [E][ T 7 T T T T T T ]
e tmotees [T ] secesems [T T 7] —
umber ot newenpovees [ T 7 7 T 7] o cossed cmptowment ) | | ] (+ C.P.8D Information / Prefill Information

o A

Number of employees I Reported to LHDNM 1= Yes
who ceased employment m (If A5 is applicable) 2=No

[ Prepare text file submission

and left Malaysia

|v Employee File |C:‘.Users\CARMENCHEAH\Deskmp\.P12345-6?[]9_2[]24_&1

T

| Employer File |C:‘.Users\CARMENCHEAH\DESIHU;:U.!123456?09_2024.13:1
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Form E / C.P.8D

e Enable the option if you want to generate
C.P. 8D Check Listing

2024 @ Timesoft Malaysia | Year End User Guide

=

rE-----------.

';j Form E Reference —

E Form Reference Report - Part A

[~ Selectall
[~ E Form Reference
u Reported to LHDNM - Indicator for AG

[T A1 - Number of employees

[~ A2 - Number of employees subjected to MTD

[T A3 - Number of new employees

[~ A4 -Number of employees who ceased employment

[T AS - Number of employees who ceased employment and left Malaysia

X

v English version

|
V¥ E Form Reference Report: C.P. 8D 1

Ir. P. 8D - Pin. 2023

[T CP.8D Detail Listing [¥ C.P.8D Check Listing
I~ CP. 8D Detai Listing (Excluded)

[V Prepare text file submission

Submission Format

¢ C.P.8D Information / Prefill Information

[V Employee File |C:\Users\CARMENCHEAH\Deskiop\P123456709_2024 et

[~ Employer File  |C:\Users\CARMENCHEAH\Desktop\l123456709_2024 txt

v W

273



Form E / C.P.8D

G To generate the C.P.8D text file for upload to 7 e B - X
LHDN e-Filing, select the options below : E Form Reforence Report - PartA 71 Enghet: veraiom

O E Form Reference Report: C.P.8D & Porm Retoonce

[~ Reported to LHDNM - Indicator for AB

D Prepare teXt f||e Sme|SS|On [~ A1-Number of employees
[~ A2 - Number of employees subjected to MTD
Q If you are submitting the C.P.8D text file via Bl
[~ A4 - Number of employees who ceased employment
e-Filing, do not select Employer file _r_“_ﬁ-_“":“:‘”_”f“f::‘f:w S e e
checkbox. Employer File is only applicable | [V EFormReterence Report CPED |
for submission via Postal Delivery / Hand o720 Pn. 2023 -

I [¥ C.P.8D Check Listing

Delivery to LHDN. r

[¥ Prepare text fie submission |
Note: T Submission Format
Both C.P.8D and Prefill use the same text file S
SmeISSIOn format | [v Employee File |C:\Users\.CAFU-lENCHEAH\Desklop".FH23456?09_2024.&1 = :
| [~ Employer File |C:‘.Users\CAFU-!ENCHEAH\Desklop".F.T123456?09_2024.t:d = |

[ Include Voluntary? [~ Link Employee

Generate | j'L Close |
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Form E / C.P.8D

0 Select the checkbox if employees' monthly EPF C e - y
Voluntary amount does not combine with standard € Form Reference Report - Part A v Engisn verson
contribution in ‘Modify Record'. LR

[~ E FormReference
I~ Reported to LHDNM - Indicator for A6

[ A1 -Number of employees
e Select the checkbox to merge records for employees ™ A2 - Number of employees subjected to MTD

[~ A3-Number of new employees

with matching New IC Number or Passport Number. ™ A4 Number of employses who cessed employment

[~ AS - Number of employees who ceased employment and left Malaysia

Note: Merging will only work if the ‘Link Employee’
procedure has been completed.

|V E Form Reference Report : C.P. 8D

[l_i-_‘::.F‘r'ZIE J
If there are no such instances in your database, or if - ¥ C.P.80 Check Listing

you do not wish to merge records, uncheck it.

| Prepare text file submission

Submission Format

1 (¢ C.P.2D Information / Prefill Informati
e Generate the report /| C.P.8D text file. ormation / Prefill Information
Be patient during the process, as the time taken depends ¥ Employee Fie |C\Users\CARMENCHEAH\Desklop\P123456709_2024 txt &
on the database Slze DO not Interrupt the process by [~ Employer File |C:‘.Users\CARHENCHEAH\Desklup".F.T123456?09_2024.t:d =

performing 'End Task' or 'Force Shutdown'to avoid data [ Include wumamﬂ [ Link Employee @

corruption. generate | ) 1 cose
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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.

YEAR END WORKSHOP
2024 Form E Reference Report

BAHAGIAN A : MAKLUMAT BILANGAN PEKERJA BAGI TAHUN BERAKHIR 31 DISEMBER 2024

1 A1 Bilangan pekerja 24 A2 E;':;g:np%e;e“a tertakduk 17 1
| |
I A3  Bilangan pekerja baru 1 A4  Bilangan pekerja berhenti 3 I
1 gan peker) gan pekerj 1
i | | i
Bilangan pekerja yang Telah melaporkan kepada LHDNM? 1=Ya
I A5 |perhenti kerja untuk 1 A6 (Jika A5 berkaitan) m 2=Tidak |
| meninggalkan Malaysia |

Notes :

e-E REMUNERATION FOR THE YEAR 2023

and lefi Malaysia

RETURN FORM OF EMPLOYER BER 2004
LINDER SUBSECTION 83(1) OF INCOME TAX ACT 19467
Thas form is prescribed under section 152 of the Income Tax Act 1967

INFORMATION ON NUMBER OF EMPLOYEES FOR THE YEAR ENDED 31 DECEMBER 2023 n Potongan Cukai
- dalam tahun 2024 di
Mumber of employees as at i A1 Number of employees subjected to MTD AZ
311272023
Number of new employees A3 Number of employees who ceased employment / Ad dalam tahun 2024.
died
Number of employees who ceased employment A5 Reported to LHDNM  info_ — Plgase Select — AG i

RJA BAGI

kat/perniagaan tuan
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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).

YEAR END WORKSHOP F[';!gtﬁ : ;;::mﬂ
. - ate -

A1 - Bilangan pekerja 2024 User I : MASTER

No. Employee# Name Hired Date Termination Date Last Pay Date

1. B0003 BALASAMY 17/05/2015

2. D001 DAISY AU YONG 2000372017

3. Doo2 DERRICK CHIN 17/05/2013

4. FOO00& FELICIA CHIN 1711172018

5. F0O1 FADZIL BIN KARIM 0110/2017

6. G001 GOH AH ENG 24/11/2011

7. Jooo1 JAMIE TSANG 29/01/2020

8. Jo118 JACKIE TEE 03/03/2010

9. KO0001 KOO CHENG CHENG 16/01/2014

10. MO0G63 MUTHUSAMY VELU A/L NATHANSAMY 02/05/2002

11 NEW NEW EMPLOYEE 2021 191252022

12. TOD18 TERRY GAN SONG SING 2211252023

13. Z0001 KELLY SUM 01/05/2016

14. Z0004-A BADRUL KHIARUL 01/02/2017

15. Z0004-B ETHAN CHIA 2310812012

16. Z0004-C BRYAN LOH 1710512024

17. Z0005-A DORAISAMY AL BALA 24/02/12012

18. Z0005-B PHILIP CHAN 0110712002

19. Z0006 MOHAMED ALI 17/05/2011

20. Z0007 soouu 23/09/2013

21. Z0008 NORA KASSIM 20/08/1990

22. Z0009 SEAH KENG SI 2310172013

23. Z0011 BEH CHIN TIM 01/11/2006

24, Z0013 ZACHARY POWER 26/11/2020
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n‘;j Form E Reference

E Form Reference Report - Part A

[T SelectAl

[~ E Form Reference
I Reported to LHDNM - Indicator for A6

[~ A1-Number of employees

[~ A2-Number of employees subjected to MTD

[~ A3 - Number of new employees

[~ A4 - Number of employees who ceased employment

[~ AS - Number of employees who ceased employment and left Malaysia

— X

¥ English version

|V E Form Reference Report : C.P. 8D

IC.P 8D - Pin. 2023

I_ C.P. 8D Detail Listing
[T C.P.8D Detail Listing (Excluded)

[V Prepare text file submission

¥ C.P. 8D Check Listing

Submission Format
|7G' C.P.8D Information / Prefill information

[V Employee File |C:Wsers\CARMENCHEAH\Deskiop\P123456709_2024.txt

e

I~ Employer File |C:\WUsers\CARMENCHEAH\Desktop\hi123456708_2024.txt

[” Include Voluntary?

Generate |

[~ Link Employee
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Employee list for "Bahagian A2—Bilangan pekerja tertakluk kepada

PCB dalam tahun 2024"

Part A2 — Number of employees subject to MTD in 2024

Date : 23/11/2024

YEAR END WORKSHOP Page : 10f1
A2 - Bilangan pekerja tertakluk kepada PCB 2024 User D - MASTER
No. Employee Name Total Tax
1. D001 DAISY AU YONG 1,320.00
2 D002 DERRICK CHIN 15,488.75
3 FO00& FELICIA CHIN 14,150.00
- FOO01 FADZIL BIN KARIM 26,150.00
5. G001 GOH AH ENG 27,150.00
6. Jooo1 JAMIE TSANG 1.320.00
7. K0001 KOO CHENG CHENG 1,320.00
8. K0002 KRISTIN TIN 2,490.00
9. M0003 MOHD HELMI BIN RAHMAN BAKRI 13,452.10
10. NEW NEW EMPLOYEE 2021 26,150.00
1. TO018 TERRY GAN SONG SING 1,416.80
12 Z0004-A BADRUL KHIARUL 11,150.00
13. Z0005-A DORAISAMY A/L BALA 15,450.00
14. Z0005-B PHILIP CHAN 2.476.80
15. 20007 sooLuvu 12,050.00
16. 20008 NORA KASSIM 9,004.80
17. Z0009 SEAH KENG SI 1,140.00
Total 181,679.25
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"o;j Form E Reference —

E Form Reference Report - Part A

[~ SelectAll

[~ E Form Reference
I Reported to LHDNM - Indicator for A6

[~ A1 - Number of employees

[~ AZ-Number of employees subjected to MTD

[~ A3-Number of new employees

[~ A4 - Number of employees who ceased employment

[~ AS - Number of employees who ceased employment and left Malaysia

x

¥ English version

|V E Form Reference Report : C.P. 8D

IC P. 8D - Pin. 2023

[~ CF 8D Detail Listing
[T C.P. 8D Detail Listing (Excluded)

[V Prepare text file submission

¥ C.P. 8D Check Listing

Submission Format

(¢ C.P.2D Information / Prefill Information

[V Employee File |C:Wsers\CARMENCHEAH\Deskiop\P123456709_2024.txt

I~ Employer File |C:\WUsers\CARMENCHEAH\Desktop\hi123456708_2024.txt

[” Include Voluntary? [~ Link Employee

Generate |
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Employee list for "Bahagian A3—Bilangan pekerja baru dalam tahun 2024”

Part A3 — Number of new employees in 2024

YEAR END WORKSHOP
A3l - Bilangan pekerja baru 2024

No. Employee Name

Page : 1 of 1
Date : 23/11/2024
User ID : MASTER

Depariment Code Hired Date

8 Z0004-C BRYAN LOH

JBM 17/05/2024
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ol 2
wP Form E Reference —

E Form Reference Report - Part A

[~ SelectAll

[~ E Form Reference
I Reported to LHDNM - Indicator for A6

[~ A1 - Number of employees

[~ AZ-Number of employees subjected to MTD

[~ A3 - Number of new employees

[~ A4 - Number of employees who ceased employment

[~ AS - Number of employees who ceased employment and left Malaysia

x

¥ English version

|V E Form Reference Report : C.P. 8D

IE P. 8D - Pin. 2023

=.P. 8D Detail Listing [¥ C.P. 8D Check Listing
[~ C.P. 8D Detail Listing (Excluded)

[V Prepare text file submission

Submission Format
|>G‘ C.P.8D Information / Prefill information

[V Employee File |C:Wsers\CARMENCHEAH\Deskiop\P123456709_2024.txt

I~ Employer File |C:\WUsers\CARMENCHEAH\Desktop\hi123456708_2024.txt

v w

[” Include Voluntary? [~ Link Employee

Generate |

ILQlose |
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Employee list for "Bahagian A4—Bilangan pekerja yang berhenti

dalam tahun 2024

kerja

Part A4 — Number of employees ceased employment

in 2024

YEAR END WORKSHOP
A4 - Bilangan perkerja berhenti 2024

Page : 1 of 1
Date : 23/11/2024
User ID : MASTER

MNo. Employee Name Department Code Termination Date
1. K0002 KRISTIN TIN NONE 311212024
2. MOo003 MOHD HELMI BIN RAHMAN BAKRI SGBP 10M2/2024
3. T008 TAVIATEOH JBP 2611212024
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ol 2
wP Form E Reference —

E Form Reference Report - Part A

[~ SelectAll
[~ E Form Reference
I Reported to LHDNM - Indicator for A6

[~ A1 - Number of employees

[~ AZ-Number of employees subjected to MTD

[~ A3 - Number of new employees

[~ A4 - Number of employees who ceased employment

[~ AS - Number of employees who ceased employment and left Malaysia

|V E Form Reference Report : C.P. 8D

x

¥ English version

¥ C.P. 8D Check Listing

a7

P. 8D Detail Listing (Excluded)

[V Prepare text file submission

Submission Format
|>G‘ C.P.8D Information / Prefill information

[V Employee File |C:Wsers\CARMENCHEAH\Deskiop\P123456709_2024.txt

I~ Employer File |C:\WUsers\CARMENCHEAH\Desktop\hi123456708_2024.txt

[” Include Voluntary?

Generate |

[~ Link Employee

v w

ILglose |

281



Employee list for “Bahagian A5—-Bilangan pekerja yang berhenti kerja
untuk meninggalkan Malaysia dalam tahun 2024"

Part AS—Number of employees ceased employment

and left Malaysia in 2024

YEAR END WORKSHOP Page : 1 of 1

. . . . " Date : 23/11/2024
A5 - Bilangan Pekerja Yang Berhenti Untuk Meninggalkan Malaysia 2024 User D - MASTER
MNo. Employee Name Department Code Termination Date
1. T003 TAVIATEOH JBP 2612/2024

2024 @ Timesoft Malaysia | Year End User Guide

ol 2
wP Form E Reference —

E Form Reference Report - Part A

[~ SelectAll

[~ E FormReference
I~ Reported to LHDNM - Indicator for A6

[ A1 -Number of employees

[~ A2-Number of employees subjected to MTD

[~ A3 - Number of new employees

[~ A4 - Number of employees who ceased employment

[~ AS - Number of employees who ceased employment and left Malaysia

|V E Form Reference Report : C.P. 8D

x

¥ English version

[l: P. 8D - Pin. 2023

I ng [¥ C.P.8D Check Listing
[_ et TN luded)

| Prepare text file submission

Submission Format

(¢ C.P.2D Information / Prefill information

[¥ Employee File IC:\Users\.CARMENCHEAH\.Deslep\FH23456709_2024_1:)(1

[~ Employer File IC:‘.Users\CAFlHENCHEAH\.Desklup\F.T123456?09_2024.txt

[ Include Voluntary? [~ Link Employee

Generate |

v W

oL Close |
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C.P.8D Check Listing



C.P.8D Check Listing

The report is in Excel format.

It contains three worksheets for cross-checking amounts

in C.P.8D.
Q Gross
a TP1
a TP2
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ol 2
wP Form E Reference —

E Form Reference Report - Part A

[~ SelectAll

[~ E FormReference
I~ Reported to LHDNM - Indicator for A6

[ A1 -Number of employees

[~ A2-Number of employees subjected to MTD

[~ A3 - Number of new employees

[~ A4 - Number of employees who ceased employment

[~ AS - Number of employees who ceased employment and left Malaysia

|V E Form Reference Report : C.P. 8D

x

¥ English version

¥ C.P.8D Check Listing

—1 71

| Prepare text file submission

Submission Format

(¢ C.P.2D Information / Prefill information

[¥ Employee File IC:\Users\.CARMENCHEAH\.Deslep\FH23456709_2024_1:)(1

[~ Employer File IC:‘.Users\CAFlHENCHEAH\.Desklup\F.T123456?09_2024.txt

[ Include Voluntary? [~ Link Employee

Generate |

v W

oL Close |
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C.P.8D Check Listing

Gross Check Listing:

This report can be used to cross-check the amounts in Columns K, L, M, and O of Form E C.P. 8D.

A B C D E J K AE AF AG AH Al
1 YEAR END WORKSHOP Print by : MASTER
2 | Taxable Gross Salary Checklist 2024 Print date : 23/11/2024
3
Total BIK - BIKD5 to Gross Taxable  |Total Tax Exempt
4 |Employee No. Employee Name ~ |Department | ¥ |Hired Date | ~ |Resignation Date | ~ | BIK16 v [BIK17 - VOLA | ~ |Wages - |Allowance - |EA25 - |BIK Entry EA25 |~ |Total EA25 | ~
IR AV vV ROLCLCT SUwvI JDAR ULyuagyLulu u.uu uuy LTu,ouu.ug FoU.UU uU.uu uuy Fou.uu
18 K0001 KOO CHENG CHENG JBP 16/01/2014 0.00 0.00 60,000.00 0.00| 23,736.00 0.00 23,736.00
19 | Z0006 MOHAMED ALI SABAH-AD 17/05/2011 5,000.00 0.00 29,000.00 0.00 0.00 1,700.00 1,700.00
20 |M0063 MUTHUSAMY VELU A/L NATHANSAMY |SGBA 02/05/2002 0.00 0.00 23,985.00 600.00| 28,800.00 2,400.00 31,800.00
21 NEW NEW EMPLOYEE 2021 PENANG-P 19/12/2022 0.00 0.00 180,000.00 0.00 0.00 0.00 0.00
22 70008 NORA KASSIM SGBM 20/08/1990 0.00 0.00 118,920.00 0.00 0.00 0.00 0.00
23 Z0005-B PHILIP CHAN SABAH-MK 01/07/2002 12,000.00 24,000.00 74,880.00 4,200.00 0.00 0.00 4,200.00
24 70009 SEAH KENG SI JBM 23/01/2013 0.00 0.00 69,000.00 6,000.00( 1,800.00 888.00 8,688.00
25 |Z0007 SO0 LI LI JBA 23/09/2013 0.00 20,000.45 146,000.45 6,000.00 0.00 0.00 6,000.00
26 |TO018 TERRY GAN SONG SING NONE 22/12/2023 0.00 0.00 61,612.90 0.00 0.00 0.00 0.00
27 |Z0013 ZACHARY POWER NONE 26/11/2020 0.00 0.00 0.00 0.00 0.00 0.00 0.00
28 |Z0004-C BRYAN LOH JBM 17/05/2024 0.00 0.00 17,173.55 0.00 0.00 0.00 0.00
29 |K0002 KRISTIN TIN NONE 01/01/2020 |31/12/2024 0.00 0.00 72,000.00 0.00 0.00 0.00 0.00
30 |M0003 MOHD HELMI BIN RAHMAN BAKRI SGBP 10/12/1991 |10/12/2024 0.00 5,000.00 131,529.84 0.00 0.00 0.00 0.00
31 TOO08 TAVIATEOH JBP 20/12/2017 |26/12/2024 0.00 0.00 13,038.71 0.00 0.00 0.00 0.00
32 Grand Total 18,200.00 49,000.45 2,161,178.84 23,760.00( 54,336.00 4,988.00 83,084.00
33
P‘] TP2 + %
Ready ﬁ’,Accessibilit}r: Good to go Average: 16517.43489  Count: 551  Sum: 8787275.36 ﬂ E -——
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C.P.8D Check Listing

TP1 Check Listing:

This report captures TP1 entries recorded in Modify Record > Employee PCB Record > Additional
Employee PCB Relief [TP1 Form].

A B C D AB AC AD AE AF a
1 YEAR END WORKSHOP Print by : MASTER
2 |Employee TP1 Checklist from period 202401 to 2024 Print date : 23/11/2024
3
ion | Total Relief BIK Entry Zakat Total Zakat Relief
4 |Employee No. Employee Name Department Code |Hired Date (Column Fto AA) |DD1 Relief {Column AC to AD)
5 |Z0006 MOHAMED ALI SABAH-AD 17/05/2011 .00 5,500.00 0.00 0.00 0.00
6 .00 5,500.00 0.00 0.00 0.00
7
8
9
10
11
12
13
14 i
$ > Gros E p2 -+ : 4 T
Ready ﬁ,nccessibility: Good to go ﬂ E - TH +  90%
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C.P.8D Check Listing

TP2 Check Listing:

This report captures BIK and VOLA entries recorded in Modify Record > Employee PCB Record >

Employee BIK & VOLA [TP2 Form].

A B C v W X Y z a
1 | YEAR END WORKSHOP Print by :
2 Employee TP2 Checklist from period 2( Print date :
3

Total TP2 (F to U,
4 |Employee No. Employee Name |Department Code B17 Less B12) BIK Entry EADS TP2 B12 - VOLA BIK Entry EA17
5 |Z0005-B PHILIP CHAN SABAH-MK 0 0.00 12,000.00 12,000.00 24,000.00 24,000.00
6 |Z0006 MOHAMED ALl [SABAH-AD 0 0.00 5,000.00 5,000.00 0.00 0.00
7 |Z0011 BEH CHINTIM [IBP 0 0.00 1,200.00 1,200.00 0.00 0.00
8 0 0.00 18,200.00 18,200.00 24,000.00 24,000.00
g
10
11
12 v
Gross TP1 + “ G >

Ready ﬁ",nccessibility: Good to go ﬂ E - i +  100%

2024 @ Timesoft Malaysia | Year End User Guide

287



Form C.P.8D [Internal Reference]



Form C.P.8D

Form C.P.8D:

The highlighted record below shows a person with no payout activity in the payroll. Column K = 0.

However, the system generates the record because the checkbox 'Always Include in the E-Form' is
enabled in ‘Update Employee’ settings.

MENGENAI POTONGAN CUKAI DI BAWAH KAEDAH-KAEDAH CUKAI PENDAPATAN
(POTONGAN DARIPADA SARAAN) 1994 BAGI TAHUN BERAKHIR 31 DISEMBER 2024

LEMBAGA HASIL DALAM NEGERI MALAY SIA
PENYATA SARAAN DARIPADA PENGGAJIAN, TUNTUTAN POTONGAN DAN MAKLUMAT

(C.P.8D - Pin. 2023)

VALAYNSIA
MAKLUMAT MAJIKAN
No. Msjikan € [E1234567-09 I
Nama Majikan YEAR END WORKSHOP |
Saraan Bagi Tahur|2024 |
MAKLUMAT PEKERJA
* Majikan dikehendaki mengisi penyata ini dalam format Excel atau fail bet untuk semua pekerja bagi tahun 2024 seperti contoh di bawah,
A B c D 3 B G E I K L " N 0 P | a R s T u v w
Bil Namsa Pekerja No. Ne. Kategori| Status Tarikh Cukai Pelepasan Anak Jumilah Manfast Nilsi Tempat Manfaat  Flaun / Perkuisif  Jumlah tuntutan Caruman Zakat Yang Jumish Insurans | Caruman
Pengenalan Pengenalan / | Pekerja | Pekerja | Persaraan / | Ditanggung Yang Layak Saraan Berups Kediaman Skim / Pemberian / potongan okeh Kepada Dibayar Potongan perubatan | PERKESO|
Culeai (TIN) Pasport Tamat | Oleh Majikan Kaszar Barangan Opsyen Manfast Yang pekerjs melalui Kumpulan Melzlui Coukcai ang dibayay yang
Kontrak  |(isikan 1 atay Saham Dikecualikan Borang TP1 Wang Potongan melabui dibayar
2 |siangan| Jumish Pekeria Cukai Simp Gsj - potongan | melaki
o Anr?: = ] (ESOS) Pelepasan |  Zakat Pekerja FCE cFas - potongan
2 = Tidak g3y
RM RM RM RM RM RM RM RM RM RM RM RM RM RM
23 |ZACHARY POWER 2 2 25-11-2051 2 0.00) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Z4 [BRYAN LOH 1 2 18-11-2050 2 17,173.55 0.00 0.00 0.00 0.00 0.00 0.00 1,899.00 0.00 0.00 0.00 0.00 121.10
25 |[KRISTIN TIN 1 2 31-12-2024 i 72,000.008 0.00 0.00 0.00 0.00 0.00 0.00 7,520.00 0.00 2,430.00 0.00 0.00 435 80)
28 |MOHD HELMI BIN RAHMAN BAKRI SGOBBE85001001 [T51002087019 3 2 10-12-2024 2 131,529.84) 0.00 5,000.00| 0.00 0.00 0.00 0.00) 13,951.00 10.00) 13,452.10 0.00| 0.00 420704
27 |TAVIA TECH 1 2 26-12-2024 2 13,038.71 0.00 0.00 0.00 0.00 0.00 0.00) 0.00 2.00) 0.00 0.00) 0.00 2.00)
JUMLAH | &3,000.00 2,181,178.84 18,200.00 43,000.45 0.00 83,084.00| 5,500.00 444,000 185,002.00 0.00 181,679.25 4,008.00) 0.00] 7.408.70¢
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Text File Submission Format



Text File Submission Format

Employee (Pekerja) file

The highlighted record below shows a person with no
payout activity in the payroll. The system generates the
record because the checkbox 'Always Include in the E-
Form' is enabled in ‘Update Employee’ settings.

— e
(’ Report Viewer - P123456709_2024.txt = (] kY
Font Size |11 - By print | By setup 1 Close |\
FADZIL BIN EKARIM|O0]||3|2|15-11-2027|2|0|0|180000||||0|0|0O|15800|0|2615
FELICIA CHIN|O||1]2|16-11-2050[2]0|0[132000|]|]10|0|0]|14520]0]14150.00
GOH AH ENG|36856123000]|790215119981|3|2]12-10-2010]2|0[0]180000]|]10]
JACKIE TEE|15115510030|584282€(|3|2|30-11-201812]0|0|3€000]1110]0]0]0]
JAMIE TSANG|0]|1(2|22-11-2030]2|0]|0|€0000]]|[10|0]|0|€€00]|0]1320.00]|0]0
EELLY SUM|01234567808]92121€0175986|1]12|15-12-2052|2|0|0[10800] || 480]

KOO CHENG CHENG|0]|3]2]15-11-2030]2|0|0|€0000]|]123736|0|0|5240]0]132
KRISTIN TIN|O||1|2|31-12-2024|2|0]|0|72000]1110]0]10|7920]|0|24%90.00|0]0
MOHAMED ALT|0||1]2(29-11-2055(2]0]0]29000|5000]||1700|5500|0|2640]|0]0
MOHD HELMI BIN RAHMAN BAKRI|69569601001|751002087019(3|2|10-12-2024|2
MUTHUSAMY VELU A/L NATHANSAMY|12988460091|790121065498(3(2]20-01-2039
NEW EMPLOYEE 2021|0][1]2|18-12-2033(2|0|0|180000(]|]0|0|0]19800]|0(261
NORA KASSIM|14341414001|620615089876(2(2|14-06-2022|1|4|8000|118920] |
PHILIP CHAN|14415151060|620731077227|3]2|30-07-2022|2]4|7000|74880(12
SEAH KENG SI|12336987010(|800512176969|312122-11-2057(2|3]112000|€5000]
S00 LI LI|0||1|2]22-11-205712|0|0|14€000]||20000]||€000|0|0|14256|0]120

TAVIA TECOH|O0||1|2|26-12-2024|2|0|0|13038|]|]|0]J0O|0O|0|0O|O|OJO|O

TERRY GAN SONG SING|0]|1]12|05-11-2045|2|0|0]€1612||||0]0]0|6787|0]141
ZACHARY POWER|O||2|2]25-11-2051|2|0|0]0O]|||O|0O|O|O|O|O|O|O]|O

L 000
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- -
wP Form E Reference —

E Form Reference Report - Part A

[~ SelectAll

[ E FormReference
™ Reported to LHDNM - Indicator for A6

[ A1 - Number of employees

[~ A2 -Number of employees subjected to MTD

[~ A3 - Number of new employees

[~ A4 - Number of employees who ceased employment

[~ AS-Number of employees who ceased employment and left Malaysia

v E Form Reference Report : C.P. 8D

X

[V English version

I

C.P. 8D - Pin. 2023

- hiy ¥ C.P.8D Check Listing
w Det ting juded)

| Prepare text fie submission

Submission Format

{¢' C.P.8D Information / Prefill Information

[¥ Employee File IC:‘.UserS\CARJ-lENCHEAH\Desklop‘.FH23456?09_2024.&1

[~ Employer File IC:‘.Users\CARHENCHF_AH\.Desk.'lop\F.T123456?09_2024.bct

[T Include Voluntary? [~ Link Employee

Generate |

v

IL Close
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Text File Submission Format

Employer (Majikan) file & Form E Reference - x
[¥ English version
If you are submitting the C.P.8D text file via e-Filing, E:mﬂﬂﬂmwﬂmﬂ-ﬂu
SelectAll
Employer file is not required. [ E Form Reference

[~ Reported to LHDNM - Indicator for AB

Employer File is only applicable for submission via Postal [ A1 - Number of employses

[~ A2 - Number of employees subjected to MTD

Delivery / Hand Delivery to LHDN. [ A3 Number of new employees

[~ A4 - Number of employees who ceased employment

S — - [~ AS - Number of employees who ceased employment and left Malaysia
{ &P Report Viewer - M123456709_2024.txt — O X
{ ¥ E Form Reference Report : C.P. 8D

| Font Size |T1 - 2y print | %smpl
IE?E-D-Pln 2023 Z]

1123456709 | YEAR END WORKSHOP|2024 -
| [T C.P.8D Detail Listing [~ C.P.8D Check Listing

" C.P. 8D Detail Listing (Excluded)

[V Prepare text fie submissicn

Submission Format
[
{G‘ C.P.8D Information / Prefill Information

[V Employee File |C:\Users\CARMENCHEAH\Desktop\P123456709_2024 txt

v

- V¥ Employer File  |C:\Users\CARMENCHEAH\Deskiop\h123456709_2024.txt

— a3 o

[™ Include Voluntary? [T Link Employee

ILglose |
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Overview of Columns A to Column W
in C.P. 8D



Overview of Columns A to Column W in C.P. 8D

- Data Capturing e [5] a

Update Employment Other Confirm & Termination Bank

Nama Pekerja Employee Name
Name of employee EPF/SOCSO/PCB/EIS Iother Statutory | Personal / Additional Info |
EPF/Voluntary
C No Pengenalan Cukai (TIN) Income Tax A/C# EPF Class  |CLASST v|  Voluntary Fund Description |
Tax Identification No. (TIN) EPF AIC # [~ Fixed voluntary amount  Emy

EPF Initial Emg

— 50CS0
. - D E F G SOCSO Class |SUCSU1 j

Na Name of Tax entification /|Category of| Employee Date of SOCSoACH | SSN# |
employee |ldentification| jpassport no. |employee ' | Status | Retirement / [~ 1st time contribute to SOCSO (For income above 3000/month)
No. (TIN) End of
Contract SOCSO Employment Status [Normal |
EIS
EIS Class |EIS1 j

PCB Setting / Income Tax Information
1 income Tax A/C # |SG14124141-01(1)

Income Tax Branch |JUHDR BHARU
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Overview of Columns A to Column W in C.P. 8D

D  No Pengenalan/Pasport Capture IC/Passport No based on the No.| Name of Tax l Identification /|Category of [Emplovee
Identification / passport no.  selection set in 'IC for Income Tax'. employee | laery || P2SSPort no- |employee | Status
E  Kategori Pekerja Based on the settings of ‘Tax Marital
Category of Employee Status’ and ‘Spouse Working'.
F  Status Pekerja Based on the selection set in ‘C.P.8D
Employee Status Employee Status’. 1

PCB Setting / Income Tax Information

Income Tax AJC # |SG14124141-U1 (1) Tax Marital Status |Married vl IC for Income Tax |PBESD°” 'l

Income Tax Branch |JGHOR BHARU [~ Disabled Individual Sex | Title ||'-Tale vl
Iv Spouse Working (Category 3) _ =
income Tax Status  |NONE | [ Disabled Spouse Dependent Chidren Reief [ 10
Returning Expert End Period | OYYYYMM) [~ Always include in the E-formCP8D ¢ P.8D Employee Status |Status 2: Permanent ﬂ

[ Exclude from E-Form (PartA)

Status 1: Management of the organization

[~ Non Resident Tax Formula  End Period MK
(YYYVIlE) Status 2: Permanent

Status 3: Contract

[~ Allow to change EPF/SOCSO/EIS amount in Modify Pay? Status 4: Part time
Enable this function iz NOT recommended Status 5: Interns
Status 6: Others
| I save | Cancel : q| 4 | |- | - | L close |
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Overview of Columns A to Column W in C.P. 8D

Col | Title Data Capturing E F | H I 3
G Tarikh Persaraan / Tamat Kontrak Capture based on the |Category of Emplﬂvela Date of Tax borne E#mifvilr_g:i
Date of Retirement / End of Contract ‘Resignation Date’. | Rﬂllznd of | s e
If the ‘Resignation Date’ is e
empty, the ‘Retirement Date’ (Enter T or2) b o | o
will be captured. ;:;zﬁ hildren|  relief
H  Cukai Ditanggung Oleh Majikan Refer to section “Set Up Tax (RM)
Tax borne by employer Line (EA#) — Additional Set
Up”
Employee |B0002 v| Name [BALASAMY -
Update Employment | Other | Confirm & Termination | Bank | Address | Spouse Allowance/Deduction = Career
Probation Period 3 Confirmation Due |16/08/2015 vI Hired Date |17/
Motice Period I~ Exclude FromAuto Prompt? Retire Age | 80

|

Resignation Reason |

—

Resignation Date

Confirmation On [17/08/2015 vI
Last Payment Date "I

Working Status [Active

Retirement Date |23/11/2032

v
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Overview of Columns A to Column W in C.P. 8D

Col Title Data Captu ring ;:) Employee Dependent Children

I Bilangan Anak Actual dependent child count, not the Total
No of Children Eligible value.

Example : Column | =4

J  Jumlah Pelepasan Anak  Total Eligible x $2,000.00 per eligibility

Total Eligible = 10
Total child relief = $2,000.00
Column J =10 x $2,000.00 = $20,000.00

[ T T T Y N T T T —
E F G H I | J
l|Category of|[Employee|  Date of Tax bome Qualifying
employee '| Status | Retirement/ | by employe child relief
End of
Contract
{Enter 1 or

1= Yes N::]. of TD!aI

2-No children | relief

(RM)
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100% 50%
(A) Under the age of 18 years 1
(B) 18 Years & above and studying (included
Certificate/Marticulation) 1

(C)Above 18 years and studying full time in diploma 2

level onwards {(Malaysia) or Degree level onwards
(outside Malaysia)

(D) Disabled child | I
(E) Disabled child studying in diploma or higher level | |

(in Malaysia)/degree or its equivalent (outside

Malaysia)
Total Eligible | 10
Year Effective Period |Eligible
| 2015 20151
2023 202303
L 2023 202312 10
New Edit [ | 'I Remove |
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Overview of Columns A to Column W in C.P. 8D

=

K  Jumlah Saraan Kasar Data source from the pay items below: Total gross | [Benefits | Value of living | Employee | Tax exempt
. . remuneration ? inkind |accommodation share allowances f
Total gross remuneration - System codes such as Basic, option | perquisites / |
i scheme gifts /
Tot.aINPL, Total Overtime, Total (ESOS) e
Shift, Total RestDay. benefit

- User-defined Allowance/Deduction
codes linked to tax line EA# from 1
to 23 and 26 to 27 (RM) (RM) (RM) (RM) (RM)

- BIK Entry screen of column Part B
and Part C

Tips:
Refer to C.P.8D Check Listing, GROSS
worksheet Column AE.
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Overview of Columns A to Column W in C.P. 8D

L Manfaat Berupa Barangan Data source from: Total gross Benefits [} Value of living | Employee | Tax exempt
e A g - - remuneration in kind commodation| share allowances /
Benefits in kind - User-defined Allowance/Deduction option | perquisites / |
i i scheme gifts /
codes linked to tax line EA# from 5 (ESOS) | benefits
to 16 benefit

- BIK Entry screen on column Part

B.3-Manfaat berupa barangan.
(RM) (RM) (RM) (RM) (RM)

Tips:

Refer to the C.P.8D Check Listing,
GROSS worksheet Column J

+ Any columns from Column U
(highlight in yellow) with EA# mapped to
#5 to #16.
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Overview of Columns A to Column W in C.P. 8D

Title Data Capturing " C ] w N o
M Nilai Tempat Kediaman Data source from: Total gross ) BenerﬁtJ Value of living | Fmployee | Tax exempt
Value of living accommodation - User-defined remuneration™ | inkind] | accommeodation {f,';t"mri ;!‘,‘.;";ﬁi .
; che ifts /
AIIowance/De_ductlon codes ?ESD”S“]‘- Ee
linked to tax line EA# 17 benefit
-  BIK Entry screen on column Part
B 4.-Nilai tempat kediaman
(RM) (RM) (RM) (RM) (RM)
Tips:

Refer to C.P.8D Check Listing
GROSS worksheet Column K + Any
columns from Column U (highlight in
yellow) with EA# mapped to #17.
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Overview of Columns A to Column W in C.P. 8D

N Manfaat Skim Opsyen Data source from: Total gross | Benefits | Value of living] | Employee | ax exempt
Saham Pekerja (ESOS) - User-defined Allowance/Deduction femuneration™ | - inkind - accommodat {f,';fmri "?:ﬁ;ﬁi .
Employee share option codes linked to tax line EA# 26 ?Eg%rg? hgnlfgi{s
scheme (ESOS) benefit - BIK Entry screen on column Part B1(e)- benefit

Manfaat Skim Opsyen Saham Pekerja
(ESOS).
(RM) (RM) (RM) (RM) (RM)
Tips:

Refer to C.P.8D Check Listing GROSS
worksheet Column R + Any columns from
Column U (highlight in yellow) with EA#
mapped to #26.
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Overview of Columns A to Column W in C.P. 8D

@) Elaun / Perkuisit / Data source from: Total gross Benefits | Value of living | Employee | Tax exempt
Pemberian / Manfaat - User-defined Allowance/Deduction remuneration® | inkind | accommodation {f:tamri 32?:‘32@ f:
Yang Dikecualikan Cukai codes linked to tax line EA# 25 Eeos | bonets
Tax exempt allowances/ - ?X Exempt 'é'(')%"ga(g%ezctgdsg;i)n ked to benefit
P equ{SItes/g/fts/ - Ball)é E)r(ﬁrr;/ﬂI F;creen on column Part F-
benefits JUMLAH ELAUN / PERKUISIT / (RM) (RM) (RM) (RM) (RM)

PEMBERIAN / MANFAAT YANG
DIKECUALIKAN CUKAI

Tips:
Refer to C.P.8D Check Listing GROSS
worksheet Column Al.
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Overview of Columns A to Column W in C.P. 8D

p  Jumlah Potongan Dituntut Data source from: Total claim for | |Contribution |  Zakat Total tax
Melalui Borang TP1 — Pelepasan TP1 Form with code C01 to C15 deduction by | ko Employees | paid via deduction
employee via Form| | Provident salary
Total claim for deduction by TP1 Fund deduction
employee via Form TP1 Tips:
Refer to C.P.8D Check Listing TP1
worksheet Column AB. Relief | Zakat® MTD | CP38
(RM) | (RM) (RM) (RM) | (RM) | (RM)
Q Jumlah Potongan Dituntut Data source from:
Melalui Borang TP1 — Zakat TP1 Form with code = D01 (Zakat)
Total claim for deduction by
employee via Form TP1 Tips:

Refer to C.P.8D Check Listing TP1
worksheet Column AE.
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Overview of Columns A to Column W in C.P. 8D

R  Caruman Kepada Kumpulan Data source from: Total claim for || Contribution |  Zakat Total tax
i i - i deduction by || to Emplo id vi deducti
Wang Simpanan Pekerja Employee EPF processed in mlw&efi'; F?:; T i:'f P;a'la‘:rﬂ L
Contribution to Employees TIMESPAY TP1 Fund deduction
Provident Fund -  BIK Entry Screen on column
Part E 1
Relief | Zakat® o | cPs
Tips: (RM) | (RM) (RM) (RM) II::M]I (RM)
Check Pay History Report. L |
S Zakat Yang Dibayar Melalui Data source from:
Potongan Gaji -  Employee Zakat processed in
Zakat paid via salary deduction TIMESPAY
- BIK Entry Screen on column
PartD 3
Tips:

Check Pay History Report.
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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
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Data source from:

- Employee PCB processed in
TIMESPAY

-  BIK Entry Screen on column
Part D 1

Tips:

Check Pay History Report.

Data source from:

- Employee CP38 processed in
TIMESPAY

- BIK Entry Screen on column
Part D 2

Tips:

Check Pay History Report.

P Q R s T ]
Total claim for Contribution Zakat Total tax
deduction by to Employees | paid via deduction
employee via Form| Provident salary
TP 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

Data Capturing ]

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

w  Caruman PERKESO yang
dibayar melalui potongan gaji
SOCSO contribution paid via
salary deduction

2024 @ Timesoft Malaysia | Year End User Guide

Vv W
Total amount of medical insurance premium paid by
. . Total tax Medical SOCS0O
the employee via salary deduction. e e |
The system captures deduction amount associated paid via |paid via salary
. . salary deduction
with EA# “51 deduction
Tips:
Check Pay History Report. MTD | P38
(RM) [ (RM) (RM) (RM)

Total amount of contribution paid by employee via

salary deduction to the Social Security
Organization (SOCSO) in accordance with
Employee’s Social Security Act 1969 or the
Employment Insurance System Act 2017.

Employee’s SOCSO and EIS contribution amount.

Tips:
Check Pay History Report.
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