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How to Do Advance Salary Payment 

Step 1. Payment 
 
1.1 This guide teaches you how to run an advance salary payment for situations such 

as such as Chinese New Year advance, Hari Raya Puasa advance, Deepavali 
advance or Christmas advance etc.  
 

1.2 Go to Payroll Setup > Allowance/Deduction to create an Allowance/deduction 

code by clicking ‘Add New’ as shown in Figure 1.2. 

 
Figure 1.2 

 
 
1.3 The setup for the advance payment code is shown below in Figure 1.3. The CPF 

Column should be set to ‘None’ TAX line should be set to ‘0’. You may follow the 
naming of the Code and Description shown in the screenshot below or create your 
own but make sure the CPF and TAX line settings are the same. 

 

Figure 1.3 
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1.4 After which, please proceed to Process Payroll > Special Record to process the 
advance salary as shown in Figure 1.4. 

 
Figure 1.4 

 
1.5 If you wish to pay based on Salary Percentage; 

Select the code for advance payment (eg. ADV).  
‘Payment Method’ select ‘By Current Base Salary Percentage’.  
‘Percentage’ key in ‘50’ if you wish to pay 50% advance salary.  
‘Pay Period’ select ‘Separately’ and then click the ‘Process’ button as shown in 
Figure 1.5. 

 
Figure 1.5 

 
1.6 If you wish to pay by Fixed Amount; 

Select the code for advance payment (eg.ADV).  
‘Payment method ‘By Fixed Amount’.  
‘Fix Amount’ key in ‘500’ if you wish to pay S$500 advance salary.  
‘Pay Period’ select ‘Separately’ and then click the ‘Process’ button as shown in 
Figure 1.6. 

 
Figure 1.6 
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1.7 After processing, go to Modify Record > Modify Special Record for verification on 
the advance salary pay out as shown in Figure 1.7. 

 
Figure 1.7 

 
1.8 To payout the advance payment, remember to select the cycle ‘Special Period’ 

when generating bank submission file as shown in Figure 1.8. 

 
Figure 1.8 
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Part 2- Deduction of Advance Payment 

 
2.1 During end of the month, please process End Month Payroll as per normal follow by 

Special Record processing again to deduct the advance payment.    

        
2.2 If the Advance Payment earlier is based on Salary Percentage; 

Select the code for advance payment (eg.ADV)  
‘Payment Method’ select ‘By Current Base Salary Percentage’. 
‘Percentage’ key in ‘-50’ if you wish to deduct back 50% advance salary from staff. 
‘Pay Period’ select ‘End Month’ and then click the ‘Process’ button as shown in 
Figure 2.2. 

 
Figure 2.2 

 
2.3 If the Advance Payment earlier is based on Fixed Amount; 

Select the code for advance payment (eg.ADV)  
‘Payment Method’ select ‘By Fixed Amount’. 
‘Fix Amount’ key in ‘-500’ if you wish to deduct S$500 advance salary from staff. ‘ 
‘Pay Period’ select ‘End Month’ and then click the ‘Process’ button as shown in 
Figure 2.3. 

 
Figure 2.3 
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2.4 After processing, go to Modify Record > Modify Special Record for verification on 
the advance salary deduction as shown in Figure 2.4. 

 
Figure 2.4 

 
2.5 When you preview payslip by selecting ‘Full Month’, Advance Payment will reflect 

under both Earnings and Deduction column as shown in Figure 2.5. 

 

Figure 2.5 
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Important note: Please do not set your advance payment as ordinary wage or 
additional wage. You may encounter issue where by CPF contribution may cause a 
shortfall issue. 
 
 
 
 
 
 
 
 

 
- End - 


