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Scenario – when there is new hired employee after the pay date and this employee is entitled for 

a recurring transport allowance every month. Back pay allowance will be paid together with next 

month salary. To enable this auto back payment, user may follow the below steps: 

Step 1 – One time setup 

1.1 Go to company setup > Global Setup > Prorate Allowance. Insert the allowance code which 

allow system to prorate when there is new hired/termination 

 
 

1.2 In this guide, scenario as employee joined on 29/05/2020, however pay date is on 25/05/2020. 

In EMS > Pay Items > allowance and deduction tab > insert the recurring allowance as follow: 

 
 

1.3 After this, please proceed to Payroll Setup > Allowance/Deduction table.  

1.4 From here, please create a new allowance code. This code that you are going to create is to 

be used to back pay the allowance of the employee. In this step, we have created “BACKTRAN” 

and have the CPF to AW and tax line to “63” 
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1.5 Next, please look for the recurring allowance code > click edit button > under back pay 

allowance column > please input the back pay allowance code which created under 1.4. 
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Step 2 – Processing Payroll 

2.1 Proceed to process the payroll for this month as per usual. Then go to modify pay record. We 

should be able to see back payment named “BACKTRAN” 

 

2.2 Back pay allowance formula is as follow: 

(Days worked last month / Total Working day last month) * $100.00 = (1/21) * $100 = $4.76 

 

2.3 This feature is also applicable for existing employees who have new recurring allowance that 

started few months ago but some reasons did not get the allowance for past few months and 

needed to back pay to employee from the beginning of the present month. 

 


