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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
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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:

E-Payroll ~ Statutory Requirement | Allowances/Deductions | Stop Payment

-
|U C NEW SAVE DELETE GANGEL Company Select - ALL Query Select - All

Employee ID 0049 @ Name | MANDY WONG Pay Group  4.0DAYS Head Count - 49
Allowance/Deduction

Description TRANSPORT ALLOWANCE Payment Date 01/06/2020 1

Type AMT ~ Recurring Times

Currency SINGAPORE DOLLAR [SGD] v End Date 15 |

Amoaunt 100.00 Total Amount 0.00

Cycle END w
copE DESCRIPTION TYPE CURRENCY AMOUNT EFFECTIVE DATE PAYMENT DATE END DATE RECURRING TOTAL AMOUNT cYoLE

TRANSPORT
TRAN T oWGE A SGD 100.00 29/05/2020 01/06/2020 END

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”

c —9 SAVE CANCEL Total record count: 1 RECALCULATE PRORATE BANK
Employee's Information Salary Information Payroll Information
Emp No / Name 0049 [MANDY WONG] | @ Basic Salary 3,000.00 Period 202006 v
Department ADMIN Hired Date 29/05/2020 Daily Rate Cycle { Cycle Run E
Age & CPF/Levy 32.75 PRI Termination Date Hourly Rate Trial Mode N v
Paid MONTHLY Last Payment Date Pay Group [ Type 4.0DAYS DR-1 (Change Basic
NPL / Absent Overtime Rest Day shift
Total 0.00|  NPUABSENT Total 0.00 OVERTIME Total 0.00 REST DAY Total 0.00 SHIFT
CODE DESCRIPTION CPF FREQUENCY UNIT RATE AMOUNT
TRAN o TRANSPORT ALLOWANCE o] 100.00 i}
~ i
Contribution Total Wages
@i 11064 Total Allowance 113.64 Gross Wage 110.64
FF Employee o-00 Total Deduction 0.00 Nett Wage 113.64
CPF Employer 15.00
SDF/ FWL JMSO 2.00 0.00 0.00

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.



