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Processing of Festival Advance Payment 

 

 

This guide will demonstrate how you can process Festival Advance pay cycle for advance 

salary payment that you may wish to pay during festive seasons such as Chinese New Year, 

Christmas or Hari Raya. 

 

1) You will need to process Festival Advance, which is under Process Payroll > Festival 

Advance. 
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2) Please refer to below illustration on how to process ‘Festival Advance’.   

 

 
 

2a) Ensure that the advance allowance code is the same as the advance deduction code.  

 

2b) Ensure that the advance deduction code is the same as the advance allowance code. 
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2c) Select the correct ‘Festival advance’ based on the setup in the Update Employee > 

Employment > Festival advance.  

 

 
 

2d) You can either select the payment method by ‘Percentage’ or by ‘Fixed amount’. 

 

  
 

2e) System will automatically change its textbox according to the payment mode that was 

select.  

Percentage: Calculate the base salary by percentage 

Fixed amount: Define a fixed amount  

 

2f) By default, system will always calculate based on new salary. If the payment mode is set 

to ‘Fixed amount’, system will generate based on the fixed amount defined by user.  
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2g) Select the number of repayment by months or repay the full amount in the Current 

month. 

 

 
 

In the Allow/Dedu tab, system will generate a new record for the advance salary deduction. 

The number of times will generated accordingly from the re-payment frequency setup. 

 

 
 

2h) Select the desired rounding formula as per your company policy. If the rounding is 

standard, please set it to ‘Normal Rounding’. 
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 2i) Select the cycle to process for the advance salary deduction. Normally, the deduction 

cycle is different from the ‘Pay Period’.  

 

 
 

2j) Select the report sorting order according to your preference in the given options.  

 

 
 

 

 

 

2k) Please select ‘Excludes Unconfirmed staff’ if unconfirmed staff are not entitled to the 

advance salary payment. If you wish to process for all staff, please select ‘All’. 

 

 
 

2i) If you wish to process the community funds together with the advance salary payment, 

please set to ‘Yes’.  

 

 
 

2m) Select the pay cycle to process for the advance salary payment. 

 *Note* Normally, the advance salary payment is processed in different pay cycle with 

the advance salary deduction.  

 

 
 

2n) Upon completion of the above setup, please click on the Process button. System will 

generate the advance payment in the special record if you select the pay period as 

‘Separately’. 
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To initialize the advance payment deduction in the end month payroll, you will need to re-

process the payroll again by selecting the first option.  

 

 
 

After re-processing the payroll, the advance payment deduction will reflect in the modify pay 

record. 
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