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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.

Process Payroll

Pay Record

Bonus Record
Special Record
Leave Transfer

Clairm Transfer

Leave Encashment

Festival Advance

Process Voluntary CPF
Overtime Processing

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

Festival advance for period 201503

Parameter

Advance Allowance Code [ADVANCE -

L

Advance Deduction Code |[ADVANCE -

Festival advance IC.hin ese New Year w |

Payment method IF‘ercentage ;!

Percentage I—ED

Advance Calculation By IEIﬂ se Salary j

Re-payment Frequency ICu rrent month j

Rounding Formula |5.EI'EI- round up 10.00 or < 5 round down 0 ﬂ

Deduction Cycle IEnd Manth ~|

Report Order by ICDMPANY+EMPLU‘|"EE# j\
Process Option IAII j

Contribute Community Funds # [Yes \

Pay Period

™ Mid Mnnt\> om
= End Month
{* Separately

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

l-'L Cloze

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

The information and screenshots in this manual are as correct at the time of printing. Times Software reserves the right to
change / amend without prior notice given to client.
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2¢) Select the correct ‘Festival advance’ based on the setup in the Update Employee >
Employment > Festival advance.

Employee # [PT ~ | Name [PART TIMER ~| aal | & | g | Quick Menul

Update | Employment | Other | Confirm & Termination | Bank | Address | Spouse | Allow/Dedu | Career < [»
Substantive Designation INDNE ;I INCINE

Job Level |nonE =1
Service Grade MNOMNE ;I INCINE
Unit NOMNE ~|[nonE
Currency Code SeD -

Tenure of Service This Portion is applicable to HR - Education Module

I jv
Entry Lewel Qualification I
Tenure Expiry Date I vI
I jv
I jv

Highest Academic Qualification I
Date Reappointed

Highest Professional Qualification I
Date Reemployed

Highest Statutory Clualification I
Shift Worker Indicator |N0 v!
Festival advance -

Restraint Clause |N0 |

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

payment method <] Paymentmetiog  [Fxedamount <]

. I
Percentage I S0 Fix Amount I ql

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.

The information and screenshots in this manual are as correct at the time of printing. Times Software reserves the right to
change / amend without prior notice given to client.
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Errpluy\ee#IZH ~ | name [zUC HAD - Ml | =1} | g | Quick Menul
Employmentl Other I Confirm & Termination I Bank I Addressl Spouse I Allow/Dedu Career IC.aIenda ) I >
Career Progression I

E;?dg; o I'IL'D:S = Section |3703-"E vI Old Salary | S8E88.00 A Incre% | 1.26
Department AL | Increment Effective DatelUl-’U-3-"2015 = | Increment I 112.00  MWC Incres I 0.00
Category |3703-'E | Increment Paid Date [p1/03:2005  ~ Inew salary | 2000.00 IA. Incres I 112.00
O ccupation ISEC vI Salary range (scale} I:\;O:.,—E — | salary Type I}Innthl;r vI MWC.Incres I 0.00
Cost Centre I:‘:OZ‘-_E vl Salary Step I Salary I 100,00 MWC. Accume I Z.00
Percent%
Company TS - | Increment review date I vl MY C AccumS 180,00
Job CGrade = — | Transfer/Promotion I _I
Rewview date

Appraisal I - I
Grade
Division Code |[NONE ~ | REASONS |
JobLevel | ~| REMARKS |

Code Category |Jol:| Grade |Inc Date |Paid Date |0Id Pay |Increment New Pay |Cost Centre "™

FSTART MOME 01122012 01M12/2013 g882.00

»|TRANS MONE 01/03/2015 | 01/03/2015 8888.00

112.00 200000 MOMNE
————

29) Select the number of repayment by months or repay the full amount in the Current
month.

Re-payment Frequency  |[SVig=nsaldin) -

1 menth repayment

2 months repayment
3 months repayment
4 months repayment

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.

Employee # |F'T | MamelF'.-’-‘-.RT TIMER | | B | & | g | Quick Me

Employrmentl Other | Confirm & Termination | Bank | Mdressl Spouse | AllowiDed ICareer | Calends 4

Effective Payment End Start . End
Amount Date Date Date Mith Year | Times | M/E Mith Year |Total Amt ‘

1 -10.00 3201 End 32015 -10.00

2h) Select the desired rounding formula as per your company policy. If the rounding is
standard, please set it to ‘Normal Rounding’.

Rounding Formula .00 round up 10.00 or = 5 round down 0 j

Mormal Rounding
Round to Dollar
5.00 round up 10.00 or < 5 round down 0O

The information and screenshots in this manual are as correct at the time of printing. Times Software reserves the right to
change / amend without prior notice given to client.
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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’.

Deduction Cycle m ﬂ

Special Month

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

Report Order by COMPANY +EMPLOYEEH#

COMPANY +EMPLOYEE#
COMPANY +NAME
EMPLOYEE##

NAKE

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’.

Process Option Al j

Excludes Unconfirmed staff

2i) If you wish to process the community funds together with the advance salary payment,
please set to ‘Yes’.

Contribute Community Funds ? (B8

No

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.

Pay Period
™ Mid Month
" End Month
{* Separately

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’.

The information and screenshots in this manual are as correct at the time of printing. Times Software reserves the right to
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Employee IZH vl MName # |zuo HAD | Ml

Leave |Duick Menul P\eriod|2ll15I}3 LI

Pay Group E.DDA‘HS Other Cycle £ Paid [SemiMonth  Period 03/S Type: 2-SN  CPFllLevy CLASS1
Days Worked || Basic Pay CYTHF SR IETKTN ity Rate | JFEEETY Hourly Rate 5192
NPL Day-C | 415.38| 0.00 0.00) = Allowances / Deductions
NPLHrC | 51.92| 0.00 000 * [ [code |pescription Amount  |T |~
|Absentc | 415.38| 0.00 0.00 % |[M|ADVANCE ADVANCE PAY as00.00 [
[ overime_ [ -
0T1.0C 12.98 0.00 0.00] A
0T1.5C 19.47 0.00 0.00
o0T2.0C 25.96 0.00 0.00
hd v
| shit | Total Overtime 0.00|~CPF Contribution——Total Wages— ———————
E| .00 | Total Allowance AR00.00
MORNING 3.00 0.00 0.00] A '""'“'-"”I I
AFTERNOON 4,00 0.00 0.00 & Employeel 0.00 | Total “e*’"*‘-ﬁﬂnl 0.00
NIGHT 2.00 0.00 0.00 SDF I—ﬂ_m CPEW I—“m
L
rwuuso| 0.00 | o0.00 2500
RestD ay Total Shift 0.a0 @ Gross Wage .00
0.5D Day 207.68] 0.00 TR Hl 4 | 3 | M | Nett Wage | 4500.00

0.6LDay# 205.11 0.00 0.00 v

Rest Day Pay 0.00 Bank

ege{:alculat4 & Save | xCanDell l-'Lglose

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.

Process Pay Transaction

{* Reprocess earlier Selected Staff without clearing variable entries

{° Heprocess earlier Selected Statt with cleanng wanable entries
= Do not reprocess earlier Selected Staff

IMPORTANT NOTE:

Please update the resignation before procezsing the payroll to ensure the Payroll
calculations are commect.

‘ Clear recaord | x Cancel ¢ Procesz

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

The information and screenshots in this manual are as correct at the time of printing. Times Software reserves the right to
change / amend without prior notice given to client.
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Employee # IZH vl Name # |ZU0 HAO B Ml

Leave |l1uic:k Henul Period|2I2I1E-E|3 j

Pay Group $5.00AYS Other Cycle 5 Paid [Semi Month Period |IIIB.|'E Type: IZ—SN CPFlLevy [CLASSA
[ Days Worked | REXTI-STIY EUITXTH ) IEXNEN Dily Rate | FEEETY Hourly Rat- | ETICS
|nPL DayCc | 415.38] 0.00 0.00| X Allowances / Deductions
upLHrC | 51.92| 0.00 0.00] 2
|AbsentC | 415.38| 0.00 0.00) =
m Total No Pay leave 0.00
0T1.0C 12.95 0.00 0.00 A~
0T1.5C 19.47 0.00 0.00
0T2.0C 26,96 0.00 0.00
b ]

[ETTE Total Overtime 0.00/CPF Contribution—Total Wages

MORNING 3.00 0.00 0.00 A E'"pm“rl 50.00 Tata'mmanml 0.00

AFTERNOON 4,00 0.00 0.00 A Em ployeel -1100.00 | Total “e*’“‘-‘-fiﬂnl -4526.00

NIGHT 2.00 0.00 0.00 <oF 1125 crE Wagelm
LY
FwLMso [ 0.00 | 50.00 | 2000
RestDay Total Shift 0.00 @ Gross Vage .00
0.5D Day 207.69) 0.00 o0~ ]/l N |\| N HELTTE e
0.5LDay# 20541  0.00 0.00 v

= Eecalculate{ " Save | X cancel | | Close

Rest Day Pay 0.0p Bank

- End -
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