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HOW TO PROCESS BONUS RUN 
 
This section is to equip the user with the knowledge of processing bonus in our system.  
 
Steps: 
 

1. To process bonus, please click on “Process Payroll” button and select “Bonus 
Record”. 

 

 
 

 

 



2. You will see the below screen. 
 

 
 

 
3. Select your “Bonus Code”. Please note that you are strongly encouraged to use 

code that start with “BONU”. Example “BONU”, “BONUS”, “BONUAWS”.  
In this way, our software will be able to separate your bonus amount from the 
allowance figures in the payroll department report. Please DO NOT use BONUSP 
as it’s a reserved code for Bonus paid in 2020, but to put back to 2019 income. 
 

4. Select the “Bonus Method”.  
- By Calendar: Based on Calendar Year (Jan 2010 to Dec 2010) 
- By Pay Period: Based on employee’s pay group’s period (21st Dec 2019 to 

20th Dec 2020) 
- By Calendar Periodical: Based on company financial period (July 2019 to 

June 2020) 
 

5. Select the “Cut Off Bonus (Mth/ Period)”. This is to determine the cut off period 
of bonus computation. For example, if your company chooses to calculate their 
bonus by Calendar, my cut off bonus will be in December. This means that the 
bonus will be calculated up to the month of December.  
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6. Enter the “Bonus Factor”. This is to define the multiplying factor for bonus 
computation. If it’s set to zero, the “Bonus Factor” value specified in the “Update 
Employee” record are used instead. 
 

 

 

 

 

 

 

 

 

 

 

 
7. Select your “Bonus Payment By:” 

- New Base Salary 
- Base Salary 
- New Base Salary (Last year) 
- Fixed amount 
- New Base Salary + (NWC) 
- Base Salary  + (NWC) 
- Base Salary  + (NWC) Last Year 
- New Base Salary + (Svs pt) 
- Base Salary + (Svs pt) 
- Base Salary + (Svs pt) Last Year 
- New Base Salary + (MVC) 
- Base Salary + (MVC) 
- Average Paid Salary 

 
 
 

8. Key in your “Bonus Amount” IF YOU ARE USING FIXED AMOUNT in “Bonus 
Payment by”, otherwise, skip this step. 

 
 

9. Select “Which period to pay bonus”.  
- Mid – Month Period (The bonus amount will be lumped into the mid-month 

cycle. Please process your Mid-Month Payroll first before process your 
Bonus Run) 

- End – Month Period (The bonus amount will be lumped into the end-month 
cycle. Please process your End Month Payroll first before you process your 
Bonus Run) 

- Separately (We strongly recommended that you use this option to run your 
bonus. Our system will only be able to separate your employee’s CPF, 
employer’s CPF, net wage for bonus pay out and allow the system to 
generate separate report(s) on items(s) above.) 

 
 
 
 
 

Applies to Union members 

 

Svs pt-Service point, applicable to hotels. 

 

Applies to Hourly Rated Staff/ Daily Rated Staff 

Commonly used option. 

 

Applicable if the company uses MVC as recurring 
allowance. 

allowance) 



10. Select “Bonus Calculation By” 
- Service Month (Standard Options) 
- Calendar Days 
- Working Days 
- None (No proration for bonus) 

      
11. Service month cut off day, default value is 15 calendars day. If the staff has worked 

more than 15 calendar days in the first hired/ resigned month, the employees’ 
service month count is 1. 

 
      12. “Contribute Community Funds”: You have a choice whether to include or 

exclude the Community Fund in the Bonus Cycle. But please note that if you 
have processed your end month payroll, this option will NOT be available to 
you. 
 

13. “Rounding Method” (To round the bonus amount):  
- None 
- Round up to Dollar 
- Round down to Dollar 
- > 0.5 = 1 or 0.5 = 0.5 or < 0.5 = 0 
- > 0.5 = 1 or <= 0.5 = 0.5 or 0 = 0 

 
14. You may “Exclude unconfirmed staff” from the bonus payout by placing a 

check on the “Exclude unconfirmed staff” check box.  
 

15. In addition to point 14, you may also exclude staff that is hired after a certain date 
or exclude staff that is resigned after a certain date.  
 

16. Leave exclusion function will be able to function to prorate the bonus amount 
accordingly to the leave taken by employees.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
➢ Here is an example of how the Service Month Calculation works: 
 
Bonus Calculation by: Service months 

Hired date: 11/05/2010, Bonus factor: 1, Bonus method: By Calendar 

Basic Salary: $2,000, Which period to pay bonus: Separately,  

Cut Off Bonus: 12 2010 

 

The bonus will be computed as follows: (8/12) month X $2,000 =S$1,333.33 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Service Month Cut Off Day:  

Applicable to service month method only. This is to indicate the cut off day of the particular 
month.  

‘15’ means the staff must work more than 15 calendar days or equal to 15 calendar days in 
the 1st month he / she joined the company. 

If more than 15 calendar days or equal to 15 calendar days, the service month is 1, else it 
is a zero month. 

 

 

NOTE: For staff joined 16/08/2010, service month is 5 months. (It includes August month because 
counting calendar days from 16/08/2010 to 31/08/2010 is 16).  

Note that different months have different calendar days. Example: July, August has 31 calendar 
days, but November has 30 calendar days. 



➢ Here is an example of how the Calendar Days Calculation works: 

 
Bonus Calculation by: Calendar days: 

Hired date: 11/05/2010, Bonus factor: 0,   

Bonus method by: Calendar 

Basic Salary: $2,000,   Which period to pay bonus: Separately    

Cut Off Bonus: 12 2010 

Employee’s Update record (Bonus factor = 1) 

NPL: 3 days (You may use the “Leave Exclusion” function to further prorate the staff’s 
bonus if they are on NPL) 

The bonus will be computed as follows:   

Total calendar days = 365 days 

Actual calendar days: (21+30+31+31+30+31+30+31) - 3 

= 232 days 

232/365 calendar days X $2000.00= S$1271.23 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

➢ Here is an example of how the Working Days Calculation works: 
 
Bonus Calculation by: Working days: 

Hired date: 11/05/2010, Bonus factor: 1,  

Bonus method by: Working Days 

Basic Salary: $2,000    

Which period to pay bonus: Separately    

Cut Off Bonus: 12 2010 

NPL: 3 days (You may use the “Leave Exclusion” function to further prorate the staff’s 
bonus if they are on NPL) 

Total working days in the year: 22+20+22+22+21+22+23+21+22+22+21+23 = 261 days 

Actual working days less NPL days (3) 

15+22+23+21+22+22+21+23 –3 = 166 days 

The bonus will be computed as follows:   

166/261 working day X S$2000.00 = S$1272.03 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PROCESS BONUS BY GROUP 
 
This section is to allow the users to be able to execute the Bonus Run by Groups.  
 
Steps: 
 

1. At the “Process Bonus Record”, click on “Group” tab. 

 
 

2. You can group by the below 4 types of grouping: 

• Category Code 

• Appraisal Code 

• Job Grade Code 

• Classification Code 
 

3. Select either one of the above 4 codes 
 

4. Click on “Generate Record” button 

 

 
 

 



 
5. Key in either combination below: 

(1) ‘Bonus Factor’ and ‘Variable Bonus’ for each group OR 
  (2) ‘Fix amount’ and ‘Variable Bonus’ for each group  

 
Keying in the ‘Bonus Factor’, ‘Fix Amount’ and Variable Bonus’ will result in no 
Bonus amount.  

 
 
 

6. Once done, you may proceed to process your bonus, by returning to the Bonus 
Parameter tab to process the bonus. 

 
 
IMPORTANT NOTE:  
If you are not using the group setup, please ensure that the list is empty before you do your 
standard bonus run. This setup will supersede the setup on the ‘Bonus parameter’ tabs. 

 

 

 

 

 

 

 

 

 

 



 
PROCESS BONUS BY INDIVIDUAL 
 
This section is to allow the users to be able to enter the bonus amount/ factor by Individual 
Staff.  
 
Steps: 
 

1. At the “Process Bonus Record”, click on the “Individual” tab. 
 

 
 

2. If you wish to retrieve the Bonus Factor from Update Employee, please put a tick at 
this option. 
 

 
 
 

3. If you do not wish to retrieve the Bonus Factor from Update Employee, please DO 
NOT tick at the above option. 

 
 



4. Click on “Generate Record”  
 
 
 
 
 
 
 

5. The system will generate the employee listing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. You can key in the fixed amount or change the bonus factor for individual staff. 
 

7. Once done, you may go back to “Bonus Parameter” tab to process your bonus. 
 
IMPORTANT NOTE:  
If you are not using the individual setup, please ensure that the list is empty 
before you do your standard bonus run. This setup will supersede the 
standard setup on the ‘Bonus parameter’ tabs. 

 
8. If you wish to update your entry back to “Update Employee” Bonus Factor field, by 

checking on the “Update Bonus Factor to Update Employee?” check box. 
 

 
 

9. Click on “Generate Record” button to update the Bonus Factor. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
UPDATE BONUS FACTOR 
 
This section is for the user to update the employee’s bonus factor. It will ease the user 
from selecting each employee to update their bonus factor amount. You can now do all the 
bonus factor update in one single window. Once this list is updated, the system will 
process the bonus based on the updated bonus factor 
 
Steps: 
 



1. At the “Process Bonus Record”, click on “Update Bonus Factor” tab. 
 

 
 



2. Click on “Generate Record” button to generate your employee listing. 
 

 
 

3. The system will display all of the employee’s bonus factor in a list 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Once you have updated the Bonus Factor, you can now process your bonus.  
 
IMPORTANT NOTE:  
If you are not using the option ‘Update Bonus Factor’, please ensure that the 
list is empty before you do your standard bonus run. This setup will 
supersede the standard setup on the ‘Bonus parameter’ tabs. 

 


