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Chapter

e RENIRGEEAIES

Updating
Step 1 [ TIMESPAY 8 program } Refer to Page 5

U

Step 2 [ Backup of Database(s) } Refer to Page 13

I

Initialize New Year and
Step 3 Bring Forward Leave Refer to Page 15
to 2014
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1.1 Updating TIMESPAY 8 program

Objective of Updating TIMESPAY 8 Program:
v Update Public Holiday Table for year 2014 (KL and National PH only)
v Add new feature/function enhancements
v Add statutory amendments, if any

Procedures on Updating TIMESPAY 8:

Download TIMESPAY 8

PROCESS A new program updates files

Refer to Page 6

Run DATABASE
MAINTENANCE UTILITY to
update new database(s) Refer to Page 11
settings (MTSMTN.exe)

PROCESS C

Install TIMESPAY 8.0
PROCESS B new program updates files Refer to Page 7

A\

KINDLY ENSURE ALL USERS LOGOUT FROM TIMES APPLICATION AND STOP
E-SOLUTION WHEN YOU EXECUTE PROCESS B AND PROCESS C

-5-

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



TIMES

SOFTWARE YEAR END WORKSHOP 2013

PROCESS A - Download TIMESPAY 8 New Program Update Files

1. Please download the program update files from the website address below.
https://www.ehr2u.com.my/download /updates/Timespay8.zi

However, if your company is using a customize version other than Timespay8.exe, please
contact our Support Team to request for a different download link for the special version.
DO NOT download the program from the above link.

2. Please save the program zip file to your desired location.
Choose [Save as] to select location path. It is recommended to save the file to your computer

desktop.
Save
Save as
Save and open
Do you want to open or save TIMESPAY8.zip (30.7 MB) from www.ehr2uw.com.my? Open Save = Cancel I |

The above screen capture is extracted from Internet Explorer 9 in Windows 7.
You may see a different screen layout depending on your computer’s Operating System and browser.

3. Once the downloading is completed, you should be able to see [Timespay8.zip] on your
computer desktop (assuming you have chosen to save the file on your desktop).

4. Please proceed to Process B.

-6-
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PROCESS B - Update TIMESPAY 8 New Program Update Files

1. Right click on the zip file which you have downloaded earlier and select [Open with] follow by
Windows Explorer (for Windows XP, click on Compressed Zip Folder).

Open with WinZip

Print

Extract with ALZip
Extract here

Extract to C:\Timespay8
Email

Al7ip Self-Extractor (EXE)
Open with [ !a..} AlZip
TeraCopy... @ Internet Explorer

[ =N Sl =Y S

¥

Restore previous versions Windows Explorer

WinZip Executable

AT

Send to

Cut Choose default program...

Copy

Create shortcut
Delete

Rename

Properties

Timesp

2. There are 17 files in the zip file.
Press [Ctrl+A] on your keyboard to highlight all the files.
Then, right-click on the highlighted files and click on [Copy] button.

Sy —
{:—)U |_:g « 0S(.. » Timespa. - | +4 | | Search Timespay8.zip o]
Organize - Extract all files L | @.
- Favorites — %[ HREDLLL.dII
Bl Desktop %] MGovRpt.dll
& Dovrios SMHrDATAG
| CIIMHRBDICT zip
e e e Open
- Libraries 57 MTBMT M. exe
3 Documents %) PAYEDLLL dII Cut
o Music |%| PAYBDLL2 dIl —
[ i = 4 PAYBDLL3 dII
= Pictures 3 %) . o
B8 videos |2 PAYETFR.dII
% | Public.ini Properties
1% Computer [2] TIMESPAYS. exe I |
‘Q_{ 0s(C) :;QUpdateExtra.-zip |
= Program (D:) :QUpdateRep.zm |
: UpdateT Zi . T
i Datn i S UpdateTpmzip All files highlighted
L support (Nwin2000) (5:) [#] UpdateXceedZip.bat in blue
&# public (\win2000) (T:) || XceedZip.dIl
< %[ YTDMenth.dll
|
q ] 17 items selected
"_l -::, Show more details... ||
. == I
s — —
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3. Now, you need to find out where your TIMESPAY program is located.
To identify the location, look for TIMESPAY shortcut icon on your desktop.
Thereafter, right-click on the shortcut and click on [Properties].

Open
Troubleshoot compatibility
Open file location

Run as administrator

¥y @

TeraCopy...
Pin to Taskbar
Pin to Start Menu

Restore previous versions
Send to 2

Cut
Copy

Create shortcut

Delete
Rename
Properties

4. Click on [Open File Location] (for Win Vista/Win 7/Win 8) or [Find Target] (for Win XP).

7

Previous Versions
| Compatibility

TIMESPAYE exe - Shortout

Target type: Application

Target location; TPEM

| This is where your
Target: CATIMESOFTWTPEMATIMESPAYE exe Timespay program
| is located

Start in: CATIMESOFTATFEM

Shortcut key:  Mone

Bun: [ Momal window = ]

Comment:

;L\Dpen File Location ] [ Change lcon... ] [ Advanced... ]

-8-
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5.  Windows will open your TIMESPAY 8 target location.
Press [CTRL+V] to paste the new update files to the target location.

i
| ; A
@t}' | CATIMESOFT\TP&M < v‘ 3 || search TPam ol
Organize * =] Open with... Burn Mew folder §== - E;l -@.
. Favorites = Mame
B Desktop %] PAYEDLLZ.dII
%, PAYSTFR.dII
4 Downloads 1=
%] PayrollRpt.dll
= Libraries 1 |%| spromeps.dil
| Documents [%| TASRpt.dll I
J’. Music ,3, KceedZip.dll
= Pictures %) YTDMaonth.dll =
E Videos 1B E-LEAVE.bmp =
& | ads.ini
1% Computer # | Commocis.ini N
8 nerea || A 1 | r
2 YTDMonth.dll Date modified: 14/12,/2009 4:23 PM
“"4 Application extension Size: 1.56 MB

6. System will prompt you to replace the existing files. Click on [Yes to All].

Confirm File Replace §|

i

This Folder already contains a file named 'HREOLLL . dII'.

Wiould vou like to replace the existing file

% .00 MB
k. modified: Wednesday, April 08, 2009, 5:09:00 PM
with this one?

7.00 ME
modified: Monday, Movember 23, 2009, 11:40:52 4M

;es | [ Yes bo Al \(r Mo ] [ Zancel

A\

Common Errors Encountered during Updating:

(a) Some users may be accessing the system when you are performing the update. Please
ensure all users have logged out from the system before you run program update.

(b) User does not have the permission rights to overwrite the files. Please contact your IT
administrator for assistance.

(c) The program zip file downloaded from the website has corrupted. Please re-download the
zip file.

-9-
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7. Once Step 6 is completed, open TIMESPAY 8 and verify if the version read as 8.31.

.-W TIMES Payroll/Human Hesuu¢e [Headcuunt: 29/999999] —— —n|pi=l
Code Company Hame |5taﬁ Ho | » e
t“r’EW TIMESOFT GROUP OF COMPANIES 30 CE
J|—
Delete
| Hew
Diagroztic
Syztem |nfo
Total Company 1 Total Staff 23 23/953333
Fres Table Mode | v OF | oL Esit |
Version 8.31.0.0 (PCB2014) |/]—\ 21 Nov 2013 |

N

8.  Please proceed to Process C.

b =\|—'

A\

IMPORTANT NOTICE:

If TIMES application is installed in client PC but database(s) stored in the server,
please update both server and client PC.

-10-
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PROCESS C - Run Database Maintenance Utility (MT8MTN.Exe

This is a COMPULSORY process after you have run Process B.
System will prompt below message if you skip this process when you attempt to login to the database.

| Error ﬁﬂ

- - o - .

Current database Version is 830,
Please update your database with MTEMTM version 8.31 in order to run the Timespay8 application.
Thank you.

1. Inyour [TIMESPAY 8] target location, search for a filename [MT8MTN].
Thereafter, double-click on this file to open Database Maintenance Utility.

T T

1
mv , CATIMESOFTVTREM < | Timespay target location D |

Organize = Open Burn Mew folder = - i @l
| Documents = Mame Date modi *
& Music ™™ mEaSmtp.exe 08/12/201:
(=] Pictures ™ mEaSmtp-old.exe 28/02/201:
BE Videos 8 mpayslip2009.exe 097124201
L. MTSMTN.exe 08/11/201;
1% Computer <. MTBMTN_IOLeke 12/06/201: ||
& 0s(C) 4, MTBMTN_test.exe 24/10/201:
s Program (0:) = ¥ Projectl.exe 1411201 i
s Data (E) & Rainbow55D5.39.2.exe 03/11/200t
¥ SQLFAST-old.exe 25/04/200¢
€M Network ) TIMESPAYS.exe 08/11/201: [0
* 4 | It _| 3
ﬁ MTEMTM.exe Date modified: 08,/11/2012 9:21 AM
£ Application Size: 1.69 MB I
Tiesls 7P \
-11-
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2. Please ensure your maintenance utility version read as 8.31 before you proceed further.
Then, tick on checkbox “Tick to select All company”
DO NOT TICK THIS CHECKBOX IF YOU HAVE MULTI -COUNTRIES VERSION.
PLEASE SELECT MALAYSIA DATABASE ONLY
Other checkboxes remain status quo. Do not remove the checks.
Thereafter, click on [Process] to start the updating process.

P |
##_ Database Maintenance Utility 8.31.0.0 (PCB2014) = et e
Databaze Update Options Databaze Conversion Options
[ Auto Backup before update database? [ Convert employee’s phota BMP Ta JPG j
W Update Mew Fields [ Update family details to family record
= = [~ Update education record D
Databaze Troubleshooting Options
: [~ Update course code from old code
|~ Remove Duplicate Code :
| Update employee career progression
v Rearrange Cugztom Report
) |~ Update emplayee NRIC far bank
v Lpdate Bepaort wWiiter Files :
] . | Fix EMP_BMK eedundant record
[~ Rectify E& Benefit Ermor ? : : : .
: |~ Dizable Activate Resigned Staff function
|~ Rectity ¥TD Entry’? ;
Fle I~ Remove emplopes LIEL entitlerment
St b [~ [OT Faormula] - Use fiwed amount
. . [ Setdudit Trail
[~ Enable Medical Claim Transfer T Uipdale R e fElde
. [ Update EFF 2012
| [~ Update Cuzstomized T ables [ Update Zakat 2012
|~ Resete-Payslip Password [ Update PLB 2012
~ e |v Set default employee IC for EPF =
Q E

\;/L Tick to zelect All companies ||

Company Code| Company Name Select | >
b YEW TIMESOFT GROUP OF COMPANIES r L

JEru:u:e&s ﬂ;luse |

build: 20112013 |Database Maintenance Utility 8.31.0.0 (PCBEUI#]

3. Database Maintenance Utility dialog box will automatically close when the process is
completed for all databases.

Kindly contact Timesoft should you encounter any error message during this process.

A\

IMPORTANT NOTICE:

If your TIMESPAY 8 is running from local client PC, but database stored in server,
please run MTSMTN from the server.

You are advised to run MTSMTN on dormant databases unless you will not
access the database to preview reports or perform any form of data checking
subsequently.

-12-
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1.2 BACKUP YOUR DATABASE(S)

[t is highly recommended that users backup their database(s) for safekeeping before the initialization
of New Year.

Prior to year-end database backup, user must ensure below are done:
v" Ensure December 2013 resignees are updated accordingly.
v Input all 2013 outstanding leave records.
v For those who are using e-Leave module, ensure all Pending leave(s) record are approved.

Below are the steps to perform database backup:

1. Click on the company you wish to backup.

2. Click on [Diagnostic] located on the right from TIMESPAY 8 login main screen.

. .
W TIMES Payroll/Human Resource [Headcount : 11,/9995999] - I. — | = éj
Code Company Hame |5taﬁ Ho | » e

_|TEST TESTIMG SDM BHD 63 PCE 2012
l‘r‘EW TIMESOFT GROUP OF COMPARIES an I—
N Delete
L4 Mewva
/’3
Diagroztic g; f
System [nfo i
Free Table Mode Total Company 1 Total Staff 11 Headcount 114939359 I
Version 8.29.0.5 (11 Nov 2012) PCB2012 o OK X Exit | '
e - e e

3. Click on [Backup] from Database Maintenance dialog box.

Datahase Maintenance

x]

Feuszer |

[ Backup with |ndex files?
Restore

Backup

Cptimize | l-'L Close

-13-
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4. Select backup location for your backup database from [Browse].
Thereafter, click on [START] to begin the backup process.
F ™
T Payroll Backup Utilities vZ [YEW] o . S|

File Mame : ID:".TIHESDFI'— ITPEM\ BACKUPYEW_20121124.21P

Click on browse to select a
| location and filename to store
| the backup database

I
||

Upon completion, click on [Add Operation completed] dialog box.

When backup is in progress, you SHOULD NOT see any error message appear. Should you
encountered, your backup database is incomplete. You need to repeat the backup process.

g TIMES Payroll/Human Resource [Headcount : 11,/999909] ——

Code |Compan3.r Name |5taﬁ No | - Company Cod
|| TEST TESTIMNG SDM BHD 63 PCEZ0T 2
l‘r’EW TIMESOFT GROUP OF COMPAMIES a0

EI
i Start.. |_l-'L Cloze |

111

]
‘| Free Table Mode | TotalCompany 1 | TotalStaff 11 | Headcount  11/333333 ||

| Version 8.29.0.5 (11 Nov 2012) PCB2012 Ok X Eit | :

6. Please repeat Step 1 to Step 5 if you have more than one database to backup.

A\

KINDLY ENSURE ALL USERS LOGOUT FROM TIMES APPLICATION AND STOP
E-SOLUTION WHEN YOU EXECUTE DATABASE BACKUP

-14 -
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1.3 Initialize New Year 2014

Objective of Initialize New Year:

v Process Initialize New Year is for system to create 2014 working calendar, add 2014 public holiday,
bring forward annual leave balance from 2013 to 2014, if any, and also to replicate leave and payroll
settings from 2013 to 2014.

v For those using E-Leave module, you may need to run this function before 2014 so your employees
are able to apply following year leave application online. You can repeat the process in January 2014
after you have finalized your 2013 leave.

@

FREQUENTLY ASKED QUESTION

Question: Why the below message appear when | login to Year 20147
Answer: Because you have not run Initialize New Year process.

TIMES Payroll/Human Resource _ M

Database Year not defined!. Please logon to last Year and run the initialise Mew Year.

KINDLY ENSURE ALL USERS LOGOUT FROM TIMES APPLICATION AND STOP
E-SOLUTION WHEN YOU EXECUTE INITIALIZE NEW YEAR

-15-
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Procedures to run Initialize New Year for 2014:

1. Runyour TIMESPAY 8 program and login to the database you wish to run Initialize New Year.

2. In [Login] dialog box, input your user ID and password and select the period as [201312/E] as

shown below.
Note: The user ID you used may not be MASTER but other login ID. However, the login ID

you used to run Initialize New Year must be able to access to all employees.

r |

Login

User ID [MASTER
Pazzwoard I"“
Feiod 201312 2]1[E ]

Change Legin Password

" Login I ¥ Logout |
]

3. Click on [Utility] follow by [Initialize New Year].

-~ ——
5 TIMESOFT GROUP OF COMPANIES [Server Connection]
— [ ———————

e —

Human Resource

WY,
-l

-

Process Payroll Report Writer ! Claim Record Pavroll Setun

User Password Setup
Change Master Password
Lock/UnLock Period

Leave Utility

Global Change
Initialize Mew Year
Transfer Employee Record

YTD Entry
notine : 03-271( Leave Import

Ensure Period is 201312
Payroll repo and Cycle is END

User: MASTER 4 Period: 201312 Cycle: End Emp Size: 30 Query: ALL Status: Unlock

-16-
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4. [Initialize New Year] dialog box will appear on the screen as shown below.
5. Ensure the [Database Year] is [2014]

6. Select your rounding method of the B/F leave (rounding formula will be based on the method you
set in Leave Setup > Leave Administration > Current Leave)

- If you do not wish to round carry forward leave, select Not Round (recommended).
- If you want to round carry forward leave, select Round.
- Assuming you have set the below rounding method in Leave Setup.

Curent Leave |E. Half[<05=0aor»=05=1] ﬂ

Please refer to the below examples on the differences of the two rounding method options.

Case #1 Case #2 Case #3

Carry Forward Leave: 12.27 Carry Forward Leave: 11.50 Carry Forward Leave: 15.51
Round: 12.00 Round: 12.00 Round: 16.00

Not Round: 12.27 Not Round: 11.50 Not Round: 15.51

7. Choose the [Carry Forward Leave Methods] in accordance to your company policy.
(Please refer to Annex A, Page 87 for details on the carry forward leave method)

8. The rest of the checkbox shall remain status quo. Do not remove the checks.
(Please refer to Annex B, Page 91 for details on Leave and Payroll checkboxes)

9. Click on [OK] to proceed.

-
Initialize New Year = |ﬂf—ﬂ
|| Databaze Year Ensure the year to be
To round Carmy Forward Annual Leave 7 |NDt Round ﬂ lczlstéaltl}f:?,;rcz;roelfltaIl?etglgl 4
Cary Forward Leave kMethodz |Elne Yearfwithout B/F] ]
Leave |v
[v Initialize Employee's Calendar in Mew vear. [4lzo applicable to Payroll]
[ Camy Forward Leave Method to excludes Annual Leave Adjustment.
[v Initialize Public Holiday.
v Initialize Leave Entitlement. If this is the first time you run Initialize New
Payroll [v Year for 2014, please do not remove the
I [v Iritialize Emploves's Cost Centre Allocation. e, .
. It should remain as status quo.
[w Iritialize EPF/Lewy.
N o For subsequent process, you may choose to
[l v Initialize Company Parameters/HRD. remove the check from [Payroll] checkbox.
[v Initialize Hours/Dray.
[v Initialize OverTime.
v Initialize Shit.
[v Initialize Rest.
N [v Initialize Allowance/D eduction.
Iv Iritialize Pay Group Setting.

B/F Leave Report 0K j-'L Cloze |

b - —
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10.

11.

12.

13.

14.

You will see the below message.
Click on [Yes] to proceed to next screen. Otherwise, click on [No] to terminate the process.

[ Confirm . I&r

Now, you should see the [Leave Administration] screen.

Ensure the [Annual Code] is [2013] and [Start Date]| and [End Date] are display correctly.

On the right section shows the pre-set PH dates. You may remove those dates which are not
applicable to your company and insert your preferred public holidays, if any. Alternatively, you
can still edit/insert public holidays subsequently under [Leave Setup] > [Leave
Administration] after you have completed Initialize New Year process.

On the left section shall be your company Leave Policy. If your company’s leave policy remain
unchanged, click on [Save] to start initializing New Year. However, if your company’s leave policy
has changed in year 2014, kindly make the necessary changes before you click on [Save].

| |
w Leave Administration - . ..-/1 lE| =l &J
.
2014 01 NA22004 SN il
07/, .

Annual Code | J Start D ate End Date is correct
Method/Holiday Table l BIF Method (E Module) l

Holiday Table | -]
Frorate Entilement  |Calendar Day \ || |pate | Description Holiday Table| -
Current Leave |Ha|f [<058=0ar>=05=1 j L 01/01/2014  New “ear Day

| 14/01/2014 | Nabi Muhammad Bday
Leave Cut Off Day 15.00 3 17/01/2014  Thaipusam
Entitlement By Leave Scheme = 31/01/2014 | Chinese New “ear Day1

01/02/2014 | Chinese New Year Day2

Saturday As Full Day  [No ~ Your Company

Leave PO”CY 01/05/2014 | Labour Day
Leave B/F method  [Masimum Day C/F [Alocatidh] | IS0 | Wesak Day Timesoft
07/06/2014 | Agong Birthday :
; m - re-set public
Prorate Sick Leave |Nc- J 28/07/2014 | Hari Raya Day? p p
| 28/07/2014  Hari Raya Day2
31/08/2014 | National Da
Leave Record Sort By |Leave Start Date « L _ ¥
_/ 01/08/2014 | National Day (Repl}
16/08/2014 | Malaysia Day
| 05M0/2014 | Hari Raya Qurban
| 06/10/2014 | Hari Raya Qurban (Repl) ‘ -

holiday

<Fd> -Delete PH  <IngertsA<Right Click: - Inzert New PH Copy Holiday Set ‘ E Save |

-18-
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15. When Initialize New Year process is completed, click on [OK].

E Initialize New Year

3 A 3 A B A A R

Databaze Year

Carry Forward Leave Methods

“Payroll [« 3
Initialize Emplay
Initialize EPF AL
Initialize Compa
Initialize Hours

2014

To round Cary Fonaard Annual Leave 7 |N|:|t Round

=]

Leave |v

|One Year(without B /F)

Information

e

- COMPLETED PROCESS -

Initialize OwerTime.

Initialize Shift,

Initialize: Rest.

Initialize Allowance/Deduction.
Initialize Pay Group Setting.

B/F Leave Repart

[v Initialize Emplopee's Calendar in Mew Year. [Alzo applicable to Payroll]
[ Carry Farward Ly
[v Initialize Public
[v Initialize Leave

tik.

=

LCloze |

16. Thereafter, system will display [Annual Leave Carried Forward/Forfeit report] on the screen.
This report will show you the number of Annual Leave being forfeit/carried forward to Year 2014.

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

TIMESOFT GROUP OF COMPANIES 2301112013 32527 P
ANNUAL LEAVE CARRIED FORWARD/FORFEIT REPORT Page 1 of 1
Employee# MName BF From 13 ENTin 13 ADJin 13 Takenin 13 Forfeit CFTo 14
0007A TEST IMPORT BEMEFIT IN KIND 2.00 16.00 0.00 2.00 0.00 16.00
oo104a ROSLIBIN ALl 1.00 16.00 0.00 3.00 0.00 14.00
0033 LIOHEL LIM 2.00 16.00 0.00 2.00 0.00 16.00
0041 IRIS KOH 1.00 16.00 0.00 3.00 0.00 14.00
0058 BOBBY TAN 1.00 16.00 0.00 5.00 0.00 11.00
0083 TEREMCE LI 1.00 16.00 0.00 2.00 0.00 15.00
0067 DERICK TAN 4.00 16.00 0.00 2.00 -2.00 16.00
0069 ELAIME LONG 1.00 16.00 0.00 3.00 0.00 14.00
0093 HELEM (ROUNDVMOT ROUND C/F} 11.50 16.00 0.00 3.00 -8.50 16.00
o110 CHEAH BING BING (CARRY FORWARD 13.00 16.00 0.00 2.00 -11.00 16.00
012 CHENG LI SIM 3.00 12.00 0.00 2.00 -1.00 12.00
0115 LEE XIN KIM 4.00 12.00 0.00 3.00 -1.00 12.00
0118 JACKIE TEE 4.00 12.00 0.00 2.00 -2.00 12.00
2123 L%ES SHU 2.00 12.00 0.00 2.00 0.00 12.00
NOoo1 TEST PROCESS BOMUS -10.00 2.00 0.00 2.00 0.00 -4.00
NOoo2 DARREN LOH 6.00 16.00 0.00 3.00 -3.00 16.00
NOOO3 GILBERT WANG 1.00 16.00 0.00 2.00 0.00 15.00
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17. You may choose to print the report now or print it later by returning to the Initialize New Year
function in period 2013 and click on [B/F Leave Report].

E Initialize New Year . - l = é
| Databaze vear 204
To round Carry Fonward Annual Leave 7 |NDt Round ﬂ i
Cary Fonward Leave tethods ||:Ine rearfwithout B/F) ﬂ
Leave |

[v Initialize Emplopee's Calendar in Mew Year. [Al:o applicable to Payrall]
[ Camy Forward Leave Method to excludes Annual Leave Adjustment.
[v Initialize Public Holiday.

[v Initiglize Leave Entitlement.

Payroll |v

Initiahize Employee's Cost Centre Allocation.
Initialize EPF/Lewy.

Initialize Company Parameters/HRD.
Initialize Hours/D ay.

Initialize OwverTime.

Initizlize Shift,

Initialize Fest.

Initialize Allowance/Deduction.

<1 < X * KR X R A

Initiahize Pay Group Setting.

B/F Leave Repart a? " OF j"L Cloze | |

I e —— T —

18. With the completion of Initialize New Year process, you can now proceed to Year 2014 for payroll
processing or leave application. Please repeat Step 1 to Step 17 if you have multiple databases.

A\

The initialization process may take a while for companies who have huge
database. Please do not END TASK or force terminating the program during this
process as it might corrupt the database.

-20-
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Chapter

New Fegiure | Funeion Enhancements

Release Number

Tentative Release Date

Product

8.31

Mid-December 2013

TIMESPAY 8 Malaysia Version

Below are the summaries of new feature/function enhancements added to TIMESPAY 8 program in

year 2013:

Added New Bank Format For IBG File Transfer:

=

ALLIANCE Bank [BizSmart Bulk Payment]

2. AMBANK [NET Payroll Salary File]
3. BANK OF AMERICA (EFD Bulk Payment)
4. CITIBANK PayLink GIRO [PLP] (| delimiter )

Added New Format For Statutory Contribution Through Bank Submission:
1. ALLIANCE BIZSMART EPF SUBMISSION

Added New Functions/Features Enhancements

Update Employee - Added new feature

TP3 Form Input - Restructure the input screen
Allowance/Deduction Reconciliation Report - Added EPF, SOCSO, HRD
Audit Trail Report — Added new report layout
Report Generator — Added [Include Terminated Employee from Prior Year] option

Leave Setup - Added Working Day Setting
Utility — Added Lock/Unlock Pay Period

1

2

3

4

5.

6. Allowance/Deduction Table - Added CP21/22A column

7

8

9. C(laim Table Setup - Added Claim Entitlement Adjustment
1

0. Process Payroll - Validation Report

-21-
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New Bank Format For IBG File Transfer

Internal Reports k

Government Form » i r'?i
Bank/iCash/Cheg Reparts b Bank Diskette Export
Management Repaorks k| Bank Listing
Employes Daka Reparts » Cash Lisking

Hire, Confirm & Termination  » _heque Listing
Advance Reparts » Bank Details Report
Leave Reports k 1B File Transfer

Hotline : 03-27]

Added new bank format for [IBG File Transfer] as per below:
e ALLIANCE Bank [BizSmart Bulk Payment]
e AMBANK [NET Payroll Salary File]
e BANK OF AMERICA (EFD Bulk Payment)
e CITIBANK PayLink GIRO [PLP] ( | delimiter )

i . — —— e —

1 18G Transfer [Period:201401 - End ] [
File Mame : |CASCE_PAY_IC.tst 2\ Bl| ~ idMon  Sesial Period
ALLIANCE Bank [BizSmart Bulk, Payment] L » | & EndMonth Bonus Period [
EREEN PRGN E FE T T] S nd kon
| SMBANE [8topay Banll SPASCI OAT] ﬁ? | Mid and End Manth
AMBANE [NET Paproll Salary File] i . .

TR BRI TS| { HreeliETay
BakE |SLAM [eBAMEER] Bonus Period

By Default Cycle
Bywfeekly

BaME OF AMERICS [EFD Bulk Payment)

I S B B

— |

CIME BAME.

CIME BANE [BizChannel)
CITIEAME Paul | i
| CITIBAME, PayLink GIRO [FLP] [ | delimiter ]
([ TEOT IR RN G E

i Crediting Date [DD/MMANYYY) 123712013 -

Company Account Mumber
| 31630005955

\/ F'ru:u:ess| j'LEIDse |

.00
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New Bank Format For EPF Bank Submission

Inkernal Reports r 5
Government Form r EPF r EPF Return (Borang &)
Bank/Cash)Cheq Repaorts » S50 r Diskette Return (EPFORMAZ)
Management Reparks » Income Tax r Diskette Return (EPFORMAZ - Mulki Cormpany)
Emplovee Data Reports k HRD Report EPF Bank Submission {Bank Format)
Hire, Confirm & Termination  * A5E Form
Advance Reports » Tabung Haji Form
Leave Reporks L4 ZAkKAT k
™ PTPTM Form 00090
| FOMEMA Form
:MASTER Period:201111 Immigration Payment Form Guery: ALL Status: Unlock

Added New Format For Statutory Contribution Through Bank Submission:
e ALLIANCE BIZSMART EPF SUBMISSION

'_-_ g — L=

-
ﬁ EPF Bank Submission {Bank Format)

FI|E Mame : I

Ii.-“—‘-.LLI.-'l‘-.NI:E BIZSMART EFPF SUBMISSION 1 ‘;
TSSO

EON BANE EPF SUBMISSION
HLBE BaMK EPF SUBMISSION X

—Additional [nfarmatior

—Other Optian
[T Include Yalunkary ?
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Added New Feature / Function Enhancements

(1) Update Employee (Other tab)
Added tool tips at [Income Tax No] field.

- If user inputs an income tax reference number which does not consists of 11 digits, system
will display the reference number in red with exclamation mark beside the field.

- Rightfully, Income Tax Reference Number should consist of 11 digits including Wife Code
(range from 0 to 9). Characters such as SG/OG are not counted as it will not be generated in
the text file.

- Move the mouse cursor to the exclamation mark to display the tool tips.

- In the example below, Wife Work Code which is supposed to be located on the last position in
Income Tax Number field is missing.

rE Update Employee Record - Penod 201401 l | [S] [
Employee # |uu41 j Name ||R|5 KOH j S| g | auickmd
Other l

Job ldentification

Location EE ~ |SUNGEI BULOH Batch No (For TAS System ONLY)
Branch Code [NONE  ~ [NONE Active Directory ID#

Classification CI:Ide|NUNE - |HEI OT CAPPING

PCB Setting / Income Tax Information Personal | Additional Infor
Sex | Title |Fema|e j|r.1r5 j [~ Dizabled Individual Blood Type =
Marital Married ~|Iv Spouse Working (Category 3) Religion Code |E'UDD X |EUEEH|E_

[ Disabled Spouse

Education Code [NONE v [NONE
Dependent Chidren| 2 (please input as 0 for married

woman unless otherwize specified) Language Spo ken|
MNon Resident Tax ) Language Written |
e [ End Period O™ Y MM
Remark 1 |
I Tax Stat MOME
ncome Tax Status | ﬂ Hemack 5 |

Retu rni@E nd Period YR
SG 1141252-06 Passport #

lzziiad Mate b4

Gl HE AL Empln}ree Income Tax Me must consist 11 digits including wife code,
WHI | ar(s}

Income Tax Mo. L__‘

Expiry Date

[ Supervisor ?

Payslip |
Meszage

| Eﬁave| Cancel |'@' | | | ‘ H|‘

204 -
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Please refer to below few examples of income tax number for your reference.
Wife code is an important component in Income Tax Reference number.
If system detected the reference number are less than 11 digits, when data generated on LHDN

text file, system will pad with leading zeroes as required by LHDN specification.

Refergnce Number Refeljence Number. Pass / Fail_ as per Reason for failure

input in TIMESPAY | outputin LHDN text file | LHDN requirement
SG 15115151-05(0) | 15115151050 ™M No error detected
SG 15115151-05 01511515105 Wife code truncated
SG 5964498-07(1) 05964498071 | No error detected
SG 5964498-07 00596449807 Wife code truncated
1563731020 01563731020 ¥ No error detected
156373102 00156373102 Wife code truncated
141252-061 00141252061 |Zl No error detected
141252-06 00014125206 Wife code truncated

Below information which is extracted from LHDN specification shows income tax reference
number should consists of 11 digits including Wife Code.

11. and 12. Income Tax No. and Wife code
A. Please complete the Income Tax No. with 11 digit without SG/OG
Example 1:5G 531367-08 (D) have to be filled as 00531367080
Example 2 : 0G10544355-08 (1) have to be filled as 10544355081
B. 1. ForMale / Single Woman - the last digit is 0
2. For Married Woman - the last digit is between 1 until 9

For your information, in accordance to LHDN regulation, LHDN will only be able to credit the tax
amount to employee account if there are 2 information in LHDN text file which matches the data
in LHDN system. Otherwise, the amount will go into LHDN suspense account.

| soe
4. PROSES DATA PCB | EE'
DATA PCB DARI MAJIKAN
No. Rujukan i No. KP No. KP No. | Kod
Cukai - Lama Baru Pasport | Negara
12345678091  Siti Bt Al | 751122015000 ¢ WA )
v v <

-05-
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(2) TP3 Form Input - Restructure the input screen

Effective 1st January 2010, it is the Employer’s responsibilities under the LHDN Rules to inform
every employee to submit TP3 (Previous employment remuneration information) form if
employee commence employment with new employer and received remuneration from previous
employer within the same basic period (current year) pursuant to his employment. Employer is
required to retain the form duly signed by the employee for a period of 7 years.

Modify Pay Record
Modify Bonus Record
Medify Special Record

Batch Data Entry »
Employee PCE Record L Additional Employee PCB Relief (TP1 For

ASTER Period: 201401 Employee PCE History / TP3 Form Input

e

Below screen shot shows the restructured TP3 Form input screen.
(a) Select Employee Code to input TP3 Form information.
(b) Input information from C1 to C5, if any.
(c) Click on [ADD] when ready to save the information to system.

r —
T Employee PCB History / TP3 Form el

) L —
a
Employee Cade |FO04 A liame |FivaN CHIN Ba

Hired D ate |23.-"E|9.-’2E|1 3 Service Year:3 month
Tax Categony IK'I

Foreigner Tax [
: : : (b)

Frevious Emplopment B ernmuneration Informatior \
| Total PCB Wages (C1) 50000 Total EFF [C3) 5500

Total PCB Paid [C5)  |2458.95 Total Zakat Paid (C4) |0.00

Tax Exemption &llowance/Perguizite [C2]
VR Travel [iii] Childcare (iv] Goods [w] Awwards [wi] Pazzage
I\ jooo f0.00 |0.00 f0.00 f0.00

A

1 Period |Cycle| Tax Code| Tax Type | Status | Tax Wage |Tax Exempt| EPF Contri.| TP1 Relief | Cur Mth Helief| K -
M2o130s E |k N A 309.09 a0 102 0 12 [
201310 |E K1 N A 10000 40 1100 1] 1100
201311 |E K1 N A 10000 a0 1100 1] 1100
201312 |E K1 N A 10000 a0 1100 1 1100

k

[ Wiew Al Becord Hl ‘ | 3 | |- | l-'LEIDSE |
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(d) Click on [Yes] to confirm adding the data to system.

-

Warning

=)

A

Are you sure to ADD the Data into PCE History?
Please input C1, C2, C3, C4, 5 at the same time, if any.

(e) TP3 Form data will be added to the

system under Period [00]

r - ™
T Employee PCB History / TP3 Form [E=REE
P ——— e e
Employes Code ]HUU4 _v] Mame |RVAN CHIN _:!
Hired D ate |23.v'|]9."2|:|'| 3 Service Year : 3 month
Tax Category |K1
Foreigrer Taw [
rFrevious Emplayment Bemuneration Informatior
I Total PCB Wwages (C1) {0.00 Total EPF (£3)|0.00
Total PCB Paid (C5)  {0.00 Total Zakat Paid [C4]{0.00
|l
|| Tax Exemption Allowance/Perquisite [C2]
[ii] Trawel [iii] Childzare [iv] Goods [+] Awards [vi] Pazzage
0o |00 |non jn.n |00
||
I Period |Cycle| Tax Code | Tax Type | Status | Tax Wage |Tax Exemp‘tlEPF Contri.| TP1 Relief (e) Relief| K -
|3 | 201300 _|E K1 N A 50000 1] EEO0 0N BE00 | B
201308 |E K1 H A 309,09 40 102 1] 102
201310 |E K1 H A 10000 40 1100 i 1100
201311 |E K1 H A 10000 40 1100 1] 1100
201312 |E K1 N A 10000 40 1100 i 1100
4 |:| b
Add [ View Al Record Hl ‘ | 3 I L~ | j'LQIDse I|
M —

Important Note:
v

v
repeat the Process from (a) to (e).

but you can zerolize the record by

TP3 Form information should be input in the payroll system on the employees’ first
month employment with your company in order for accurate PCB calculation.
In the event you have wrongly entered one of the values in C1 to C5, you must

Please note that you are not able to remove the record for 201300 once added

A\

simply clicking on [Add]
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(3) Allowance/Deduction Reconciliation Report

m TIMESOFT GROUP OF COMPAMNIES [Server Connection]

=) ). |

Report Writer

Payroll Reports

Internal Reports
Government Form

Bank/Cash/Cheq Reports r

User: MA

:‘

Management Reports »

Audit Report J

&

Salary Reconcilation Report
Salary Reconcilation Report (Mew)

Allowance Code Reconcilation Report

Pay History-Variance Report

Cost Centre Report

Payroll Department Report (Excel)

Y¥TD Department Report

¥TD Cost Centre Report

Total Paid Out Report

Project Costing Report

Summmary Of Total Wages and OT Report
Payroll User Defined Report

Staff Movernent Report - Straight method
Staff Movermnent Report - Moving Average

Journal Report

- Added EPF, SOCSO and HRD in printing option. Select the checkbox to include in the report.

Allowance Code  |8ANLP

=] To [ZaKaTSEL

-
5 Allowance Reconcilation Report EI_Iﬂ
—
Select Pay Cycle— —Period-
" Mid Month Included Special [ Current Month
{+ End Manth Included Borws [T 1201 Nz “;_j
{(: :pecua:jF'gnzld Compare Manth
onuz Perio
1201 31 =
= Full Month lj
| 7 Mid And End [ |
rDetail 1
Employes Mo [00034 x| Ta|SHOO! |
Cost Centre Code iEE _v_j To ]F'J _vj
Department Code |FACW | To|SGEP ~|

[aroup By
Filter Zero Fesult

].&LLDWAN CE CODE

—Current & Lazt Month— Y ariance
T Yes & ez
| Ma 7 Mo

[.;7. Iﬁclude I.Emplu:uyer. EF'F#'SEIESEI.-"HFID
v include Employes EPF/SOCSOE
[ Combine EPF &Yolurtary Fund?

TEIEL ] j—-LE|088|
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Below is an example of Allowance Reconciliation Report which includes EPF, SOCSO and HRD.

Current Month : 201312
Compare Month : 201311

TIMESOFT GROUP OF COMPANIES
Allowance Code Reconcilation Report for 201312

Page . 10f1
Date : 2311/2013
User ID : MASTER

No. Employee No  Name Current Month Compare Month Balance
Allowance Code CPFEMPEE Employee EPF

1. 00104 ROSLI BIN ALl -235.00 -220.00 -15.00
2. 0030 KENNY GOH 0.00 -538.00 638.00
3. SHOO01 SHIRLEY LEONG -505.00 -550.00 -55.00
Sub Total : -G41.00 -1,408.00 567.00
Allowance Code CPFEMPER Employer EFF

1. 00104 ROSLI BIN ALl 275.00 250.00 15.00
2. 0030 KENNY GOH 0.00 656.00 -5595.00
3. SHOO01 SHIRLEY LEONG §50.00 650.00 10.00
Sub Total : 939.00 1,606.00 -567.00
Allowance Code ERZ0CS0 Employer S0CS0

1. 00104 ROSLI BIN ALl 37.65 3415 3.50
2. 0030 KENNY GOH 0.00 51.65 -51.85
Sub Total : 37.65 85.80 -45.15
Allowance Code SOF HRD

1. SHO0 SHIRLEY LEONG 55.00 50.00 5.00
Sub Total : 5600 50.00

Allowance Code S0OCS0 Employee SOCS0

1. 0010A ROSLI BIN ALl -10.75 875 -1.00
2. 0030 KENNY GOH 0.00 -14.75 1473
Sub Total : -10.75 -24.50 13.75
Grand Total : 179.90 309,30 -129.40
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(4) Audit Trail Report

F
W TIMESOFT GROUP OF COMPANIES [Server Connection]

o g

Leave Application

e

Report Writer

N,

Payroll Reports

Internal Reports

; = Government Form »
User: M&
Bank/Cash/Cheq Reports 3
Management Reports 3

Audit Report

Salary Recencilation Report
Salary Recencilation Report (New)
Allowance Code Reconcilation Report

Pay History-Variance Report

Cost Centre Report

Payrell Department Report (Excel)

YTD Department Report

YTD Cost Centre Report

Total Paid Out Report

Praject Costing Report

Summary Of Total Wages and OT Report
Payroll User Defined Report

Staff Movement Report - Straight method
Staff Movement Report - Moving Average

Journal Report

Audit Trail Report [User Access Right]
Audit Trail Report [Bank/Career]

» Audit Trail Report

User Password Setup Audit Log

- Added new audit report layout under Reports - [Audit Details Report] as shown below.

i Audit Trail

From ID [MASTER
TolD  |MASTER

Audit Information

2 — .

Frarm Date {01411/2013 -
ToDate |[23/1142013 -

Audited by Ernployeett [

Fram Employet iDDDS.-‘-‘-. 71
ToEmployett  |SHOM 71

R ange Selection ]

User D |Date Time

Employee

Operation

| Period| Cycle| =

w

P MASTER | 23/11/2003 10:18:39 AM
|MASTER | 23411/2013 10:10:44 AM 00072
|MASTER | 23411/2013 10:18:44 AM 00072

Details Record

Initialize Mew Year Log in
CHAMGE LEAVE EMT
CHAMGE LEAVE EMT

22 E L4
212 E
22 E

FIELD

Old Value

New Value

14

-

l-'LEIDSE I

Audit Report
Audit Details Report
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Below is an example of new audit trail report layout.

TIMESOFT GROUP OF COMPANIE S Page: &of8

- . Date : Z23/11/2013

Audit Trial Report User ID : MASTER

User id Employes Operation Date Time Period Cycle Field Old Value New Value

MASTER  SHOM UPDATE EMPLOYEE 2311/2013 11:28:39 P 2012 E

MASTER  SHOM UPDATE EMP_BNK 2312013 11:28:39 P 2132 E

MASTER  SHOM UPDATE EMPLOYEE 23112013 11:43:43 PN 212 E CHANGE SEX M NO

MASTER  SHOM UPDATE EMPLOYEE 23112013 11:43:43 PN 212 E CHANGE MARTAL_STATUS s M

MASTER  SHOM UPDATE EMPLOYEE 23112013 11:48:43 PN 212 E CHANGE SEX_TITLE MR Mrs

MASTER  SHOM UPDATE EMPLOYEE 23112013 11:43:43 PN 22 E CHANGE WIFE_WORK_STATUS  NO YES

MASTER  SHOM UPDATE EMP_BNK 23112013 11:43:43 PN 22 E

MASTER  SHOM UPDATE EMPLOYEE 23112013 11:43:48 PN 22 E CHANGE LEAVE_SCHEME NONE MGR-EXE

MASTER  SHOM UPDATE EMP_BNK 23112013 11:43:48 PN 212 E

MASTER  SHOM CHANGE LEAVE ENT 23112013 11:48:50 PY 2112 E ENTITLE 0 16.91

MASTER  SHOM UPDATE EMPLOYEE 212013 114352 P0 212 E CHANGE BENEFIT_SCHEME NONE MGMT

MASTER  SHOM UPDATE EMP_BNK 2203 114383 P 2312 E

MASTER POO1 UPDATE EMPLOYEE 2312013 114808 PF - 201312 E CHANGE MARTAL STATUS S ]

MASTER POO1 UPDATE EMPLOYEE 2312013 114808 PF - 201312 E CHANGE DEPENDENT_CHILD 0 3

MASTER PO UPDATE EMP_BNK 23112013 114808 Ph 201312 E
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(5) Report Generator

Report Generator

Custom Report

- Added [Include Terminated Employee From Prior Year] in printing option.

rﬁ Print Report M

Report Marme : IEZZZ |
Group Fepart By : l1- Employes Code ;I
—Select Pay Period
" Mid Manth Included Special [~
&+ End Month Included Borws [
" Mid and End Month
" Special Period
" Bonus Period
[l " By'weekly
Order By |1 . Azcending Key _vj
i Usge Querny I.ﬁ.LL :J
First Colurnn Sort I ;l
"| Second Colurnn Sort I ;I
~Report By
Mew Page After Each Grou
| = pE p Detailed Repaort v
l Include Terminated Emploves fram Prior Year v Grouped by Subtotal v
WCILIOE Heport Heading |
Exclude Zem Yalue 7 [ g icpert .
I Print Megative Y alue az Positive ¥ ] |
Inzlude All Employes for HR R eport v
Prirt Firzt page Header anly? o
Character Sizel 10 3:
—Output Type
¥ Preview [ Printer [T E=por [~ Fie
' [T Clipboard [~ Excel [Detail only] |
| |
Output Directary |D:‘~TIMESDFT-ELISTWEW\ =

Setup | \/GD |_I'LEIDSE |
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Below is an example of report writer which includes employee terminated from prior years.

QUERY

FIHESGFT GROUF OF COMPAMNIES

CUSTCHM EEFPORT
REPOET TITLE

2471172013 12:06:24 AM

FAGE : 1

REPOET FOR THE MONTH OF DECEMBER Period : End

REPORT
ALL

EMPLOYEE COD EMPLOYEE HNAME

CH&NG CHEE LIM
TEST IMPORT BENEFIT IN KIND
CAEEN

ROSLI BIN &4LT
SUHLMT BIN AAMAD
KEENNY GOCH

LIOHNEL LIM

IRI5 FCH

BOBEBY TAN

TEEENCE LIM
DERICE T&N

ELATHNE LONG

HEWEY

FELTHEER CHONG
HELEN (ROUND/NCT ROUND C/F)
CHELH BING BING (CARRY FORWARD METHOD)
CHENG LI 5IM

LEE XTH EIM

JACKTIE TEE

FATIMAH

SEDDIEI MOHD
MCGEEER EEE

LYES SHU

CAERIE T&N

DAISY LEE

EVELYN S5IM

EEITH WONG
MCEELLY

TEST PROCESS BONUS
DARREN LOH

GILEBERT WANG
CHLRIS CLIFFORD
PETER CHEN

RESIGNED HTRED DATE

03/03/2012)01/12/1993

Fa— 20/08/1990
17/04/2012)08/02/1993
L1 15/03/1993

13/04/2012)07/10/1993

14/11/2013 09/08/199%9
02/06/199%9
03/04/2000
21/06/2001
02/05/2002
01/07/2002
23/09/2002

2013 05/07/2004
01/05/2005
01/11/20086
01/08/2007
01/07/2009
03/11/2009
03/03/2010

22/10/2013 26/04/2010

lg/06/2010
14/02/2011§17/01/2011

15707

B T T e T T
B T T e T

2gf11/2010
2af0z2/2012
17/058/2011
24/11/2011

[ [
T
T
T
Vi 24/12/2012

04/05/2011

fof

Fo7
P

31/12/2010

Fd

01/04/2004
17/05/2012
01/10/19398
i0/12/1%9391
01/01/1993
13/11/2011
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(6) Allowance / Deduction Table

Payroll Setup

Pay Pericd (Pay Group)
SOCS0/EPF/HRD Table
Bank Codes

IBG Bank Routing Code

Allowance/Deduction Table @

- Added independent column for [CP21/CP22A] as in previous version, CP21/CP22A shares
the same column with EA.

- This column separation is useful as income such as [Annual Leave Pay] is reported in
different row for CP21/CP22A form and EA Form.

E Allowance / Deduction Code Maintenance L =W ﬁ]
Search Code | Sarted by | ﬂ Fixed Cal |0 2
**|5 BONUS - Tick on the code to exclude the allo iges when determining the Employer EPF Rate of 12% or 13%.
Az per EPF conditions, BONU S should be excluddd.
o CcP21 5 Add Pay | Add Pay EPF| Tax E «
Code Description ICP224 Iz Bonus| EPF ‘VOL‘ SO-CS.0|PCB (¥T) (KT) |Code{
3 ANNUAL LEAVE Pay 20 1 O F VW 7
| &MPL MO PAY LEAWVE 1 1 || | 3 v ¥ r
_| @Ay ADYANCE SALARY PAID of o I Cceolf0 |0 | r
| @$FCB_ER | PCE [FAID BY EMPLOYER | o | m| . r r N
_|@NFL MO PaY LEAVE r H m| § | N r r
| |ASALARY  ARREARS SALARY 1l BRI FE Y | r
| AcA Acting Allowance al 3 ] M W v W r -
| |ACT ALLW  ACTING ALLOWANCE g3 - | T R r r
| ADJU ADJUSTMENT r o m m | w [ r
D ADVANCE of o I I o i O O r
1 [ r
<F4»/<Right Click> -Delete code <lnzert>/<Double Click> - Add Code . System Code E Save | jl LCloze ‘
- Belowis CP21/CP22A column guide for your reference.
CP21 / CP22A Column Guide
PARTICULAR CP21/22A #
Gaji, bayaran, upah dan kerja lebih masa 1
Gaji cuti 24
Komisen dan bonus 2
Ganjaran 21
Pampasan kerana kehilangan pekerjaan 19
Elaun tunai (sebutkan jenis-jenis elaun) 3
Pencen 20
Nilai Tahunan kediaman yang disediakan oleh majikan 17
Elaun-elaun selain dari wang seperti makanan, Pakaian Lojing atau pembantu 7-16
rumah yang diperuntukkan atau Dibayar oleh majikan
Kereta dan Pemandu 5-6
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Below is an example of CP22A Form which shows [Annual Leave Pay] (Gaji Cuti) is placed in a
different row with Salary (Gaji)

B. BUTIR-BUTIR SARAAN

Butir-butir saraan yang diterima dalam tahun semasa untuk tempoh dari | Tahun Sebelum Tempoh Semasa

hari pertama tahun ini sehingga tarikh berhenti penggajian dan juga tahun | Tahun Berhenti Tempoh RM
terdahulu (sebelum tahun semasa). RM dari hingga

1} Gaji, bayaran, upah dan kerja lebih masa QuON20T3 | 1411172013 5453804
2) Gaji cuti 0012013 | 14/11/2013 3137.07
S0 RUTHIEE YT Wdl LRUrTu

4) Ganjaran
B) Pampasan kerana kehilangan pekerjaan

5) Elauntunaitermasuk cukai ditanggung oleh majikan
(sebutkan jenis-jenis elaun)

7) Pencen daripada majikan
8) Milai tahunan kediaman yang disediakan oleh majikan

9) Elaun-elaun selain dari wang seperti makanan, pakaian, lojing atau
pembantu rumah yang diperuntukkan atau dibayar oleh majikan

10) Kereta dan pemandu

11) Manfaat dari Skim Pemberian Saham dari majikal Tarikh opsyen diberi: :l
kepad kerj i ESOS, ESPP dan lain-lai
Epada pekera sepert ' an lain-ain Tarikh opsyen dilaksana: |:|

Jumlah manfaat RM :l

Below is an example of EA Form which shows [Annual Leave Pay] (Gaji Cuti) is combined with
Salary (Gaji Kasar) and placed in the same row.

O] TATIEIT GETTIENT ReTE" TETTIZUTS
H PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN (Tidak Termasuk Elaun/Perkuisit/ RM
Pemberian/Maanfaat Yang Dikecualikan Cukai)
Gaji kasar, upah atau gaji cuti (termasuk gaji lebih masa) 56,675.11
0.00
Tip kazar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal pembayaran ) 0.00
Cukai Pendapatan yang dibayar cleh Majikan bagi pihak Pekerja 0.00
2. Milai Manfaat atau kemudahan berupa barangan:
(a) Kereta (Tarikh sebenar diperuntukkan ] iy Milai kereta dan petrol 0.00
(Jenis: Tahun: KModel Jiij Nilai Pemandu 0.00
(b} Elektrik, air, telefon dan kemudahan lain 0.00
() Nilai manfaat rumah tangga: ( *FPotong yang tidak berkensan )
(i} Separuh lengkap dangan perabot®/penyaman udara®langsirt/permaidani®, atau 0.00
(i} Lengkap dengan perkakas dapur, pinggan mangkuk, peralatan atau perkakas, atau 0.00
(iiiy Butiran berasingan: Perabot dan kelengkapan 0.00
Perkakas Dapur 0.00
Hiburan dan Rekreasi 0.00
(d} Pembantu rumah dan tukang kebun 0.00
(e} Manfaat tambang percutian 0.00
(fy Lain-lain (mizalnya makanan dan pakaian} 0.00
3. Nilai tempat kediaman (Alamat: ) 0.00
4. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluzkan 0.00
5. Pampa=an kerana kehilangan pekerjaan 0.00
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(7) Leave Setup

- Added [Working Day Setting - Holiday State] feature.

=

Leave Administration

Leave Allocation

Extended Sick Leave Allocation

Leave Code Maintenance

Waorking Day Setting - Holiday State

i

- User can set the working calendar in [Working Day Setting - Holiday State] to overwrite

the employee working calendar in Update Employee = [Employee Calendar]

- This is usually in used when company declares shut down for half day for a particular date.

- Example: Set 24/12/2013 to [Half Day] for Public Holiday table [PG]

r h
W Working Day Setting by State CE@Q
—

|_l-'L Cloze

- Set Employee Holiday Table as [PG]. 24/12/2013 is pre-set as FULL day.

Alternate Saturday [~
r Get Weekhy Setup from Group Setting ? [

Calendarl
|| ~Weekly Setup
First Week Second Week
Mon |[FuLL LI FULL LI
Tue FUL ~| FUL |
wep JFULL LI FULL LI
THY |FULL Ll FULL Ll
FRI |FULL Ll FULL Ll
SAT [OFF | OFF  w|
[ sun [oFF x| oFF |

Working Calendar

Period |2u1312 j Work Code| =
17122013 |Ful
Total Working's Day:  22.00 181202013 | Full
191212013 | Ful
December 2013 4| +| | | 2011212013 | Ful
cunlvtonlmoe lved ol £ | <at 21212013 |Off
un on ue u r a’ 2211212013 Off
1/2|3|4|5|6|7 25:12:2013”
LL 2411212013 | Ful
R
2 9 10 111213 14 25122013 |Ful
15 16 17 18 19 20 21 26M2/2013 | Ful
2 | 23 o |26 | 27 | 28 27M2/2013 | Ful
2 28M2/2013 | Off
2% 30 A 29122013 |Off
301212013 |Ful
3122013 |Ful -
Mare than 2 weeks setting required? Calculate wWorking Day

Holiday Table |PG

 [PEMANG
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- When a staff applies leave on 24/12/2013, system will deduct % day instead of 1 day as
system will check if there is any setting in [Working Day Setting - Holiday State] which
overwrite the employee’s original working calendar.

- This feature is also applicable to E-Leave.

.
T Leave Record - 201312 ——— . | — [E=EER
Employeett ISHUD'] vl M ame ISHIF‘.LE‘;' LEONG j Lookup I 'I |

Department JBM JURU - MARKETING Cur¥r YTD Total YTD YTD
CRENE Entitle Entitle B/F Adjust Forfeit Entitle  Taken Balance
Lesie Schen I e popLLC e Ve [ 181 [ 4700 o oo oeoo| 17o0] ooof 1700
Hired Date 23012013 [ 11 months ]
. Leave Taken as at Period 12: 0.00  Balance: 17.00
Teminated Date I
Confirm Due I22.-"U4.-"2013 Canfirm On I Apply Date I24a’11.-"2013 vl
Leave Code  Start Date Day Hour End Date Appr AM/PM Reason I
l
ANNU j|p4.f12rzu13 J| 0.5 Jg70.00 |2u12;2u13 IYes. leI‘.‘I | Ref#l
Dependant NRIC I I
Leave Code|Start Date |EndDate |Day |Hour |Approval| AMPM|Remarks -
ANNU 25M0/2013 | 251102013 1 es MA i
ANNU 220002013 | 22022013 1 Yes MNA
*| ANNU 2422013 | 24122013 05 0| Yes AN !
|
(3
s
< [ r

Detailsrecnrdl Hew Edit | Eﬁave I LCancel | @'Eemovel }/l /l |\| Hl ﬂglose |
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(8) Utility
- Added [Lock/Unlock Pay Period] feature.
- With this newly added feature, user can choose to lock a specific employee pay record or a
specific pay period instead of the entire period for all employees.
- Touse [Lock/Unlock Pay Period], user must ensure [Lock/Unlock Period] is not enabled.

User Password Setup TWARE

Change Master Password
|V tuz: Unlock

Cycle: End
Lock/UnLock Period

[
Lock/Unlock Pay Record @ '

- Example: User wish to lock a specific group of employees for End Cycle in period 201312.

- Under [Lock/Unlock Period], user should select period [201311]. [Lock Period] checkbox
must be checked. This settings represent period 201311 and prior periods will be locked.
Period 201312 shall be unlocked.

==
Flease ensure the LOCK Feriod is always turn an.
Always editthe Period anly to configure the LOCK Feriad.
LMNLOCK Period will causes the system release the
LOCKING function for entire peay Period.

Period |EEgkeshl
Lock Period? v

l-'L Clogze |

- User may select specific cycle or specific employees to lock the Modify Record.
- User can also apply Query for this function.
- Click on [Save] to save the settings.

. ¥ = I
GlockreodsDiog Sl = P
Processed Cycle IEnd Month v?‘ t‘i@arch I Select Al |_I
Employee Name Y | Employestt DEPAATMENT_CODE|Selected|
| DERICK TaM 0067 SABAH-ME r
|ELAINE LONG 0063 SGEP 7
_|EVELYN SIM E 00T MNOME r
FEATHER CHONMG 002 SGEA I
| GILBERT witNG NOO03 SGEP r
_|HELEN [ROUND/NOT ROUND C/F) 0093 JEP r
P|IRIS KOH 0041 SGEA a.
| JACKIE TEE o118 PEMANG-P r
|KEITH WwWONG K003 NONE I
| LEE XIM KIM 0115 SGEP r [
LIOMEL LIt 0033 SGRA r
E Save | j'L Cloze
|
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- Employee Code 0041 Modify Pay Record is locked.
- Editing in Modify Pay Record for Period [201312] and [End] Cycle is not allowed.

F |
I [ Modify Pay Record ] - Current Processed Cycle: E = ﬂ
Employee # |0041 - Name # |IRI5 KOH j Quick Menu

Leave Record Period (201312 ~ _
Pay Group |5TD Other Cycle Paid [Semi Month pe : 2-5N EPF Class CLASSA
Days Worked 12.00 3450.00 YN |36 Daily Rate IRERUIE Hourly Rate 17.69
NPL Total No Pay leave 0.00 i Allowances | Deductions
|~p|_ Day-C | -115_00' 0.00 0.00| = Code |De5{:riptlor| |Ar‘|’l0:lr|t | -
|WPLHI-C | 17.69] 0.00 0.00, > ||M|OFFPET Official Petrol 50.00
[AbsentC | 115.00] 0.00 o.oo - || |PcB MONTHLY INCOME TAX DEDUCT -20.55
Total Overtime 0.00 I
0T1.0C 17.69 0.00 0.00) -
0T1.5C 26.54 0.00 0.00| — i
0T2.0C 35.38 0.00 0.00| — -
[LEE g30s 000 0.00] ~ |—€PF & SOCS0 Contribution Total Wages
pyE 455 _385 Total Allow 50.00
Total Shift 000 - |EREE S5.00]| 900t
MEAL 4.50 0.00 0.00] ~ |EriEe Vol 0.00 0.00 Total Ded 0.00
|| NIGHT 7.00 0.00 000~ l Socso ErEe 51.65 -14.75 EPF Wage 3500.00
AFTERNOON 4.00 0.00 0.00| | 4gp 3250 socsowage| 350000
Gross Wage 3500.00
RestDay Rest Day Pay 0.00
0.5DAY 57.50 0.00 0.00/ » || GIRO | 4| | Ml wettwage I
1DAY 115.00 0.00 0.00 L. . i
- || Missing editing buttons here
e 4

- However, when you select other employees which you did not enable the lock period, user
can still do editing as shown below.

P |
i [ Modify Pay Record ] - Current Processed Cycle: E =N ﬂ
Employee # |0056 - Name # |BUBBY TAN Quick Menu

Leave Record Period (201312 ~
Pay Group STD Other Cycle Paid Semi Month EPF Class |CLASSY
Days Worked |[REAL 1433.00 FRRel Hourly Rate 7.35
NPL Total No Pay leave 0.00 - Allowances | Deductions
| NPL Day-C | 47-?7' 0.00 0.00| = Code | Description |Ar‘|’l0:lr|t | -
|HPL Hr-C | 135' 0.00 0.00f = L OFFPET Official Petrol 150.00
[AbsentC | 4777 000 000 - ||_|PCB MONTHLY INCOME TAX DEDUCT 0.00
Total Overtime 0.00 - K|
oT1.0C 7.35 0.00 0.00 =
0OT1.5C 11.02 0.00 0.00 T
oT2.0C 14.70 0.00 0.00| — -
[LEE 22.05 0.00 0.00 ~ | —EPF & 50C50 Contribution Total Wages
e o 150.00
Total Shift ooo - |EREE 208.00 176.00 Total Allow
MEAL 4.50 0.00 0.00 » | ErfEe Vol 0.00 0.00 Total Ded 0.00
NIGHT 7.00 0.00 0.00 '_I Socso Er/Ee 2715 -7.75 EPF Wage 1583.00
AFTERNOON 4.00 0.00 0.00 HRD [ 1e3: SOCSO Wage|  1562.00
Gross Wage 1583.00
RestDay Rest Day Pay 0.00 @ @ Q—:i 9
0.5DAY 23.89 0.00 0.00 « |(GIRO K I 4 I 3 ] [ I Nett Wage 1399.25 |0
1DAY 47.77 0.00 0.00 =
1 | Bank e Becalculate | [ Save X Cancel 1. Close
e | J
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(9) Claim Table Setup

Claim Table ®
Training Course Table

Query: Al
Course Fee Setup Table
[ ]
HR Code Setup
Panel Doctor ]

- Added [Claim Entitlement Adjustment] feature.

- This feature is useful as there may be circumstances where users need to overwrite the claim
entitlement of an employee without creating new benefit scheme and max claim allocation.

- The setting in this table will overwrite the original Claim Benefit entitlement.

- Based on the below example, we have set to overwrite Employee Code [0082] medical
entitlement to 5000.00.

-
&5 Claim Setup E@g

Claim Type IEIaim ;I Claim Prorate by ISewice Year Round to D;I Ovenarite Exceeded Claim I"r’es vi
Setup I b &= Claim sllocation  Claim Entitlement Adjuztrment | Copy Claim S etup I
Employee# | Claim Code Entitlements it
| 0056 CEMTAL
oosz MEDICAL 5000
]
i =
|
x .| Limit Per | Employee Dependant |Employee |Dependant |lliness =
I| =ERCUME | CHECODE | SO ChMR o Out patient’| Out patient%| In-patient® | In-patient% |Indicat| |
L CLERE. |DEMTAL 0 1] 1] 1] o -
| |CLERE. | MEDICAL 0 1] 1] 1] a
| |EXEC CEMTAL 0 1] 1] 1] o
| |EXEC MEDICAL 0 1] 1] 1] o
| |MGMT  DENTAL 0 1] 1] 1] a
| |MGMT | MEDICAL 0 1] 1] 1] o I
1 D P

EI Hew | Edit | '@' Delete | Eave | Cancel I'LEIDSE |
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- Employee Code [0082] medical entitlement now shows 5000.00 in Claim Record.

T Claim Record E=EE

-~
Emphyee#|uusz | Name IFEA‘-HER CHONG |
Claim Panel | in-Patient Info | E-Claim |
Hired Date |U1 052005 Service Year : § year 7 month Terminated Date
i T [l

Mazx. Claim

Claim Code MEDICAL - I Claim Date |24J"11I2E|'1 3 vl Job Grade |MONE
Sub Claim - Vizit Date I24J11f2[|'1 3 vl Category |NMGT ¥TD Claim

Claim Amount I Sub Claim Lim'rtl 0.00 Benefit Scheme |MGMT Balance I 5000.00

Remark I

- If based on the original Benefit Scheme of [MGMT], the claim entitlement should be 3000.00.

- — .
&5 Claim Setup E@g

e W

Clairn Type IEIaim ;I Clair Prarate by IService Y'ear Found ta DLI Ovenarite Exceeded Claim IYES vI

Setyp  Max Claim Allocation I Claim Entitlzrment adjustment I Copy Claim Setup I

Max Claim$| From Service Year | To Service Year

4 1] 33

-

. .| Limit Per | Employee Dependant |(Employee |Dependant |lliness »
e [ Out patient| Out patient%| In-patient® |In-patient® | Indicat
0 0 0 0 o [
MGMT | MEDICAL 1] 1] 1] 1] o -
(A
< [ b
| 'ﬂ Delete | E Save | Cancel | Hl - | > | L3 | I'L Cloze |

49 -
The information and screenshots in this manual are correct as at time of printing. Times Software reserves the right to change / amend without prior notice given to customer.



TIMES

SOFTWARE YEAR END WORKSHOP 2013

(10) Process Payroll

Process Payroll Report Writer

Pay Record

Bonus Record
Special Record Jfl_fk

- Added Validation Report if system detected missing employee calendar when user run
Process Payroll.

- Based on below example, there is no working calendar for the employee for year 2014.

- Hence, when user run Process Payroll for year 2014, system will generate error listing that
the employee working calendar is not defined in Update Employee - [Calendar]

- To resolve the issue, user needs to login to period [201401] and click on [Recalculate
Calendar].

ERROR LISTING

MSG
Working Calendar iz not defined! Employee : FOO1, Date : 25122013

Working Calendar is not defined! Employee : FOO01, Date : 0540172014

Working Calendar iz not defined! Employee : FOO01, Date : 24/01/2014

T Update Employee Recordt Period :201401 g \ E=REEE ™

yA 1 1
Employee # |F001 | Name [FLORENCE GOH Y | &l g | auick Menu
rWeekly Setup Viorking Calendar
First Week Second Week '
i Date ork Code| =
MO |FL|LL ﬂ |FL|LL ﬂ Period [201401 lJ h |
= 2611012013 tff
- FULL
oy | —{ Total Working's Day: 15.00 27102013 ff
wep [Fot x| [Fou 4] 281012013 | fful
thy Fot =] [Fun -] January 2014 «| »[§| [2810/2013  [Rul
PRI UL »|  [Fun +] oo T o Toved ol o [ <ol B[ 011012013 ull
sar [oFF ~|  [oFF 7] i i i ST [am02013 | fun
oFF - e 2 34 [rotmazoes |
= = =l 021112013 ff L
5|6 7|8 9 |10 | 11 [
0311/2013 f
12 (13 (14 |15 | 16 | 17 | 18 041172013 ull
192021 (22|23 | 24 (25 S ul
06/11/2013 ull
26 (27 (28 | 29 | 30 | 1 071172013 ull
0811/2013 ull
09M11/2013 ff -
More than 2 weeks setting e Working Day
Alternate Saturday [
Get Weekly Setup from Group Setting 7 [ Holiday Table -
Recalculate Calendar
‘ Eiave ‘ LCancel | @' Remow J Chat ‘ \ H | ‘ ‘ } | H \ ﬂ;lme
= o
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Chapter

2BonNUs [Processimg]

This section will equip users with the knowledge of processing Bonus in TIMESPAY 8 program.

A\

IMPORTANT NOTES!

Even if you are paying [BONUS] before [END] cycle, you are still REQUIRE to run
Process Pay Record prior to Process Bonus. In doing so, system will be able to capture
Normal Remuneration (Y1) amount. Y1 is an essential component in PCB Computation
By Formula in order to compute accurate tax amount in respective pay cycle.

If you have missed out this step, employees’ PCB amount in BONUS cycle will be under-
deducted and the shortfall will be transferred to END cycle. This may create complaints
from employees that they will end up paying more tax in END cycle rather than BONUS
cycle. However, when you add up PCB amount in BONUS + END cycle, the total PCB
amount will still be correct as per PCB Calculator provided in IRB website.

Therefore, please follow the appropriate process flow to avoid unnecessary dispute from
employees over the deductible PCB amount.

e

FREQUENTLY ASKED QUESTION ON PCB AMOUNT
WHEN THERE IS BONUS CYCLE

Question 1:Why PCB amount in Bonus cycle for some employees are either 0 or not much?
Answer 1 : Because you did not run [Process Pay Record] before you run [Bonus Record]

Question 2: Why PCB amount in END cycle for some employees are positive (+ve)?

Answer 2 : Because you did transaction input in [Modify Pay Record] and [Bonus Record]
concurrently. When input data in [Bonus Record], user must not do any data
inputting in [END] cycle. User should to do data inputting in [END] cycle when
[Bonus Record] is finalized and locked.
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Below is the process flow if you pay [BONUS] before [END] cycle.
Do not run process [Bonus Record] right away even if you are not paying [END] cycle yet.

Process
[Pay Record]

Process
[Bonus Record]

4 N

After [Bonus] run is finalized and when
you need to pay [END] cycle,

please re-run [Process Pay Record].

Choose 1° option [Reprocess earlier
selected staff without clearing variable

\ entries] /
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Process Bonus Record Procedures:

To process Bonus, click on Process Payroll - [Bonus Record]

Process Payroll Report Writer
Pay Record :
Bonus Record &
| Special Record

Bonus Run dialog box will appear on the screen as shown below.

rﬁ Bonus Bun for Pericd 2'5131-2' - I. = | (5] |_ﬂh1
{ Bonus Parameter l Group ] Individual ] Update Bonus Factor]

Bonus Code BOMLU ( :) -

B oruz bethod |E_',' Calendar @ j

Cut Off Bonws MihvPeriod] [ 12[zmz (©)

éﬂi1'

Bonus Factar 1 ﬁ?'ﬁﬂ"gﬂ;ﬂ’:&u?ﬂam Employee
Bonuz Payment by |New Baze Salary @ j
Eoruz Armiount _@
=
Which period to pay bonus |58pafﬂtﬂ|.'r' @ LJ
Bonus Calculation By |Wl:1rking Days @ LJ

Service Morth CutOffDay (D15 3] 5120 OF Do BB s v

R ounding Farmula |N ane @ LJ

EPF Rate |Eurrent Y'ear EPF v! K)

Variable Bonus Code Setting @

Yariable Banus 1 | Yariable Bonusg 2

Leave Exclusion @ Exclude Bonus Condition ®
™ Exclude NPL [ Excludes Unconfirmed Staff?
[ Exclude Sick Leave [ Ewxcludes Employes Hired After | ﬂ
[ Enclde snnl. Leave [ Excludes Emploves Fesigned After | ﬂ
[ Exclude Absent Leave ™
<Fd:>-Delete code <Inzert: - Add Code Clear Record Trial Bun | " Process | fL Cloze |
l/\\ /\\ I7\\ I;\\
L = \‘O,E 3 iﬁ‘ \\<L/ \ R /
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Item Field Explanation Important
Remarks
A Bonus Select the code from the [Allowance/Deduction] table in which you
Code wish to use as your Bonus code.
Please note that you are strongly advised to use code which has
leading characters of “BONU".
Example - “BONUS”, “BONUSSPE”, “BONU2013”, etc.
In doing so, system will be able to separate bonus amount from
normal allowances in Payroll Department Report.
It will be captured in BONUS column.
In addition, please ensure your BONUS code settings in
Allowance/Deduction Table are set accordingly. Below is an
example of BONUS code with correct statutory settings.
o - Add Pay | Add EPF
|Code Description | EA# | Ils Bonus| EPF “U’OL| SOCSO| PCB (YT) (KT) |
|BONU BONUS 2 ¥ VT M ¥
B Bonus By Calendar / By Pay Period / By Calendar-Periodical Refer to Annex C,
Method Page 94 for more
*By Calendar: details.
Based on the Calendar year
(Eg: 01 Jan 2013 to 31 Dec 2013)
*By Pay Period:
Based on the employee’s pay group’s period
(Eg: 21 Dec 2012 to 20 Dec 2013)
*By Calendar - Periodical:
Based on the company financial period
(Eg: 01 July 2012 to 30 Jun 2013)
C Cut-Off This is to determine the cut off period for bonus computation.
Bonus Eg: If your company chooses to calculate their bonus [By Calendar],
the cut off bonus will be in December 2013. This means that the
bonus will be calculated up to the month of Dec 2013.
D Bonus Define the multiplying factor for bonus computation. Refer screen shot
Factor If set to zero, the value specified in the [Update Employee] record | below for
will be used for bonus computation. illustration.
§J Update Employee Record - Period 201312 = b Lol o e
Employee # | 30001 | Name |TEST BONUS SALARY | &l g uick Menu
] Employmentl O‘therl Confirm & Termination ] Bank l Address l Spouse l Allow/Dedu ] Career l cijr
Employee # |S0001 Name |TEST BOMNUS SALARY Pay Group [STD -
Hired Date |23/08/2011 2 year 4 month Basic Salary 2830.00
Birth Date [10/05/1988 | 15 year & month Increment 150.00
Pay Type |SN-Mthly Rated-Sutj OT ~ Total Wage 2980.00
Pay Freg |MU|'|“W Bonus FacturlT
MidMthPay | 000 % /| 000 ;2 fic Wage Data 2 v
Original Insert Photo
Hired Date [
E Bonus New Base Salary / Base Salary / New Base Salary (Last year) / Fixed | Refer to Annex D,
Payment | Amount / Average Paid Salary Page 95 for more
By Mew Base Salary details.
Baze Salary
MNew Base Salary [Last year
Average Paid Salary
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Item Field Explanation Important
Remarks
F Bonus Input the “Bonus Amount” if you are using [Fixed Amount] for | Only applicable if
Amount [Bonus Payment By] you choose [Fixed
Amount] for Item E
G Which **¥Mid - Month Period It is recommended
Period to - Bonus amount will be lumped into [MID-MONTH] cycle. to use this option
pay to run your Bonus
Bonus **End - Month Period if you wish to have

- Bonus amount will be lumped into [END-MONTH] cycle.

**Separately
- Bonus amount will be separated from MID/END cycle and placed
into [BONUS] cycle.

separate amount
on employee’s EPF,
employer’s EPF
and PCB when
generating payroll
reports

H Bonus

|Calendar Days Rd

Bonus Calculation By

None = No

Cal.cu- S orvioe Monith proration required.

lation By ! Refer to Annex E,
Wwéorking Daps Page 96 for more
[None details.

I Service If [Bonus Calculation By] is selected as [Service Month], you need to | Only applicable if
Month specify cut-off day in order for the system to determine how many | you choose [Bonus
Cut-Off days employee needs to work on the first month or last month | Calculation By] as
Day (resigned staffs) to consider as full month. This is applicable for | [Service Month]

employee working less than a year.
0 = No Cut-Off (System code)
31 > Must work for complete full month (System code)
Other than 0 or 31, any number input will be considered as days.
Example: If you specify as 20, employee needs to work a minimum
of 20 calendar days to consider as one service month.
G-

ADDITIONAL EXAMPLE:
Assuming user set Cut-Off as [15].
Example 1:
For staff joined on 17/08/2013, the service month shall be 5 months. It includes
August month as calendar days from 17/08/2013 to 31/08/2013 is 15 days.
Example 2:
For staff joined on 17/09/2013, the service month shall be 3 months. It does not
include September month as calendar days from 17/09/2013 to 30/09/2013 is 14 days.

] Rounding | This option will round the bonus amount based on the following | Refer below table
Formula selection: for further

None explanation.

=

R ounding Farmula

Found up
Round dowvn
»05=1or05=058a <05:=0

Round Down

> 0.5=1 or 0.5=0.5 or < 0.5:=0

Round Up

Bonus amount :
RM 2083.00

Bonus amount :
RM 2083.00

Bonus amount :
RM 2084.00

Bonus amount :
RM 2083.33
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Item Field Explanation Important
Remarks
K EPF Rate | User can select using Current Year EPF Rate or Previous Year Rate.
L Variable You may use this option if you are paying more than one bonus in
Bonus the same process.
Setting
M Leave If any of the checkbox is selected, system will prorate the bonus | This is only
Exclusion | amountaccording to the leave taken by the employees. applicable to
[Bonus
Calculation By] is
selected as
[Calendar Days]s
or [Workings
Days]
N Exclude You may exclude unconfirmed staff from bonus payout by selecting
Bonus “Exclude Unconfirmed Staff” checkbox.
Condition | You may also exclude staff that is hired or resigned after certain
date or exclude Daily/Hourly employees.
Exclude Bonus Condition
| E=cludes Unconfirmed Staff?
[ Excludes Emplopes Hired After | j
[ Excludes Emploves Fesigned After | ﬂ
[ Exclude Daly/Haoury Pap Type
0 Clear Click to delete Bonus amount which have been transferred to
Record Modify Record.
P Trial Run | Click to view projected Bonus amount in report format before
transfer to Modify Record.
Q Process Click to transfer Bonus amount to Modify Record
R Close Click to exit Process Bonus Run screen.

processing.

If you wish to process Bonus for a certain group of employees with specific criteria, you may use
the [Ad-hoc Query] or [Query Expert] to filter the employees before continue with Bonus

&

FREQUENTLY ASKED QUESTION:

Question: Is it possible to import Bonus amount to TIMESPAY from Excel/CSV file?
Answer : Yes, it is possible. Please refer to Annex F, Page 100 for the complete procedures.
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Process Bonus By Group

This feature allows user to process Bonus by employees’ Category code.

1. At[Process Bonus Record], click on [Group] tab.

i = - W -
3 Bonus Run for Period 201312 E=REEE™
Bonus Parameter| Group dividual ] Update Bonus Fﬂﬂt{rr]
11 : :
s Hours /Days : Variable | Variable | =~
Category | Description \/\7 Wit <Bonus Factor or| Fix amount> TELEEER |

| MGET MAHAGEMENT 0.0a 2.00 0.00 Q.00 0.0
_|MGT SUP | MGT SUPERVISOR LEYEL 0.0a 1.80 0.0a .00 n.00
P|NMGT  NOM-MANAGEMENT 0.00 1.50 coof S 000

<F4:-Delete code <lngzert: - Add Code M j-'L Cloze

2. You can process by Bonus Factor / Fix Amount / Variable 1 (Amount) / Variable 2 (Amount).

If you have more than one type of bonus to pay at the same time, you can choose to input based

on below combination. Inputting “Bonus Factor”, “Fix Amount™ and ‘Variable Bonus’ together
will result in no Bonus amount generated.

(i) “Bonus Factor’* and “Variable Bonus 1’* and “Variable Bonus 2’ OR
(ii) “Fix amount’ and “Variable Bonus 1’* and “Variable Bonus 2’

3. Once you are done, return to [Bonus Parameter] tab and click on [Process]. System will transfer
the bonus amount to the selected pay cycle. You may click on [Trial Run] to check the projected
Bonus amount if you are not ready to transfer yet.

A\

IMPORTANT NOTES!

If you are not using the [Group] setup, please ensure that the list is empty before you
process the standard bonus run. This setup will supersede the settings in the [Bonus
Parameter] tab.
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Process Bonus By Individual

This feature allows user to input Bonus Amount / Bonus Factor / Variable Bonus 1 / Variable Bonus 2
by individual employee.

1. At [Process Bonus Record], click on [Individual] tab.
If you wish to generate a fresh employee listing, click on [Clear Record] follow by [Generate

Record].

8 Bonus Run for Period 201312

ESEEE™)

Bonus Parameter ]

Gro%fbmdi‘-’idum lUpdate Bonus Fac'tcrr]

Clear Recard

Retrieve Bonus Factor from Update Employes? |

|lpdate Bonwz Fachor to Update Employes? [

Eniployes Employee Name Hours /Days|<Bonus Factor or| Fix amount> Var »

Worked Bon

| m1a CHEAH BIMG BIMG [CARRY FORWARD MI 0.00 Q.00 0.0
|z CHEMG LI SIM 0.00 Q.00 n.0a
|15 LEE #IH KM 0.00 Q.00 0.0
0118 JACKIE TEE 0.00 Q.00 0.0
0120 FATIMAH 0.00 .00 0.0
022 SEDDIKI MOHD 0.00 .00 0.0
2123 LvES SHU 0.00 Q.00 n.0a
| Coa3 CARRIE TAM 0.00 0.0 Q.00
| D0 DalsY LEE 0.00 Q.00 0.00
_|EOmM EVELYM Sl 0.00 Q.00 0.0
| K003 FEITH WOMG 0.00 Q.00 .00
t Tooz2 TEST PROCESS BOMUS 0.00 Q.00 n.00
4 I
<F4>-Delete code <lnsert: - Add Code Trial Riun j-'L Close

2. (Optional) If you wish to retrieve Bonus Factor from Update Employee, please select below
checkbox. Then, click on [Generate Record]. System will generate employee listing with Bonus
Factor retrieved from [Update Employee] . Otherwise, skip this step.

Generate Aecord

Bonus Parameter] Group Individual l Update Bonus Factor

GormasPacor|

Clear Recaord

Petrieve Bonws Factor frorm Update Emplopee? | W

3. You may edit the Bonus factor or input the bonus amount in [Fix Amount] or [Variable 1] or
[Variable 2] column.

4. Once you are done, return to [Bonus Parameter] tab and click on [Process]. System will transfer
the bonus amount to the selected pay cycle.
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5. If you wish to update the Bonus factor from [Individual] listing to [Update Employee], click on
[Update Bonus Factor to Update Employee] checkbox and click on [Generate Record].

Bonus Parameterl Group Individual | Update Bonus Far:tﬂrl

Generate Record | Clear Recaord |

Fetieve Bonus Factor from Update Emplopes? § [

|dpdate Bonwz Factor to Update Employes? v

' =) B ] |
[ ] T ———.

-
B Update Employes Rfcorg - PE_noﬁZ{}AELZ »

Employee # 50001 _~| Name |TEST BONUS SALARY | S| g | auickMenu

Employee # ISI}I}EH MName ITEST BOMNUS SALARY Pay Group ISTD VI

Hired Date |23--"3&'2311 vI 2 year 4 month Basic 5a|ar-_.r| 2830.00
Birth Date|1ﬂrﬂﬁf1ﬂrﬂﬂ vI 15 year & month Increment I 150.00

Pay Type ISN—I‘.‘Itth Rated Subj 0T | Total Wage 2050.00

Pay Freg Ir.'lunthr:.r ;‘ Bonus Facturl 15
Mid Mth Pay [ 0.00 % /| 000 Hide Wage Data 2 v
Driginal Iﬁ _|I'I5-BI't Photo |

Hired Date Updated from [Individual] tab

~Progression Data

Department [SABAH-AL v |[SABAH ADMIN Category [NMGT ~ [NON-MANAGEMENT
Cost Centre [P _~ [PETALING 1avA Occupation [FSUP  ~ [FACTORY SUPV
Section [NONE  ~ [NONE Company [YEW  ~|YEAR END WORKSHOP SDN BHD
Job Grade | =l Division | =l

~Leave/Claim Benefit Scheme
Leave INDNE ;INDNE EeneﬁthDNE ;INDNE

~Working Days/Hours

Days Work/Vk I 3 Daily Rate IBE,SB Pay/26 ;I Race IE‘.HI vi Socso Type IFirs-t Category j
Hrs Worked! le 2340 NPL Daiy |E-a,se Pay/Caldr Day ;] Maticnality ISING vi Socso ND#I

~ICIEPF:

IC #| ol |c| EFF CLASSICLASS1 -[ EF‘FA.I'C#I lgnore EPF Age Check IND vl

Mew | Eﬁave | LCancel | 'ﬂ ﬁemuvel LChange | | Hl ‘ | ’l Hl j'LQIose |

A\

COMMONLY MADE MISTAKES!

If you are not using the [Individual] setup, please ensure that the list is empty before you
process the standard bonus run. This setup will supersede the settings in [Bonus
Parameter] tab and [Group] tab.
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Update Bonus Factor

This feature allows user to input employees’ bonus factor in a faster approach in which users do not
need to select each employee individually in [Update Employee]. User can do all the updating in one
single screen. Once the list is updated, you can transfer the bonus factor back to Update Employee.

1. At [Process Bonus Record], click on [Update Bonus Factor] tab. Then, click on [Clear Record]
and [Generate Record] to retrieve Bonus factor from [Update Employee].

-
T Bonus Run for Period 201312 L E=REER
Bonus Parameter] Group ] Individual [ Update Bonus Fﬂﬂtﬂrh
[Genersicfiecard | Clear Record |
Employee Employee Hame Bonus Factor
| 0053 EL&INE LOMNG 1.60
| o030 HEMR'Y 2.00
| ong2 FEATHER CHOMG 1.00
_|mzz2 SEDDIK] MOHD 0.00
| &123 LvES SHU 300
| Ccoo3 CARRIE TAM 000 |
| PO PETER CHEM 0.00
| RO04 RvaM CHIM 1.00
| 500 TEST BOMUS SalLaRy 1.50
| SHOM SHIRLEY LEOMG 0.00
| TOOZ TEST PROCESS BEOMUS k I:I.EIEI)
<F4z-Delete code <lngerty - Add Code Trial Run fL Close

2. Once you have completed updating the list, go to [Individual] tab.

To transfer bonus factor to Update Employee, select checkbox on Update Bonus factor to
Update Employee. Then, click on Generate Record button.

Bonus Parameter] Group Individual | ypdate Bonus Factor]

Generate Record | Clear Recard |

Retrieve Bonuz Factor from Update Emploves?

Ilpdate Bonus Factor to Update Emplopes? v

COMMONLY MADE MISTAKES!

If you are not using the [Update Bonus Factor] setup, please ensure that the list is empty
before you process the standard bonus run. This setup will supersede the settings in the
[Bonus Parameter] tab.
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Chapter

Viear End Setutierny Ferms

4.1 Year End Statutory To-Do-List

Generate 2013 Year End Statutory Forms:

For employees: EA Form, Section G
Breakdown (if any), Slip Jawapan-PCB2(ll)

For IRBM: E-Form

Update Employer’s Contact
Information, if it differs from
monthly submission forms

|
= =
[,

Login to period 201312

Setup EA Line # for
Taxable Allow/Ded Code in
Allowance/Deduction table

Input CP39 receipt numbers
for Slip Jawapan [PCB2(ll)]

Input Employees’
Section G breakdown, if any

resigned in December 2013
are updated to the system

Input Employees’
Benefit In Kind, if any

FREQUENTLY ASKED QUESTION

Question :Can | print the 2013 Year End forms after | have run Initialize New Year 20147
Answer :Yes, you can print as and when you wish. Just login to period 201312 to print.
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4.2

Setup EA Line # for Taxable Allow/Ded Code in Allowance/Deduction table

User needs to setup the correct EA Line # for the allowances and deductions codes which were
used in the payroll system for the year 2013 so that the amounts will reflect correctly in the
employees’ EA Form and E-Form.

System will fetch those allowances/deductions code with an assigned number (>0) on the EA#
column in Payroll Setup = [Allowance/Deduction] table.

To setup EA Line # for the Allowances/Deductions, click on [Payroll Setup] and select
[Allowance/Deduction Table]. Please refer to ANNEX G, Page 106 for EA Column # Guide.

Payroll Setup
Pay Period (Pay Group)
SOCSO/EPF/HRD Table
Bank Codes

IBG Bank Routing Code
Allowance/Deduction Table @

If no number is setup in the EA# column or number assigned with 0, the allowance/deduction
concerned will not reflect in the [EA Form] and [E-Form], even if the PCB checkbox is selected.

System code such as [@NPL] will automatically reflect in the EA Form (Line 1) and E-Form
even if the EA# column is empty or 0.

If Tax Exempt Code from [P02] to [PO7] is assigned to an allowance code, you are only
allowed to setup EA# as [1] or [3].

Example:
If EA# is setup as [2] for Allowance code [COMM], this allowance will reflect in EA Form under

row [Fi (termasuk fi pengarah), komisen atau bonus)
If Allowance code [OFFPET] is setup with Tax Exempt Code as [P02], user can either set EA#
as [1] or [3].

-
@ Allowance / Deduction Code Maintenance l = e e
Search Code | Sorted by Allow COd? [COMM] is setup
**]5 BONUS - Tick on the code to exclude the allowa m EP as [2] in EA# column EPF Rate of 12% or 13%.

As per EPF conditions, BONUS should be excl

cP21

Code !Description !,FD;M!EA# !’ils Bonus|EPF ‘VOL‘ socso‘ PCB ‘:;Eflf: ey ‘:‘K‘flf: Ly EPF‘ gixdixempt &
[_ COMMM COMMISSION 2 2 I r
_| LF.an FREYIULS TEAR A~ DELUL TN
| IEEEE FMANUAL IMCOME Tax DEDUCTION
_|DIRFEES | DIRECTOR'S FEES 2 2
_|ESPPODT ESPP Tax 001 99 99
ESPPO02 ESPP Tax 002 93/ 1539

|MEDICAL __ MEDICAL REIMBURSEMENT 00
OFFFET (Official Petral

P02

PTPTH PTPTH DEDUCTION
WES-NTAX  WOLUMTARY SEPARATION-NO Tax
_|WE5-Tax YOLUMTARY SEPARATION-TAX 13

| o

JL{ . e e {1
JL{ T e e {1
L T e
o A A e |
A o T A e (e

O | . T e

For allow code assigned with
Tax Exempt Code, you can

l' <Fds /<Fiight Ciicks - Delete code <Inserts /<Double Clicks - Add Code only assigned EA# as [1] or[ 3] Jouve | i ciose |

~
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4.3 BenefitIn Kind

This section allows the user to input any taxable benefits which are not paid through the
payroll system but are required to reflect in the EA Form/E-Form. In addition, you are also
allowed to increase/decrease the original amounts generated in EA Form / E-Form which

were processed through Payroll.

4.3.1 Manual Input Benefit-In-Kind

Click on Custom Add-on = Benefit In Kind = Benefit In Kind = [Entry]

Bonus/Allowance Data Import

Benefit In Kind L Import Benefit In Kind

Generate E-EA k Imnport Section [G] Detail

Import Career Data Benefit In Kind 3

Increment Run Section [G] »
T

A—0\

Entry V

Checking Report

. Select the employee you wish to input Benefit In Kind.

7| EAFORM-Benefit In Kind =]
Employee # |DUD?A v! T PPATEST (MPORT BEMEFIT IN KIND
: EMP_NAME ) |[EMP_ND -
Benefit In Kind Page 1 | Benefit In Kind P = =
| Beneitin kin KENNY GOH [RESIGNED NOV 2013) 0030
~[B] PENDAPATAN PENGGAJIAN, MANFAAT DA | c o i 0115
1. Gajikasar, upah atau gaji cuti (termasuk gaji| LIOMEL LIM 0033
Fi (t kfi D - > SHU 2123 3
I (termasuk fi pengarah), komisen atau BOn \ .\ +y CHENG NODT &
Tip kazar, perkuisit, penerimaan sagu hati atl PETER CHEN PO
Cukai Pendapatan vang dibayar oleh Majikar BOSLI BIN ALI oo 04 |
2. Milai Manfaat atau kemudahan berupa baran| BYAN CHIM Roo4
{a) Kereta (Tarkh =ebenar diperuntukkan | ~c0DIKI MOHD 1=z
: SHIRLEY LEONG SHOM —
S Tahun | TERENCE LiM 0083 _—
(b} Elektrik, air, telefon dan kemudahan lain | TEST BONUS SALARY S00m
{c} Nilai manfaat rumah tangga: ( Potong y§F==) STENTER W= AR ALT ooo7s |
(i} Separuh lengkap dengan perabot®/pl TEST PROCESS BOMUS ooz -
(i) Lengkap dengan perkakas dapur, pinggan mangkuk, peralatan atau perkakas, atau ............... I
—
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3. Click on [New].

%] EAFORM-Eenefit In Kind ool

- 8 00 &
Employee # |00074 »|  Mame# TEST IMPORT BENEFIT IN KIND |

Benefit In Kind Page 1 ] Benefit In Kind Page 2]
[B] PENDAPATAN PENGGAJLAN, MANFAAT DAN TEMPAT KEDIAMAN

1. Gaiji kasar, upah atau gaji cuti (fermasuk gaji lebih MABA) ... e
Fi {termasuk fi pengarah), komisen ataubomus i )

Tip ka=sar, perkuisit, penerimaan 2agu hati atau elaun-elaun lain (Perihal Pembayaran .

Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja ...

2. Nilai Manfaat atau kemudahan berupa barangan:

1 (a) Kereta (Tarikh sebenar diperuntukkan j} i} Nilai Kereta dan petrol ................ ||
(Jenis Tahun Model iiy Milai Pemandu .
{b). Elekirik, air; telefon dam Kemmdalai Ba ... inostimiomis frsomies i ssmisiinn o it ot

() Nilai manfaat rumah tangga: ( Peteng yang tidak berkenaan )

(i} Separuh lengkap dengan perabot*/penyaman udara*/langsirtpermaidani®, atau ......................

(i} Lengkap dengan perkakas dapur, pinggan mangkuk, peralatan atau perkakas, atau ...............

(iii} Butiran berazingan: Perabot dan kelengkapan ..o
Per Ak A A e e ’—

B En AN TERIE RS 5 s s g g sl g el e e e R B S

**Telefon bimbit { Not Found in Pin. 2008 ReY ).....ooocooeeveeve e

(d) Pembantu rumah dan tukang KEDBLM ..o ettt
(e} Manfaat tambang percutian ...........

{f) Lainlain {misainya makanan damn paKEIENJ ... e e e e e e

3. Nilai tempat kediaman (Alamat }

4. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan ...
5 Pampasan kerana kehdangan pekerfeai: oo oo e e e g i e e e v 0
A_/\

|2
=
z
AL
%
s
v
¥
=
2
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4. Go to desired entry row to input Benefit-In-Kind information.
You are also allowed to increase/decrease the original amounts generated in EA Form/E-
Form which were processed through Payroll. Take note that whatever amounts you input
here will reflect in addition to the original amount generated by system via payroll process.
Example: If the original amount in EA Form Line 1 is [118,920] and you have input [5,000]
in this screen, the amount to be reflected in EA Form shall be [123,920.00].

B EAFORM-Benefit In Kind = o G

s aee
Employee # 1007 Name # |TEST IMPORT BENEFIT IN KIND ~|

Benefit In Kind Page 1 I Benefit In Kind Page 2] h 2 pages

BT PENDAPATAN PENGGAJIAT, MANFAAT DAN TERPAT KEDIAMAN

1. Gaii kasar, upah atau gaji cuti (termasuk gajilebih masa) .| [/ s
Fi {termasuk fi pengarah), KomSen atam DONLS ... ... s s s b s s b s s v I—W
Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal Pembayaran I—W‘
Cukai Pendapatan yang dibayar cleh Majikan bagi pihak Pekerja ... I—W

2. Nilai Manfaat atau kemudahan berupa barangan:

| (a)} Kereta (Tarikh sebenar diperuntukkan j) i} Milai Kereta dan petrol ... I—— |

{Jenis Tahun Model ii} Milai Pemandu . n.aon
(b} Elektrik, air, telefon dan KemUAANAN I ...........oorrereermmereseesseeresessssssesssssssesssessssessssesassssesses 3.000.00
(c) Nilai manfaat rumah tangga: ( Potong yang tidak berkenaan ) |
(i} Separuh lengkap dengan perabot®penyaman udara*'langsir*/permaidani®, Input desired 0.00
(i) Lengkap dengan perkakas dapur, pinggan mangkuk, peralatan atau perka Benefit In Kil”ld, g 0.00
{iiiy Butiran berasingan: Perabot dan kelengkapan ... if any 0.00
PRk s I e e e e e e | _W
Hiburan dan rekreasi 0.0
=*Telefon bimbit ( Mot Found in Pin.2008 REV J....oocvveverrnrereecersneseneneerenns 0.00
(d} Pembantu rumah dan tukang kebun .. I——Uﬁ
e M Pt e e Y s e ] I—W
(f) Lain-lain (migainya makanan dan PERKIBNY ... oo 0.00
3. Nilai tempat kediaman (Alamat }|—W
4. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan ...l 0.00

5. Pampasan Kerana KENIanman PEKETIBAMN .............o...ocowwrsreriereseissiersessssssssesessesieesessessessesesssssseressesses] \. n.oo

Before input Benefit -In-Kind

H PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN (Tidak Termasuk Elauni/Perkuisit/ RM
Pemberian/Maanfaat Yang Dikecualikan Cukai)
1. Gaji kasar, upah atau gaji cuti (termasuk gaji lebih masa)
Fi (termasuk fi pengarah}, komisen atau bonus 0.0
Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal pembayaran ) 0.00
Cukai Pendapatan vang dibayar oleh Majikan bagi pihak Pekerja 0.00

2. Nilai Manfaat atau kemudahan berupa barangan:
(a) Kereta (Tarikh sebenar diperuntukkan i} Nilai kereta dan petrol 0.00
(Jenis: Tahun: Model: ) i} Nilai Pemandu 000
(b} Elektrik, air, telefon dan kemudahan lain

-

Expected results in EA Form after input Benefit-In-Kind

H PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN (Tidak Termasuk Elaun/Perkuisit! RM

Pemberian/Maanfaat Yang Dikecualikan Cukai)

1. Gaji kazar, upah atau gaji cuti (termasuk gaji lebih masa)
Fi (termasuk fi pengarah}, komisen atau bonus I
Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal pembayaran )] 0.00
Cukai Pendapatan vang dibayar oleh Majikan bagi pihak Pekerja 0.00

2. Nilai Manfaat atau kemudahan berupa barangan:
(a) Kereta (Tarikh sebenar diperuntukkan ) i} Milai kereta dan petrol 0.00
(Jenis: Tahun: Model: } iy Milai Pemandu (00
(b} Elektrik, air, telefon dan kemudahan lain
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4.3.2 Import Benefit-In-Kind

Alternate to manual inputting Benefit-In-Kind information in TIMESPAY, user can choose to
import data from Excel file.

Before performing data import, user needs to prepare the data in Excel file.
In order for the system to import data from Excel file, system needs to read two information i.e.
[Employee Code] and [Benefit-In-Kind amounts] from the Excel file.

Below is an example of import data in Excel file. Here we had set as below:
[Employee Code] = Column A

[Value of Accommodation] = Column Q

[Address] = Column R

A Q | R -
3 Nilai
tempat
1 EMPCODE |kediaman 3 Alamat Kediaman (max 65chars)
2 000TA 200.00 UMIT 103 &11, 15TH & 16TH FLOOR, JALAN PINANG, JALAN,55100 KUALA LUMPUR
3 S0001 0.00
4 'N0003 0.00
5 |NOOO02 8000.00 Unit Teknologi Maklumat, Hospital Serdang, Jalan Puchong, 43000 Kajang, Selangor.
= —
W < »[V] BIK . Bheeti  Sheetz . I [« [m] »
| Ready |[=|m @ 1005 (=) [ {+)

First worksheet

A\

IMPORTANT NOTES!

Import data must be located in the first worksheet in the Excel file.

For amount field, do not insert thousand separators (comma) or currency symbol.
For date field, please ensure the date format is dd/mm/yyyy

For text fields which have maximum characters indication, please note if data in
Excel file exceeds the suggested width limit, data may be truncated when you print
EA Form.

NENENEN
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To perform import Benefit-In-Kind from an Excel file, please follow the below steps:

1. Click on Custom Add-on =» Benefit In Kind = [Import Benefit In Kind]

Bonus/Allowance Data Import

Benefit In Kind r Import Benefit In Kind @
Generate E-E4 » Import Section [G] Detail
r Irnport Career Data Benefit In Kind L
| I Increment Run Section [(G] 3

2. Import Benefit In Kind will appear on the screen.

3. Please ensure [Import Year] is the correct year you wish to import Benefit In Kind.

4. Select the Excel file you wish to import from [Browse].

5. Define the position of [Employee Code] based on your Excel file data.

6. Define the position of [BIK] based on your Excel file data.

7. Select which row of [Benefit In Kind Type] you wish to import.

8. When ready, click on [Import].

9. You can perform data clearing in the event you have wrongly imported BIK records to

TIMESPAY. To clear record, select [Benefit In Kind Type] and click on [Clear Record].
System will clear all records including those manually input records of the selected BIK

type.
W Import Benefit In Kind l — th
Impart ear (2013 -

Please zelect an excel file to import:
| =

Hote : System will import data from excel file from row 2 onwards

Employeeft Column |4 -
BIK. Column B :

Pleasze zelect Benefit In Kind type:

|'I. Gaj kaszar, upah atau gaji cubi [termasuk. gaji lebih maza)

¥ Clear record : \/ Import | [ C
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Based on the Excel file example on Page 58, if importing for [Value of Accommodation], we
need to set per below.

& ™
ﬁ Import Benefit In Kind S——_—_—— Elﬂlg
Impart *r'ear I2E|'|3

Please zelect an excel file to impaort:
C: A zerzhcarmen. cheah\Desktophr'ear End Brefing 201 3MBIK xlz E;I

Hote : System will import data from excel file from row 2 onwards

,
Employeett Colurmn i.ﬁ.

L BIK. Column G
\J
Please zelect Benefit In Kind type: (
|3 Milal tempat kediaman _:_l

¢ Clear reu:u:urdl \/ [rpart | I'LEIDSE |

Based on the Excel file example on Page 58, if importing for [Address], we need to set per
below.

Take note that the address width length cannot exceed 65chars. If exceeded, data will be
truncated in EA Form.

-
ﬁ Import Benefit In Kind | —
Impart *r'ear I2|T| 3

Please zelect an excel file to impaort:
C: A zerzhcarmen. cheah\Desktophr'ear End Brefing 201 3MBIK xlz E;I

Hote : System will import data from excel file from row 2 onwards

7
Employeet Column |4

i—
LE!IK Calumn !H

Fleaze select Benefit n Kind type: {

I 3 Alamat Kediaman [max Bbcharz) _:_l
¢ Clear reu:u:urdl \/ [rpart | I'LEIDSE |
N - - i —— e e -
-60 —

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



TIMES

SOFTWARE

YEAR END WORKSHOP 2013

Below screen shows the expected results in Benefit In Kind input screen after performing BIK

import for [Value of Accommodation] and [Address].

| EAFORM-Benefit In Kfﬁ T T

[ESREE =)

=]

Employee # | 10074 »|  Mame # [TEST IMPORT BENEFIT IN KIND

i Benefit In Kind Page 1 ] Benefit In Kind Page 2 ]
[B] PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN

1. Gaj kasar, upah atau gaji cuti (termasuk gaji lebih MASEY .....coooooee e 5,000.00
Fi {termazuk fi pengarah), KOmiSen tanl BOMUS ... ... o e et e 0.00
Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain (Perihal Pembayaran : 0.00

Cukai Pendapatan yang dibayar oleh Majikan bagi pihak PEKETIA .......ocoooeee e 0.00

2. Milai Manfaat atau kemudahan berupa barangan:
(a) Kereta (Tarikh sebenar diperuntukkan ﬂ} i} Milai Kereta dan petrol ................ ’—
(Jenis Tahun Model i Niai Pemandu | 0.0
(b} Elektrik, air, telefon dan kemUAANEN 18I ... sesessses s ssssssssssssesssssesssesssseeeees 3.000.00

(c) Milai manfaat rumah tangga: ( Poteng yang tidak berkenaan )

(i} Separuh lengkap dengan perabot®penyaman udara®/langsirt/permaidani®, atau ...................... 0.ao
(i} Lengkap dengan perkakas dapur, pinggan mangkuk, peralatan atau perkakas, atau ............... 0.oo

(iiy Butiran berasingan: Perabot dan kelengkapan ..........ccooooeiieieee e
Perkakss dapur ...
Hiburan dan rekreasi ....................... o

**Telefon bimbit [ Mot Found in Pin.2008 Rev }

(d) Pembantu rumah dan tukang kebun ...

). Manfaal amban percuban:. s wmns tins s S e e S e )

{f) LainJain (missinya makanan dan pakaian ) Y s

3. Nilai tempat kediaman (Alamat UNIT 103 &11, 15TH & 16TH FLOOR, JALAN PINANG, JALAN,55100 ) 200.00

4. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan ................................. | 0.0

5. Pampasan kerana Kehilangan DEKETIBAI ..............ooi i e e seessiassassssessansssssssssssas esssbessmss baesane] 0.a0

| 'ﬂ Remove ‘

Frint I

fL Cloze |

—_

Below are the expected results in EA Form.

(d} Pembantu rumah dan tukang kebun
(e} Manfaat tambang percutian

(i _Lain-lain (mizalnva makanan dan oakaiand

0.00
0.00
0.00

3. Milai tempat kediaman (&lamat:

oaward Cdllk 344

15TH &

16TH FLOOR., JALAM PINANG, JALAN 55100 KUALA LUMPUR ) 200.00

wvang

5. Pampasan kerana kehilangan pekerjaan

LINIT 103 &11

o0
0.00

vdllg Tidk JlUUEEan

Expected results
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4.3.3 Benefit-In-Kind Checking Report

After manual input/import of Benefit In Kind information, user can choose to export the
information to an Excel file for checking.

1. To access the checking report export menu, click on Custom Add-on - Benefit In Kind >
[Checking Report]

Bonus/Allowance Data Import
Benefit In Kind k Import Benefit In Kind
Generate E-E& 4 Import Section [G] Detail
Import Career Data Benefit In Kind k Entry
! Increment Run Section [G] Checking Report
TR — —V

2. System will prompt [Save As] dialog box for user to define the location of the export file.

3. Once you have defined the location and filename, click on [Save] to save the file.

i B
Save As ﬁ
- —
Savein: | |, Year End Briefing 2013 j = ﬁ B~
Mame . Date modified =
. Motes 25/11/2013 3:15 PM
| YE Table 17/11/201311:16 ... |2
I B Attendee List_2013.xls 22/11/2013 5:43 PM
&1 BIK s 25/11/2013 213 PM
& Bonus_Import.xls 2511720131203 ... «
4 m | b
File name: I Save I
Save as bype: IE:;:el files L‘ Cancel |
2
e | T—
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4. Once the Excel file is successfully generated, system will prompt dialog box as shown
below. Click on [OK] and the Excel file will be automatically display on the screen.

Information Iﬁ
'6' File is generated.
..\ e - ".. .

5. Below is an example of Benefit In Kind checking report in Excel file.

A | B C D E F
1 [TIMESOFT GROUP OF COMPANIES
2 Benefit In Kind Checking Report 2013
1. Tip kasar,
1. Gaji kasar, 1. Fi (termasuk fi |perkuisit,
upah atau gaji pengarah), penerimaan sagu
cuti {termasuk komisen atau hati atau elaun-
3 Employee No. Employee Name |Department gaji lebih masa) [bonus elaun lain
4 000TA TEST IMFORT BEM SGEM 5,000.00 0.00 0.00
5 50001 TEST BOMUS SALA SABAH-AD
6 MNOo003 GILBERT WANG  SGBP
7 MNDOD2 DARREM LOH FACWY
g 00104 RQSLI BIM ALI SGBA 0.00 0.00 0.00
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4.4 Section [G] Breakdown

4.4.1 Manual Input Section [G] Breakdown

1. Click on Custom Add-on =» Benefit In Kind = Benefit In Kind = [Entry]

Bonus/Allowance Data Import
Benefit In Kind L Import Benefit In Kind
Generate E-EA k Imnport Section [G] Detail
A—\
Import Career Data Benefit In Kind 3 Entr}fv
Increment Run Section [G] k Checking Report
TR
2. Select the employee you wish to input Section [G] Breakdown.
3. Click on [Benefit In Kind Page 2]
4. Click on [Edit]
5. Click on [EA Benefit Section “G” Detail Entry] on row [G]
.| EAFORM-Benefit In I(i.rgF SaaEE = o =T
Employee # |nunm <] Hames [TEST IMPORT BENEFIT IN KIND =]
BenefitIn Kind Page 1 Benefit In Kind Page 2
~[C1 PENCEN DAN LAIN-LAIN
1 PBIICEI oo I 0.00
2. Anuiti atau Bayaran Berkala yanglain .o I n.oa
~[D] JUMLAH POTONGAN
1. Current Year's Schedular Tax Deductions (ST remitted to LHDM ... I 0.a0
2. CP 38 Deductions 0.00
3. Deductions for Zakat remitted to Pusat Pungutan ZaKat .............ococovooieeeeereeeeeeeeeee e, I 0.ao

[E] CARUMAN YANG WAJIB DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG PENCEN ATAU SIMPANAN YANG DILULUSKAN

2. Amount of contribution (state the employee’s share of contribution only)  (RM) oo, | 0.00

—[F] BUTIRAN PEMBAYARAN TUNGGAKAN DAN LAIN-LAIN BAGI TAHUN-TAHUN TERDAHULU (SEBELUM TAHUN SEMASA)
Total Payment (RI) EFF Contribution (RM) Schedular Tax Deductions (STD) (RM} |
| 0.00 | 0.00 | 000
| 0.00 | 000 | 000

—[G] JUMLAH ELAUN ! PERKUISIT / PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAL

=1 _Jumlah Elaun / Perkuisit / Pemberian / Manfaat Yang Dikecualikan Cukai ...........oocooveeevienercens [ 0.00 [
|EA Benefit Section "G" Detail Entry 5

= Rev on (C.P. 8A - Pin. 2008)

[ 4]
= L1
Frint Hew | @ Fiemovel Edit | E Save | Cancel |
L T S _—

-64 —
The information and screenshots in this manual are correct as at time of printing. Times Software reserves the right to change / amend without prior notice given to customer.



TIMES

SOFTWARE

YEAR END WORKSHOP 2013

6. EA Benefit Section [G] Detail Entry box will appear on the screen.
To insert a record, press [Insert] on your keyboard.
To delete a record, click on the record row and press [F4] on the keyboard.
When finished, click on [Close].

=

#_| EA Benefit Section [G] Detail Entry

(o |

Code | Description

Aot | -

[w»

ALLWHEAL | Meal Allowance
allwWPARE.  Parking Allowance

500.00
2.400.00

N I
I
L
L

L -

<F4z - Delete code  <Insert: - Add Code IZI IL LCloze

7. Next, click on [Save].
=[G] JUMLAH ELAUN { PERKUISIT / PEMBERIAN /| MANFAAT YANG DIKECUALIKAN CUKAL
**1. Jumlah Elaun / Perkuisit / Pemberian / Manfaat Yang Dikecualikan Cukai..............ccccooooereoe 290000 [

= Rev on (C.P. 8A - Pin. 2008)

[7]

| 1

—

| | Eﬁave | Cancel | | ‘ | ‘ |

8. You can proceed to print your EA Form.
Below is the expected results in Section [G] based on the input in Point # 6.

—_—
JUMLAH ELAUN [ PERKUISIT / PEMBERIAN | MANFAAT YANG DIKECUALIKAN CUKAI RM 2,800.00

Tarikh 251172013

This iz a computer-generated document

Nama Pegawai:
Jawatan:
MNama dan Alamat Majikan:

KAREM LEE

HR MANAGER

TIMESOFT GROUP OF COMPANIES
10-13A, Wisma UCA I,

No. 21 Jalan Pinang

Kuala Lumpur
POSKOD - 50450 Expected results
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4.4.2 Import Section [G] Breakdown

Alternate to manual inputting Section [G] Breakdown information in TIMESPAY, user can
choose to import data from Excel file.

Before performing data import, user needs to prepare the data in Excel file.

In order for the system to import data from Excel file, system needs to read three information

i.e. [Employee Code], [Allowance Code] and [Amount] from the Excel file.

User must prepare the import data in Excel file based on the below information.
Users cannot design their own import template. Otherwise, system will fail to recognize the

data from the Excel file.

[Employee Code] = Column A
[Allowance Code] = Column B
[Amount] = Column C

A B c D E | FZ
1 EMPNO ALLOW  AMOUNT =
2 0007A  MOBILE 2000
3 (0010A  ALLWPARK 500
4 0010A  OFFPET 3000 |
I:ihhlm ¥ a4l w | » [1]
Ready | |[EEm 100% ) v, (+)

First worksheet

SNENENENEN

A\

IMPORTANT NOTES!

Import data must be located in the first worksheet in the Excel file.
Record data should start from Row 2 onwards.
Please follow the given import template.
For amount field, do not insert thousand separators (comma) or currency symbol.

Allowance Code on column B must be a valid code in Allowance/Deduction Table in
Payroll Setup.
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To perform import Section [G] Breakdown from an Excel file, please follow the below steps:

1. Click on Custom Add-on = Benefit In Kind = [Import Section [G] Detail]

Bonus/Allowance Data Import

Benefit In Kind L Import Benefit In Kind

Generate E-EA 3 Import Section [G] Detal @
Import Career Data Benefit In Kind k
Increment Run Section [G] r

2. Section [G] Import box will appear on the screen as shown in the screenshot below.

3. Please ensure the data you prepared in the Excel file is per the [Import File Information]
stated here.

4. Select the Excel file you wish to import from [Browse].

5. When ready, click on [Import].

‘i N
% EA Section [G] Import '-'I S - -

nmport File Information :

1. Column A = Employee Mo

2. Column B = Allowance Code
3. Column C = Amount

Note :
System will read data start from ROV number 2.

Pleaze zelect an excel file to import ;

IE:"-.Users"-.carmen.cheah'\Desktanear End Briefing 2

g/ Irpart |_j'L LCloze ﬂ!‘
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6. System will prompt confirmation box. Click on [Yes] to proceed.

[ Confirm ﬁj

7. Once import completed, system will display a dialog box as shown below.
Click on [OK]. You may now proceed to check if the data is imported correctly.

i | '

W] EA Section [G] Import _

Impaort File Information ;
1. Column A= Employee No
2. Column B =
3. Column C

Information

Hote :
System wil .-«'""‘\I - Completed -

Fleasze zeleo

;E:'xLlsers'xn: . Bfirg 2 =

\/ [rpart j'LEIDSE |
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4.4.3 Section [G] Detail Breakdown Report

After manual input/import of Section [G] Breakdown, user can print checking reports.
There are two types of reports available for user selection.

1. To access the report menu, click on Custom Add-on - Benefit In Kind - Section [G]

__._j .

s

i i X
L " §

Bonus/Allowance Data Import

Eenefit In Kind 2 Irnport Benefit In Kind

Generate E-EA ¥ Import Section [G] Detail

Import Career Data Benefit In Kind »

Increment Run Section [G] L Checking Report

Message Footer g Appendix

2. Checking Report - This report is for internal use as a checking report.

- Records shown under [Process Through Payroll] are extracted from Modify Pay
Record with the appropriate capping exemption amount, if any.

- Records shown under [Other Allowances] are extracted from Benefit In Kind Section
[G] Breakdown Entry.

TIMESOFT GROUP OF COMPANIES Eﬂ“‘ o 3?3;’?22"3
. . serld ;N

Section [G] Checking Report for 2013 Page - 1

Employee Ho: 00104 Hame : ROSLIBIN AL

IPmce.ss Through Payroll

Tax Exempt Code : P02 [PO2] - PETROL CARD, PETROL ALLOWAMNCE OR TRAVEL AL

Max Exemption :

No. Allow Code Description Amount

1. OFFPET Official Petrol &00.00

Sub Total : 600,00

Others Allowances

No. Allow Code Description Amount

1. ALLWPARK Parking Allowance 500.00

2. OFFPET Official Petrol 3,000.00

Sub Total : 3,500.00

Grand Total : 4,100.00
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3. Section [G] Appendix - This can be distributed to the employees as a supporting document
for EA Form Section [G]. Below is an example of the report.

Appendix Section G of EA
TIMESOFT GROUP OF COMPANIES

ROSLIBIN ALl
Income Tax Reference No :

Total Allowances | Perquisites / Gifts / Benefits exempted from tax for the period 1st January 2013 to 31st December 2013,

BM
Official Petrol 800.00
Parking Allowance 500.00
Official Petrol 3,000.00
4,100.00
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4.5 Print EA Form

To churn out EA Form for all employees, please follow the steps below.
Please perform [EA Line #] setup as mentioned in Page 54 before printing EA Form.

1. Yourlogin period must be [201312].

User D |h-1ﬁSTEFl

Pazzward I""
Periad |2n1312 ﬂ;iE ‘ﬁ;

Change Login Password

Cancel | 3 Logout |

2. If you have multiple companies in a single database, please use [Query Select Company].
This is assumed that all companies have their own Employer Tax Reference Number.
[Company Selection Lookup] will appear on the screen for your selection.
Skip this step if you only have one company in the database.

H — ﬁ
. |':L Company SEIECMI:UP

Search Characters

i [
Query Expert -~ CODE COMPANY =
Query Selection w 4 DEFALILT| DEFAULT COMPANY [Dizable Filter]
_’# TS5B TIMES SOFTwWARE SDM BEHD
TEW YEAR EMD WORKSHOP SDN EHD

e (4

-

Select Company
Ad hoc Query

« 0K X Cancel |

E Form

Slip Jawapan - PCB 2 ()

EA Form @
EC Form (Public Sector)

CP394 Form
Diskette Return - CP394

Payroll Reports

Internal Reports

Government Form
Bank/Cash/Cheq Reports
Management Reports »

Income Tax Tax Exemption Report
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4. [EA Form Setup] box will appear on the screen.
You may define your desired settings from the dialog box before you click on [Preview] to
generate the EA form on the screen.
If you do not have any prior year arrears payment, no settings need to be changed. Just click
on [Preview] right away.

,
£ form Stup v
-

Wersion ; |E.-5. Form Format [Pin.2070)

Bonus Period 1 |01/2013 +| Ta [12/2013 |

Section F Periad: [01/2012 ~| Ta [12/2012 +|

Section F Description :
Section F Desc. [E422] |
Section F Desc. [E423] |

Frinting Date |25/11/2013 -
¥ Print Serial 7 |Group A = 00007

[ Print Pre-Printed E& Form

[ Calculate EPF for Section F? [E& 22)
| Calculate EPF for Section FY [EA 23] L
[ CP 39 From Current Y'ear Period : Iﬂ Az Taw far Line 22
[ CP 393 From Current Y'ear Period : m Az Taw for Line 23 |

[ Include Yoluntan?

Preview | fLEIDse

[Bonus Period]
- Current Bonus Payment Period.

[Section F Period]
- Prior Year Income Period.

[Section F Description]

- Description for Section F which
refers to income paid in current
year but for prior year. There are 2
lines available.

[Printing Date]

- The date you want to print in EA
form. System always to default to
current date.

[Print Serial]

- Select the checkbox to enable
system to generate the serial
number automatically.

[Print Pre-Printed EA Form]
- Select the checkbox if you are using
pre-sealed EA FORM

[Calculate EPF for Section F?

(EA22/23)]

- Applicable only with if Section F (EA
22/23) is used

[CP39 From Current Year]
- Notin used. Please ignore.

[Include Voluntary]
- Notin used. Please ignore.

5. Please repeat [Step 2] to [Step 4 if you have multiple companies in a single database.

A\

IMPORTANT NOTES!

With effect from year of assessment 2009, bonus or director’s fee shall, when received in
the basis year, be treated as part of the gross income from employment for the basis
year in which it is received and declared in Part B of the Forms C.P. 8A

Mulai tahun taksiran 2009, pendapatan bonus dan fi pengarah menjadi sebahagian
daripada pendapatan kasar dalam tahun asas ia diterima dan perlu dilaporkan dalam
Bahagian B Borang C.P. 8A
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4.6 Print Slip Jawapan - PCB2 (II)

To churn out Slip Jawapan for all employees, please follow the steps below.

1. Your login period must be [201312].

User D |h-1ﬁSTEFl

Pazzward I""
Periad |2n1312 ﬂ;iE ‘ﬁ;

Change Login Password

Cancel | 3 Logout |

2. If you have multiple companies in a single database, please use [Query Select Company]
before inputting CP39 receipt numbers. This is assumed that all companies have their own
set of CP39 receipt numbers.

[Company Selection Lookup] will appear on the screen for your selection.
Skip this step if you only have one company in the database.

=)

—
Company SEIECMI:UP

Search Characters

Query Expert ~ CODE  |COMPANY -
Query Selection ﬁ" | d DEFALILT| DEFAULT COMPANY [Dizable Filter]
ot TSSE | TIMES SOFTWARE SDN BHD
Select Company T
WEW  WEAR END WORKSHOP SDN BHD
Ad hoc Query P
oo [
bl |

V’ Ok x Cancel

E Form
Slip Jawapan - PCB 2 (II)
EA Form

Payroll Reports EC Form (Public Sector)

Internal Reports

CP394 Form
Diskette Return - CP39A

Government Form

Bank/Cash/Cheq Reports

Income Tax Tax Exemption Report

Management Reports »

e La
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4. [Slip Jawapan - PCB 2(1II)] dialog box will display on the screen.
Click on [Input Receipt].

T
ﬁ Slip Jawapan - PCB2 EEE -LE "Ehlg

Branch ]J alan Diuta

InputHeceipt® Presiew l l-'LEIDse

5. Data entry box will appear on the screen for you to input CP39 receipt numbers.
You only need to input the receipt numbers once and it will apply the same to all employees.
Click on [Save] when you have completed data input. Next, click on [Close].

Data Box - : e |

Bulan PCE Mo. Resit PCEB Tarikh Rijsit | CF38 Mo. Resit |CF'38 Tarikh Resit | PCE Mo. Resit 2 |F'CB Tarikh Resit 2| -
i[> 22-20022774843 05/02/2013 A
Februari 22-20024837383 04035201 3
Mac 22-20029594548 04./04,/201 3
April 22-20028535505 10405520713
Mei 22-20022535050 0340652013
Jur 2220026227278 08A07. 201 3 t
i Julai 22-20022182522 0134085201 3
| |[Ogos 22-20020534544 034085201 3
| |September | 22-20024333565 07002013 i
|| Oktober 22-20023433538 044115203
| |Movember | 22-20022626277 06125203 M
| |Disember | 2220022778358 080152014 o
t E Save \ j-'L Cloze | N
- = . — F ]

6. Input [Branch] name.
Next, click on [Preview] to view the form on the screen.

b
w Slip Jawapan - PCB2 Eéi -lE =k g

A—\
Branch ]Jalan Druta &(‘
|nput A eceipt Preview @ Cloze
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7. Below is an example of [Slip Jawapan- PCB 2(II)] with receipt numbers and dates.

Kepada:

FENYATA BAYARAN CUKAI OLEH MAJIKAN

Tuan,

MNo. Pekerja

Mama Pekerja
Mo. Kad Pengenalan™o. Passpot

Mao. Cukai Pendapatan Pekenga

MNo. Majikan ( E )

Potongan Cukai Berjadual Tahun @ 2013
: TEST IMPORT BEMEFIT IN KIND
620615-08-7161

SG 4341414-00

Doova

E1234567-08

Ketua Pegawal EksekutifiKetua Pengarah Hasil Dalam Megen

Lembaga Hasil Dalam M Malaysia
I Cawangan  Jalan Duta !h Branch Name

Dengan hormatnya saya merujuk kepada perkara di atas:

2. Potongan-potongan yang telah dibuat bagi pekerja di atas dalam tahun semasa adalah seperti benikut:

PCB 2{ll}-Pin. 2013
Tarikh :

251112013

Mama Dan Alamat Majikan

Mo. 21 Jalan Pinang
Fuala Lumpur
POSHOD : 50450

TIMESOFT GROUP OF COMPANIES
10-13A, Wisma UOA I,

Bulan Amaun (RM) Ne. Resithio. 5!5553“”””- Tarkh ResitTarkh Transsksi
PCB CP 38 a PCB {5 CP 38 PCB ) CP 38
Januari 1,002.80 0.00 22-200227T4848 050212013
Februar 1,082.80 0100 2220024837383 04/03/2013
Mac 1,082.80 0.00 22-20029584248 04/04/2013
Agril 1,082.55 0.00 22-20023585505 1V05/2013
Mei 1.082.55 0.00 22-20022585050 03/08/2013
Jun 1,082.55 0.00 2220028227278 V 080712013
Julai 1,082.55 0.00 22-20022182822 08/marzo13
Ogos 1,082.80 0.00 22-20020584844 03/09/2013
September 1,082.55 0.00 22-20024 898565 07102013
DOktober 1,082.55 0.00 22-20029483838 04/11/2013
November 1,082.55 0.00 2220022526277 061272013
Disember 1,082.55 1.0B0.00 22-20022778358 08/01/2014
Jumlah 13.110.80 1.080.00
3. Potongan-potongan yang telah dibuat bagi pendapatan pekerja untuk tahun terdahwlu dalam tahun semasa
adalah sepert berlkut:
Penljde;:i;mn Bulan Tahun Am?;:ﬁca Nnh.l%liﬁeﬂi-:.;k._‘ Tar'il'k;iﬁhesiﬂ
M. Transaksi Transaks
Sekian. Terima Kasih.
Nama Pegawai KAREM LEE
Jawatan HR MAMAGER
Mo, Telefon 2710 0090

8. Please repeat [Step 2] to [Step 7] if you have multiple companies in single database.
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To print E-Form, please follow the steps below.
Please perform [EA Line #] setup as mentioned in Page 54 before printing [E Form].

1. Your login period must be [201312].

User D |h-1ﬁSTEFl

Pazzward I““
Periad |2n1312 ﬂ;iE ‘ﬁ;

Change Login Password

Cancel | 3 Logout |

2. If you have multiple companies in a single database, please use [Query Select Company]
before printing E-Form. This is assumed that all companies have their own Employer Tax
Reference Number.

[Company Selection Lookup] will appear on the screen for your selection.
Skip this step if you only have one company in the database.

g (|

—
C 5 Iect'ﬁ Looku
ompany Selecti s

Search Characters

Quer i [
Query Expert - CODE | COMPAMY &
Query Selection " |4 DEFAULT| DEFALLT COMPANY [Disable Filter)
' TS5SB TIMES SOFT'WARE SDN EHD
Select Company S
TEW YEAR END WORKSHOP SDN BHD

Ad hoc Query P

s E

TN

V’ Ok x Cancel

-76 —
The information and screenshots in this manual are correct as at time of printing. Times Software reserves the right to change / amend without prior notice given to customer.



TIMES

SOFTWARE YEAR END WORKSHOP 2013

3. Click on Payroll Reports > Government Form - Income Tax - [E Form]

Payroll Reports
Internal Reports )
i Government Form k EPF k CP39 Form
i Bank/Cash/Cheq Reports > 50Cs0 * CP39 Diskette Return (IRB Format)
I Management Reports » Income Tax » LHDM Bank Submission (Bank Format)
Employee Data Reports » HRD Report CP22A Form (Tax Clearance)
Hire, Confirm & Termination 4 ASB Form {5 Lo i Emplopess
Advance Reports » Tabung Haji Ferm CPZ1 Form (Leaver)
Leave Reports » LZAKAT »
PTPTN Form E Poan
FOMEMA Forrm Slip Jawapan - PCE 2 ()
Immigration Payment Form EA Form
Tabung Baitulmal Sarawak EC Form (Public Sector)

4. [Form E Reference] dialog box will display on the screen.
Select the reports you want to print under [E Form Reference Report: Bahagian “A”]
Reports from [Al] to [A4] are checkmg reports to [E Form Reference].

-

Grometcemee QU ol e
E Form Reference Report: Bahagian A"

| E3

= |
E Form Reference

A1 - Bilangan Pekerja

A2 - Bilangan Pekerja Teribat dengan PCE h Branch Name

A3 - Bilangan Pekerja Baru
A4 - Bilangan Pekerja Berthenti
— Prepare diskette submission test file for C.P. 8D i

"M ajik.an" File Mame : IE:'\M1 234567 _2M3.Txt
"Pekerja" File Mame : IE:'\F’1 234567 _20135.Txt

o

[~ Sum by details ransaction (0T AShift/R D)
[ PFrirk Allowance Surnmarny Beport after Form E

Generate | M1 Close |
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5. Select the checkbox for [Form E Reference Report] if you wish to print [C.P.8D].

rﬁ Form E Reference l || |_—"-‘3-]1

E Form Reference Report; Bahagian "A"

-
[+ Formn E Reference Repart; [C.P. 80-Pin2003}

[v Bahagian "B Checking Report

[v Bahagian "B Checking Report [Excluded List]

\§
| Prepare dizkette subrmizzion test file for C.F. 80
"M ajikan' File Hame : |E:'xh-1'| 2345672013 Tat ﬂ L]
"Pekera’ File Mame : |E:HP1 234567 2013 Tat ﬂ

[ Sum by details tranzaction [OT AShift/RD]
[ Print Alloveance Summary B epart after Farm E

Generate | j'LEIu:use |

6. You have an option to export [C.P.8D] data into a text file.
To export, select the checkbox on [Prepare diskette submission text file].
Thereafter, you will be allowed to click on browse button to define your file location path.

rﬁ Form E Reference l = | |_-53-J1

E Form Reference Report: Bahagian VA"

[v Form E Reference Report: [C.F. 80 -Fin2003]
[w Bahagian "B" Checking Repaort
[v Bahagian "B" Checking Report [Excluded List]

[v Prepare diskette submission text file for C.P. 80

"h ajik.an" File Hame |E:'\M1 234BE7_2012.Txt
"Pekerja" File Mame : |E:'\F"I 2345672012 Txt

| (B

Click on [browse] to
choose the file location
]} to save the text files

[ Prirt Allowwance Summary Report after Form E

urn DY detalls franzacion

Generate loze

E-
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7. Click on [Generate] to preview the reports on the screen.

If you have selected the option to export [C.P.8D] data to text file, system will export the
data after all the reports have been generated on the screen.

r% Form E Reference - l — | |ﬁr

E Form Reference Report: Bahagian VA"
|E Faorm Reference j

[ Form E Reference Report: [C.F. 80 -Fin2003]
[ Bahagian "B" Checking Repaort
[ Bahagian "B" Checking Report [Excluded List]

[ Prepare diskette submiszion test file for C.P. 80

"Majikan’ File Name : [C:\M1234567_2013.Tut =
"Pekeria” File Mame : [C:\P1234567_2013.Tat =

[ Sum by details tranzaction [OT AShift/R D]
[ Prirt Allowwance Summary Report after Form E

|
Eenerate@ Cloze |
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Sample of [E Form Reference Report] for [Bahagian A]

TIMESOFT GROUP OF COMPANIES
2013 Form E Reference Report

BAHAGIAN A : MAKLUMAT BILANGAN PEKERJA BAGI TAHUN BERAKHIR 31 DISEMBER 2013

A1  Bilangan pekerja K} A2 ES;QESHP%E;EHE tertakluk 13
A3  Bilangan pekerja baru 3 A4  Bilangan pekerja berhenti 4

Bilangan pekerja yang Telah melaporkan kepada LHDNM? 1=Ya
A5 | berhenti kerja untuk AB (Jika A5 berkaitan) 2 = Tidak

meninggalkan Malaysia

A\

IMPORTANT NOTES!

This report is solely for your reference only and not to be submitted to IRBM.
Please fill up the E-Form provided by IRBM based on the information printed in this
[Form E Reference Report].
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Checking report for [Bahagian - A1] of E-Form.

TIMESOFT GROUP OF COMPANIES Date . 25/11/2013
Details For A1 Column: Bilangan Pekerja Usggg:zj r1.1A5TEP.
No. Employee Ho. Name Hired Date Termination Date Last Pay Date
1. 00o07TA TEST IMPORT BENEFIT IN KIND 20408/1980
2. 00104 ROSLIBIN ALI 150031983
3. 0030 KENNY GOH (RESIGNED NOW 2013) 0S08/1959
4, 0033 LIONEL LIM 02/06/1959
5. 0041 IRIS KOH 03/04/2000
6. 0056 BOBBY TAN Z108/2001
7. 0053 TERENCE LIM 02/05/2002
2. 0057 DERICK TAN 01/07/2002
5. 0059 ELAINE LONG 23092002
10. 0080 HENRY 05072004
11. nozz FEATHER CHONG 01/05/2005
12. 0083 HELEN {(ROUND/NOT ROUND C/F) mHZ008
13. 0110 CHEAH BING BING (CARRY FORWARD METHOD) 0Ain8/z007
14. 0112 CHENG LI 5IM 014072009
15. 0115 LEE XIN KIK 031172009
16. 0118 JACKIE TEE 030372010
17. 0120 FATIMAH Z5/04/2010
18. 02z SEDDIKI MOHD 18/06/2010
19. 2123 LYES SHU ZaM12010
20. coos CARRIE TAN 2402202
21. Dooot DAISY LEE 17/05/2011
22, EOMM EWVELYM SIM 241172011
23 K003 KEITH WONG 2412202
24, NOOD1 NATHAN CHENG 1705/2012
25, Nooon2 DARREN LOH 01988
8. NOOO3 GILBERT WANG 1021981
27 POOA PETER CHEN 1301172011
28. ROO4 Ry AN CHIN 20203
pra) 50001 TEST BONUS SALARY Z308/2011
30. SHOOM SHIRLEY LEONG 23012013
31. TOOZ TEST PROCESS BONUS 1702013

Checking report for [Bahagian - A2] of E-Form.

TIMESOFT GROUP OF COMPANIES Date : 25/11/2013
User I : MASTER
Details for A2 - Bilangan Pekerja Tertakluk Kepada PCB Page : 1
No. Employee Ho. HName Total Tax
1. 0O07A TEST IMPORT BEMEFIT IN KIND: 13,110.80
2. 0030 KEMNY GOH (RESIGHNED NOY 2013) 1,887.85
3. 0041 RIS KOH 24580
4, i DERICK TAN 207.70
=3 0e5 ELAIME LONG 7,0596.10
§. noe2 FEATHER CHONG 55,805.70
7. coos CARRIE TAN 15,300.00
3. E0O EVELYN SIM 44 550.00
9. Koo3 KEITH WONG 15,300.00
10. MO003 GILBERT WANG 18,816.00
11. PO PETER CHEN 18,750.00
12. RO04 R AN CHIN 2413.80
13. SHOO0 SHIRLEY LEQNG 1,805.00
19525275
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Checking report for [Bahagian — A3] of E-Form.

TIMESOFT GROUP OF COMPANIE S

Details For A3 Column: Bilangan Pekerja Baru

Date : 25M11/2013
User ID . MASTER
Page : 1

Ho. Employee No. Hame Department Code Hired Date
1. ROO4 R AM CHIN NOME 23092013
2. SHOOM SHIRLEY LEONG JBM 23012013
3. TOOZ TEST PROCESS BONUS NOMNE 1702013

Checking report for [Bahagian - A4] of E-Form.

TIMESOFT GROUP OF COMPANIE 3

Details For A4 Column: Bilangan Pekerja Berhenti

Date : 25M1/2013
User ID: MASTER
Page: 1

No. Employee Ho. Name Department Code Termination Date
1. 0030 KENMNY GOH (RESIGNED NOW 2013) SGBM 14M11/2013
2. 0020 HEMRY JBA 1540712013
3. 0120 FATIMAH SGAP 2202013
4. M2z SECDIKI MOHD JBM 17092013
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Sample of [C.P.8D] report.

Mama TIMESOFT GROUP OF COMPANIES MNo. I'u1ajik.an E1234587-09
(C.P. 8D - Pin. 2012)
PENYATA SARAAN DARIPADA PENGGAJIAN BAGI TAHUN BERAKHIR 31 DISEMBER 2013 DAN
MAKLUMAT MENGENAI POTONGAN CUKAI DI BAWAH KAEDAH-KAEDAH CUKAI PENDAPATAN
(POTONGAN DARIPADA SARAA 994
A B c n] E F G | H
Mo, Kad g;:;l:;u'?f“l::r:alfa;:pa Elsun / Perkuisit / Jumlah Potongan Cukai
Pengenalan/ barangan dan manfaat nilsi Pemberian / Manfast
. . . Pualis / Tentera / tempat kediaman tetap tids) Yang.Dlhecuallkan
Bil. Mama Fekerja Mo, Cuksi Pendapatan|Paspart termasuk tunggakan caraan Curkeai PCB CP 38
kasar tahun-tshunterdshulu)

R R R R
1 CARRIE TAN 120,000.00 0.00 15,200.00 0.00
2 DARREN LOH (OG 3158373102 5904950 15,200.00 0.00 0.00 0.00
2 DERICK TAN 14415151080 8207077227 2E8,880.00 4,200.00 207.70 58.50
4 ELAINE LONG B840702-71-8787 27 171.37 1,440.00 T.088.10 0.00
5 EVELYM SIM 180,000.00 0.00 44 .550.00 0.00
[+] FATIMAH T20417-10-7382 2284329 -400.00 0.00 0.00
T FEATHER CHONG 5G 15115151-05{0) 540215-10-7881 198,368.00 0.00 55,805.70 0.00
8 GILBERT WANG S 68582801-00 F51002-08-7012 134,100.00 0.00 18.818.00 0.00
: ] IRIS KOH 5G 114125208 TEOE30-14-5808 41,400.00 800.00 24880 0.00
10 |JACKIE TEE 5G 15115510-03{0) 580112088715 38,000.00 0.00 .00 0.00
11 |KEITH WONG 120,000.00 0.00 15,300.00 400.00
12 |KENNY GOH (RESIGNED MOV 2013) 5G 15283758-08{1) [971118-10-8750 58,875.11 0.00 1.887.85| 0.00
12 |MATHAM CHENG S 5590448807 &71221-08-7522 20,020.00 Q.00 0.00 0.00
14 |PETER CHEM 180,000.00 0.00 18,750.00 0.00
15 |ROSLI BIN ALI TI082T-14-T2TE 25,102.81 4,100.00 0.00 0.00
18 |RYAMN CHIN 20,909.08 .00 241280 0.00
17 |SEDDIK] MCHD TE0928-01-8177 24868320 2,700.00 0.00 0.00
18 |SHIRLEY LEONG E5,500.00 Q.00 1,805.00 0.00
18 |TEST BONUS SALARY 25,843.87 .00 0.00 0.00
20 |TEST IMPORT BEMEFIT IN KIND SG 434141400 820815-08-7181 127.120.00 2,000.00 13,110.80] 1,080.00
21 |TEST PROCESS BONUS T.870.00 Q.00 0.00 0.00
1,507,285.84 15.440.00] 18528278 152850
- 1507 266,84 1544000] 19529275  153850]

IMPORTANT NOTES!

Please note that only employees that meet one of the following conditions will appear in

[C.P.8D] report.

(a) The monthly gross taxable remuneration is RM2,500 and above (inclusive of bonus but
in respect of preceding years) for whichever month in the year 2013 OR

(b) Annual taxable remuneration is RM30,000 and above OR

(c) If the employee has PCB or CP39 contribution in any month of the year 2013
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Sample of [C.P.8D] checking report.

This checking report is for user to verify the amount in column [E], [F], [G] and [H] of [C.P. 8D] and it
will only capture employees that meet the required conditions to appear in C.P 8D.
Please scroll to the last page for the Grand Total amount.

[Allowance] = Allowance/Deduction Code with EA# from [1] to [21]

[Benefit In Kind Total (Taxable) EA01-EA21] = Any amount input in Benefit In Kind from row [B1]
to [B5]

[Total Amount] = [Basic+NPL] + [Overtime] + [Shift] + [RestDay] + [Allowance] + [Benefits In
Kind Total]

[Benefit In Kind Total (Non-Taxable) EA25] = Any amount input in Benefit In Kind on [Section G].
(Refer to Page 54 on how to define Taxable Remuneration)

(Refer to Page 55 to Page 61 on how to input/import Benefit In Kind amount)

Below is an example of checking report for employees who meet the requirement to appear in
[C.P.8D].

TIMESOFT GROUP OF COMPANIES
(C.P. 8D - Pin. 2013 ) - CHECKING DETAIL REPORT
From Period 201301 To Period 201312

Employe: Code : T00Z : TEST PROCESS BONUS Benefits In Kind Benefits In Kind
Total {Taxable Total {Mon
Manth Basic+ NPL Owertime Shift Rest Day Allowance EAD1-EA21 | [Total Amounl] Taxsble) EAZE | Tax (PCB] Tax (CP38]

) = > 4

201301 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
201302 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
201303 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
201204 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
201305 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
201308 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
201307 2.335.00 0.00 0.00 0.00 0.00 0.00 2.335.00 0.00 0.00 0.00
201308 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
201309 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
201210 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
201211 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2012312 2,335.00 0.00 0.00 0.00 2,000.00 0.00 5.235.00 0.00 0.00 0.00
Total - 4,670.00 000 000 000 200000 0.00 7,670.00 0.00 0.00 0.00
— =
G.Total 1,456 466 58 52625 [2550 65853 2378887 18.200.00 |1.507 268 84 1544000 18528278 1,538 B0
E | F | G | H
1507,266.84 ] 15,44000]  18520275] 13850
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Sample of checking report [Excluded Listing]

- This report shows employees who do not meet the requirement to appear in [C.P.8D].

TIMESOFT GROUP OF COMPANIES
(C.P. 8D - Pin. 2013 ) - CHECKING DETAIL REPORT | EXCLUDED LISTING
From Period 201301 To Period 201312 \
Employee Code : 0063 : TERENCE LIM Bfu"&m?r;lf!ﬂ: Be"ef'rt:t:] E;'L'I:
Month Basic + NPL  Overtime Shift Rest Day Allowance  EAM-EAZ1  Total Amoun  Taxable) EAZS  Tax (PCB] Tax (CP38)
201301 1,645.00 0.00 0.00 0.00 0.00 0.00 1,645.00 50.00 0.00 0.00
201302 1,645.00 0.00 0.00 0.00 0.00 0.00 1,645.00 50.00 0.00 0.00
201303 1,845.00 0.00 0.00 0.00 0.00 0.00 1,845.00 50.00 0.00 0.00
201304 1,845.00 0.00 0.00 0.00 0.00 0.00 1,845.00 50.00 0.00 0.00
201305 1,845.00 0.00 0.00 0.00 0.00 0.00 1,845.00 50.00 0.00 0.00
201308 1,845.00 0.00 0.00 0.00 0.00 0.00 1,845.00 50.00 0.00 0.00
201307 1,645.00 0.00 0.00 0.00 0.00 0.00 1,645.00 30.00 0.00 0.00
201308 1,645.00 0.00 0.00 0.00 0.00 0.00 1,645.00 30.00 0.00 0.00
201309 1,645.00 0.00 0.00 0.00 0.00 0.00 1,645.00 50.00 0.00 0.00
201310 1,845.00 0.00 0.00 0.00 0.00 0.00 1,845.00 50.00 0.00 0.00
201311 1,845.00 0.00 0.00 0.00 0.00 0.00 1,845.00 50.00 0.00 0.00
201312 1,845.00 0.00 0.00 0.00 0.00 0.00 1,845.00 50.00 0.00 0.00
Total : 22,140.00 0.00 0.00 0.00 0.00 0.00 22,140.00 500.00 0.00 0.00
G. Total:  150,855.50 0.00 0.00 0.00 733.30 0.00 191,689.80 5,600.00 0.00 0.00
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[C.P.8D] Text File

If you have selected to export C.P.8D data to text file in E-Form selection dialog box (Page 78),
system will export text file to a designated location after all reports have been generated on the
screen.

Text file export will be the last task performed by the system.
There will be two (2) text files to be exported.

The 1st file to be exported is the [Particulars of Employer].
Once the file is exported, system will display text file data on the screen.
Below is an example of [C.P.8D] employer’s data on Report Viewer.

—— F——

w Report Viewer ' - e
Fort Size |10 - Frirt | Setup | j'L Cloze
1234567 |TIMESCFEFT GROUP OF COMPANIES| 2013

Click on Close
button to export
the 2™ file.

The 2nd file to be exported is the [Particulars of Employee].
Once the file is exported, system will display text file data on the screen.
Below is an example of [C.P.8D] employees’ data on Report Viewer.

W Report Viewer - e

Fort Size (10 - Frirt | Setup | l—'LEIDse

arrIE TAN|||120000]0]15300]0

DARREN LOH||5904950]15200]0]0]0

DERICKE TAN|14415151060|620731|38880(4200|207 |58
ELAINE LONG||840702]27171|1440]7096]0

EVELYN SIM|||180000]0]44550]0
FATIMAH| | 790417 |22843]|400|0]0

FEATHER CHONG||540215]|198368|0]55805]0

GILBERT WANG||751002|134100]0|18816]0

IRIS KOH||750830]41400]600]249]0

JACKIE TEE||580112]36000]0]0]0

KEITH WONG|||120000]0]15300]400

KENNY GOH (RESIGNED NOV 2013)||671116|56675|0]|1887]0
NATHAN CHENG||671221|30020|0|0]0

PETER CHEN|||180000|0]18750]0

ROSLI BIN ALI||730627]25102]4100]0]|0

RYAN CHIN|||30909|0]2413]0

SEDDIKI MOHD||750926|24663|2700]0]0

SHIRLEY LECNG|||55500]0|1805]0

TEST BONUS SALARY|||35643|0]0]0

TEST IMPORT BENEFIT IN KIND||620615]|127120]2000[13110]1080
TEST PROCESS BONUS|||7670]010]0
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ANNEX A - Carry Forward Leave Methods

Carry Fanward Leave Methods Ore reafithout BAF)

One earMyithout BAF]

b awimnum Days CAFManual]
M awirnum Day CAF [Allocation)
Maone

b awirmum Day C/F [By Percentage)

a) All (Balance Leave)

Select this option if you want to carry forward ALL annual leaves from year 2013 to 2014.

2013 YTD Balance is 22.50.

Period: 201312 Ful  Curr ¥TO Total YTD  ¥TD
Code Description Entitle  Entitle Adju B/F Forfeit Entitle  Entitle Taken Balanc
|ANNU ﬂ|;I.I.LI=LLE=‘-.-’E |22_cc |zn.ﬁs | 0.00 | 7.00 | 0.00 |21_nu |2s.33 550 |22_~:c

Screen shot below shows the expected result of BF in Year 2014 after carry forward all leave

balances.

Period: 2014 Ful  Curyr YD  Total YT  ¥YTD
Code Description Entitle  Entitle  Adju BIF orfeit Entite  Entitle Taken Balance
|ANNU ﬂ|:|.|.u=|_ LEAVE |22.c: |22.un | |22.5u | 0.00 |2.uu |2c.€: 0.00 |2;.-::

b) One Year (Without B/F)

Carry forward leave earned in year 2013 only.

If B/F2013 is greater or equal to YTD Taken 2013, then CF2014=YTD Entitle 2013.
Below screenshot shows B/F=7.00 whereas YTD Taken=5.5days.

Unutilized B/F of 1.5days will not be carried forward to 2014 and shall be forfeited.

Period: 201312 Ful  Cur¥r ¥TD  Total YD ¥TD
Code Description Entitle  Entitle  Adju B/F Forfeit Entitle  Enfitle Taken Balance
|ANNU j|:|.|.LI:LLE:‘-.-E |22.:c |zn.ﬁs | 0.00 | 7.00 | 0.00 |21.ou |28.33 .50 |22.-::

Screen shot below shows the expected result of BF in Year 2014 where only leave earned in
2013 which is 21.00 days will be carried forward to 2014.

Period: 2014 Ful  Curr ¥ID Total YTD  ¥TD

Code Description Entitle  Entitle  Adju BiF orfet Entile  Entitle Taken Balance

|ANNU j|=|.|.u=|_ LEAWE |22.cc |22.uu | |21.uu | 0.00 |2.uu 23.00  [o.00 23.00
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c¢) Maximum Days C/F (Manual)

Carry forward annual leave based on user-defined value or actual leave balance whichever is
lower. In the below example, we set the maximum days Carry Forward as 6.

D atabaze Year IEEH 4

Toround Carry Forward Annual Leave 7 INDt A ound LI

Cary Forward Leave kMethodz IMa:-:imum Davg CAFManual] ;I
Max Carry Forward [0..180 days/hours) |6

Period: 201312 Ful  Cur¥r ¥TD  Total YD ¥TD
Code Description Entitle  Entitle  Adju B/F Forfeit Entitle  Enfitle Taken Balance
IANNU j|,a-mnu,-;-L LEAVE |22.|:c |2u.55 | 0.00 | 7.00 | 0.00 |21.ou |zs.uo .50 |22.s|:

Screen shot below shows the expected result of BF in Year 2014.
Only 6.00 days will be carried forward to 2014.

N\
Period: 2014 Full  Curr YTD  Total YTD  ¥TD
Code Description Entitle  Entitle  Adju BIF orfeit Entitle  Entitle Taken Balance
IANNU jIANNUAL LEAWE |22.|:|3 |22.uu| | B.Dﬂl 0.00 |2.uu |s.ou ||3.|:|3 |s.|:|:

Below are additional 2 scenarios for your reference.

Scenario #1 Scenario #2

2013 Annual Leave Balance: 11.5 days 2013 Annual Leave Balance: 4 days

Max Carry Forward: 6 days Max Carry Forward: 6 days

Annual Leave CF to 2014 = 6 days Annual Leave CF to 2014 = 4 days
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d) Maximum Day C/F (Allocation)

Carry forward number of days allowed must be pre-defined in Leave Setup =» Leave Allocation
= [Maximum Accumulated BF] column.

In the below example, employee’s years of service fall under 8 years and above in which we have
pre-set the maximum carry forward leave allowed is 10 days.

E Entitlement Allocation

-

(=] -

Leave Scheme Cade :

Service Year

MGR-EXE

-]

Service Year Entitlement Brought Fonward

From To Entitlement| M aximum Curent Year | =
Years Years Days Accumulated BF| Carry Forward
0 g 18 5
= Employee years of
L Ll 8 33 2z 10 service fall under 8
] o 0 0 years and above
I:I (wl fw]
N 0 Leave Schem  |MGR-EXE  MANAGER / EXECUTIVE
—_ a Hired D ate M/05/2005 [ 8 years 8 months ]
0 o o
| 0 0 0
Period: 201312 Ful  Curr ¥TO Total YTD  ¥TD
Code Description Entitle  Entitle Adju B/F Forfeit Entitle  Entitle Taken Balance
|ANNU ﬂ|;I.I.U:L LEAVE |za.cc |zn.ﬁs | 0.00 | 7.00 | 0.00 |21_cn |2s_cc | 50 |zz.~:c
Screen capture below shows the expected result of BF in Year 2014.
Only 10.00 days will be carried forward to 2014.
Period: 2014 Ful  CurYr ¥YTD Total YT  YTD
Code Description Entitle  Entitle  Adju BiF orfeit Entitle  Entitle Taken Balance
|ANNU j|=|.|.u=|_ LEAVE |22.:c |22.uu | | 10.00 | 0.00 |2.|:c |12.:: 0.00 |12.::
e) None
Balance leave are not allowed to be carried forward to following year.
All unutilized annual leave balances will be forfeited.
Period: 201312 Ful  Cur¥r ¥TD  Total YD ¥TD
Code Description Entitle  Entitle  Adju B/F Forfeit Entitle  Enfitle Taken Balance
|ANNU j|:|.|.u:L LEAVE |22.:c |zn.ﬁs | 0.00 | 7.00 | 0.00 |21.c|: |2s.:: .50 |za.-::
Screen capture below shows the expected result of BF in Year 2013.
No leave balance will be carried forward to 2013.
Period: 2014 Ful  Curyr YD Total YTD  YTD
Code Description Entitle  Entitle Adju BIF orfeit  Entitle  Entitle Taken Balance
|ANNU ﬂ|;I.I.U=L LEAVE |zz.cc |22.un | | 0.00 | 0.00 |2.cn 200 0.00 200
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f) Maximum Day C/F (By Percentage)

Carry Forward By Percentage must be pre-defined in Leave Setup =» Leave Allocation =
[Maximum Accumulated BF] column.

If Maximum Day C/F (By Percentage) is selected during Initialize New Year, then, the information
set in Maximum Accumulated BF column will be treated as percentage.

The computation of leave balance allowed to be carried forward is only based on current year
entitlement.

In the below example, employee’s years of service fall under 8 years and above in which we have
pre-set the maximum carry forward leave allowed is 10.

E Entitlement Allocation l = |£h

o

Leave Scheme Code |MGH'E><E j
Service Year  Service Year Entitlerent Brought Faonward
From To Entitlement| M aximum Curent Year | =
Years Years Days Accumulated BF| Carry Forward
1] a 13 a
» a 99 72 10 Employee years of
M= service fall under 8
_ 0 0 0 years and above
I:I (wl fw]
N i Leave Schem  |MGR-EXE  MANAGER / EXECUTIVE
(- a Hired D ate /05,2005 [ 8years 8 months ]
1] o o

The computation of leave balance allowed to be carried forward is only based on current year
entitlement (YTD Entitle) > 21.00 x 10% = 2.10 days

Period: 201312 Ful  Curr ¥TD 3l YTD YD
Code Description Entitle  Entitle Adju B/F Forfeit Entitle niitle Taken Balance
|ANNU ﬂ|;I.I.LI=LLE='-‘-"E |za.cc |zn.ﬁs | 0.00 | 7.00 | 0.00 |21_cn |zs_cc 550 |zz.~:c

Screen capture below shows the expected result of BF in Year 2014.
The rounding method selected is Not Round.
Therefore, 2.10 days will be brought forward to Year 2014.

Period: 2014 Ful  Cur¥r YTO  Total YTD  YTD
Code Description Entitle  Entitle  Adiju BIF orfeit Entitle  Entitle Taken Balance
|ANNU ﬂ|=I.I.U=L LEAVE |za.cc |22_uu | | 210 | 0.00 |2.nn |¢.1c 0.00 410

Screen capture below shows the expected result of BF in Year 2014.

The rounding method selected is Round.

Take note that the Rounding formula will be based on the method you have pre-set in Leave
Setup - Leave Administration - [Current Leave]

Assuming you have set the below rounding method in Leave Setup.

Current Leave |E. Half [« 05=0ar>=058=1] j

Therefore, 2.10 days will be round down to 2.00. Year 2014 B/F shall be 2.00 days.

Period: 2014 Full  Cur’r YID Total YTD  YTD

Code De=cription Entitle Entitle  Adju BiF Forfeit Entitle  Entitle Taken Balance

|ANNU ﬂ|=I.I.LI=L LEAVE |.az.cc |22.uu | | 2.00 | 0.00 |2.cu 4.00 0.00 4.00
-90 -

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



TIMES

SOFTWARE YEAR END WORKSHOP 2013

ANNEX B - Options In Initialize New Year

a) Initialize Employee’s Calendar in New Year (Also applicable to Payroll

Select the checkbox to create employees’ working calendar for year 2014.
This option should be checked if this is the first time you run this process.

[v Initiahize Emploves's Calendar in Mew Year. [4lzo apphcable to Payroll]

b) Carry Forward Leave Method to exclude Annual Leave Adjustment

Select the checkbox to exclude adjustment leave in your CF leave.
By default, it should be without check, which means leave adjustment will be automatically
included into your Carry Forward leave.

[ Carmy Fonward Leave Method to excludes Annual Leave Adjustment.

Full YTD  Total YTD YTD
Code Description Entitle IF Forfeit Entitle  Entitle Taken Balance
|ANNU ﬂ |=I.I.L|=L LEAVE [18.00 0.00 | 0.00 [16.00 |1s.:: 5.50 |11.~r:

c) Initialize Public Holiday?

Remove the check if you do not want system to auto-insert Timesoft pre-set of 2014 National and
KL public holiday into your database.

[v Initialize Public Haoliday™?

d) Initialize Leave Entitlement?

Remove the check if you are not using leave module so system will not create Leave Entitlement
for every employee. In doing so, it saves the users’ time when performing Initialize New Year task.

[v Initialize Leave Entitlement™?

e) Initialize Employee’s Cost Centre Allocation Table

Select the checkbox to duplicate Cost Centre Allocation from period 201312 to all periods in
2014.

This option should be checked if this is the first time you run this process after you have
completed Dec 2013 payroll processing.

[v Initialize Employee's Cost Centre Allocation T able.
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f) Initialize EPF/Levy Table?
Select the checkbox to duplicate EPF/SOCSO settings from 2013 to 2014.
This option should be checked if this is the first time you run this process after you have
completed Dec 2013 payroll processing.

[v Initialize EPF/Levy Table?

g) Initialize Company Parameters/HRD Table?

Select the checkbox to duplicate Company Parameters/HRD settings from 2013 to 2014.
This option should be checked if this is the first time you run this process after you have
completed Dec 2013 payroll processing.

[v Initiahize Compary Parameters/HRD T able?

h) Initialize Hours/Day Table?
Select the checkbox to duplicate Hours/Day Table settings from 2013 to 2014.
This option should be checked if this is the first time you run this process after you have
completed Dec 2013 payroll processing.

[v Initialize Hours/Dray T able?

i) Initialize OverTime Table?

Select the checkbox to duplicate OverTime Rate Setting settings from 2013 to 2014.
This option should be checked if this is the first time you run this process after you have
completed Dec 2013 payroll processing.

[v Initialize OverTime T able?

j) Initialize Shift Table?

Select the checkbox to duplicate the Shift Rate Setting settings from 2013 to 2014.
This option should be checked if this is the first time you run this process after you have
completed Dec 2013 payroll processing.

[v Initialize Shift Table?

k) Initialize Rest Table?

Select the checkbox to duplicate RestDay Rate Setting settings from 2013 to 2014.
This option should be checked if this is the first time you run this process after you have
completed Dec 2013 payroll processing.

[v Inihahze Rest Table?
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1) Initialize Allowance/Deduction Table?:

Select the checkbox to duplicate the Allowance/Deduction settings from 2013 to 2014.
This option should be checked if this is the first time you run this process after you have
completed Dec 2013 payroll processing.

[v Initialize Allowance/Deduction T able’?

m) Initialize Pay Group Setting?:
Select the checkbox to duplicate Pay Group settings from 2013 to 2014.

This option should be checked if this is the first time you run this process after you have
completed Dec 2013 payroll processing.

[v Initialize Pay Group Setting?
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ANNEX C - Explanation on Bonus Method

By Calendar / By Pay Period / By Calendar-Periodical

*By Calendar : Based on the Calendar year
(01Jan 2013 to 31 Dec 2013)

*By Pay Period : Based on the employee’s pay group’s period
(Eg: 21 Dec 2012 to 20 Dec 2013)

*By Calendar - Periodical : Based on the company financial period
(Eg: 01 July 2012 to 30 Jun 2013)

Below table shows the difference among the 3 types of Bonus Run Method:
BY CALENDAR BYPAY PERIOD BY CALENDAR —
PERIODICAL

Period1 01/01/2013 31/01/2013 | Period 1 21/12/2012 20/01/2013 | Peried1 01/07/2012 31/07/2012

Period2  01/02/2013 28/02/2013 | Period2 21/01/2013 20/02/2013 | Period2 01/08/2012 31/08/2012

Period3  01/03/2013 31/03/2013 | Period3 21/02/2013 20/03/2013 | Period3 01/09/2012 30/09/2012

Period4  01/04/2013 30/04/2013 | Period 4 21/03/2013 10/04/2013 | Period 4 0L/10/2012 31/10/2012

Period 5  01/05/2013 31/05/2013 | Peried 5 21/04/2013 20/05/2013 | Period 5 01/11/2012 30/11/2012

Period 6  01/06/2013 30/06/2013 | Period 6 21/05/2013 20/06/2013 | Period 6 01/11/2012 31/12/2012

Period 7  01/07/2013 31/07/2013 | Period 7 21/06/2013 20/07/2013 | Period 7 01/01/2013 31/01/2013

Period 8  01/08/2013 31/08/2013 | Period3 21/07/2013 20/08/2013 | Pericd 8 01/02/2013 28/02/2013

Period®  01/09/2013 31/09/2013 | Period 9 21/08/2013 20/09/2013 | Peried® 01/03/2013 31/03/2013

Period 10 01/10/2013 30:10/2013 | Period 10 21/09/2013 20/10:2013 | Period 10 01/04/2013 30/04/2013

Period 11 01/711/2013 30:11/2013 | Period 11 217102013 20/11/2013 | Peried 11 01/05/2013 31/05/2013

Period 12 01/12/2013 31/12/2013 | Peried 12 21/11/2013 20/12/2013 | Period 12 01/06/2013 30/06/2013
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ANNEX D - Explanation on Bonus Payment By

Below are few cases which differentiate Base Salary/New Base Salary/New Base Salary(Last Year).

CASE 1: Bonus Run at Period Dec 2013

Code Department| Category| Occupation |Inc Date Paid Date |Old Pay Increment Hew Pay| Se *
FJOIN SABAH-AD | NNMGT FSUP 23082011 | 2300872011 1530.00 0.00 1530.00 | NC
INCR SABAH-AD | NNMGT FSUP 20z | o122 15&0.00 400.00 2380.00 | NC
INCR SABAH-AD | NNMGT FSUP MMN20M2 | nzm2 2380.00 200.00 2580.00 | NC
INCR SABAH-AD | NNMGT FSUP 0012013 | 0102013 2580.00 250.00 2830.00 | NC
b | NOME SABAH-AD  NNGT FSUP 2E0M2013 25012013 I 2830.00 I 150.00 I 2520.00 'IE

Base Salary New Base Salary

New Base Salary

CASE 2: Bonus Run at Period Jan 2014 (st Ve
\ o\
Code Department| Category| Occupation| Inc Date Paid Date |Old Pay Inc:remé\ \ Hew Pay| Sectio *
FIOIN |SABAH-AD  NMGT | FSUP 230082011 | 23/08/2011 | 1530.00 0. 1530.00 NONE
INCR  |SABAH-AD |NMGT | FSUP 01/01/2012 | 01/01/2012 | 1980.00 400.0 2380.00| NONE
INCR  |SABAH-AD |NMGT | FSUP 01M0/2012 | 01/10/2012 | 2380.00 200.0 2580.00| NONE
INCR  |SABAH-AD |NMGT | FSUP 01/01/2013 | 01/01/2013 | 2580.00 250.00 2830.00 NONE
P(NOME  |saBAH-AD NMGT | FsuP 25/01/2013 | 25/01/2013 | 2830.00 150.00 2980.00 NPNE
NONE |SABAH-AD NMGT | FSUP 13/01/2014 | 13/01/2014 [ 298000 | 300.00 3280.00 NDNE
Base Salary New Base Salary

New Base Salary

CASE 3: Bonus Run at Period Jan 2014 destesy
\ O\
Code Department| Category| Occupation| Inc Date Paid Date |Old Pay Inc:rer\ \t Hew Pay| Sectio *
FJOIN |SABAH-AD NMGT  FSUP 2082011 | 23082011 1530.00 1530.00 NOME
INCR SABAH-AD (NMGT | FSUP 01/01/2012 | 01/01/2012 | 1980.00 400! 2380.00 NOME
INCR SABAH-AD (NMGT | FSUP D1A02012 | 0102012 | 2380.00 2008 2580.00 NOME
INCR SABAH-AD (NMGT | FSUP 01/01/2013 | 01/01/2013 | 2580.00 250.00 2830.00 NONE
B|HNONE |SABAH-AD NMGT | FSUP 25012013 | 25012013 | 2830.00 150.00 NOME
NOME |SABAH-AD NMGT  FSUP 1301/2014 |1301/2014 | 2980.00 300.00 3280.00 NONE
NOME |SABAH-AD NMGT  FSUP 01/02/2014 uwuzrzm{ 3zsu.uu| 15u.uu| 343[!.IIIIIIINDNE i

Base Salary New Base Salary
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ANNEX E - Explanation on Bonus Calculation By

**Bonus Calculation by: Service Month

Hired date :17/05/2013 Basic Salary :RM 2,335
Bonus factor o | Cut Off Bonus : December 2013
Bonus method by : Service Month Service Month Cut Off :15

The bonus amount will be computed as follows:

?2 X RM 2,335x1= RM 1556.67

Month of May 2013 will be included in the bonus pro-rate computation if service month cut-off
is setas [15].

Employee hired date was [17/05/2013].

From 17/05/2013 to 31/05/2013 is equal to 15 calendar days.

@ Bonus Run for Period 201312 o P S

: Bonus Parameter ] Group | Individual | Update Bonus Factor |

Bonus Code BOMLU -

Bonuz kethod |B_'.' Calendar j

Cut Off Borws [kMth/Period] 12123

Default Bonus Factor from Update Employee

Banus Factor 1 if '0" Bonus Factor is entered.

Bonus Payment by |New Baze Salary ﬂ

Bonus Armount _

=
Which period to pay bonus |Separate|_l,l /\}J/\
Bonus Calculation By |5E!r'--'iCE FManth M
: | "0" Mo Cut Off Day apply.

Service Maonth Cut Off Day 15 < 21" Must work for FULY Complete Month

Rounding Formula ]Nn:lne L] r
TIMESOFT GROUP OF COMPANIES Date  :24/11/2013
Bonus Run for 2013 To 1272013 User ID : USERID : MASTER
Pay Bonus Based on  : Mew Base Salary Page :Page1of1
Bonus Payment Method : By Calendar
Bonus Code : BONU
Bonus Factor 1
;T;?yff iil—yHoc " Expected result

Service Workin Wariable ariable
Employee Name Type Base Wage § Factorf Hired Date §TermDate Wth/Days Hours/Day. Bonus Amouni Bonus1 Bonus2

Too02 TEST PROCESS BONUS S 2,335.00 1.008 17/05:2013 i 0.00 1,556.67 0.00 0.00
Total Employees Processed : 1 Total Bonus 1556.67 0.00 0.00
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**Bonus Calculation by: Calendar days

Hired date :17/05/2013 Basic Salary :RM 2,335
Bonus factor o | Cut Off Bonus :December 2013
Bonus method by : Calendar Days NPL : 4 days

The bonus amount will be computed as follows:

Total calendar days = 365 days
Actual calendar days = (15+30+31+31+30+31+30+31) less 4 days NPL = 225 days

?é:xRM 2,335x1=RM 1439.38

- _
T Bonus Run for Period 201312 [ESRIE

Bonus Parameter lGroup ] Individual 1 Update Bonus Factorl

Bonus Code : BOMU -

Bonus Method |E_I.J Calendar j
Cut 0ff Borus [Mth/Period) [ 12{2m3

Default Bonus Factor from Update Employee

Bonus Facter 1 if '0" Bonus Factor is entered.
Bonuz Payment by |New Base Salay ﬂ
|| Bonus Amaunt _
=

Which period to pay bonus |Separately

Calendar Days

Bonus Calculation By

Semice Month Cut Off Day

|15 A] L Ly |J|:I|'H'.
*1'31" Must work for FULL Complete Month

Pay Bonus Based on  : New Base Salary
Bonug Payment Method : By Calendar

Rounding Formula |N|:|ne LJ
i EPF Rate |Eurrent “'ear EFF LJ
Variable Bonus Code Setting
Yanable Bonus 1 “anable Bonus 2
Leave Exclusion Exclude Bonus Condition
: [ Excludes Unconfirmed Staff?
[ ErCge ook Leave [ Excludes Employes Hired After 5
[ Exclude Annl Leave [ Excludes Ermplovee Resigned &fter -
[ Exclude Abzent Leave - :
I
TIMESOFT GROUP OF COMPANIES Date  : 24/11/2013
Bonus Run for 2142013 To 1202013 User Il : USERID : MASTER

Page :Page1of1

Bonus Code : BONU
Bonus Factor 1
Cut-Off Day o0
Query : AD-HOC Expected result

Service Working ‘fariable  ‘ariable
Employee Name Type BaseWage Factof Hired Date fTerm Datef Mth/Days fHours/Daysy Bonus Amouni § Bonusi Bonus2
TOO2 TEST PROCESS BONUS S 2,335.00 1.0 17/05/2013 225 0.00 1,438.38 0.00 0.00
Total Employees Processed : 1 otal Bonu 1439.38 0.00 0.00
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**Bonus Calculation by: Working days
Hired date :17/05/2013 N
Bonus factor i1 Total Working Days in the year
Bonus method by : Working Days can be checked by referring to
Basic Salary : RM2, 335 the Pay Group in Payroll Setup
Cut Off Bonus : December 2013 J
NPL : 4 days

Period |Start-Date |Mid-Date |End-Date |1stHalf |2rd Half Total =
1 2013 01203 184012013 | 31042003 11.0 120 23
201302 | A02/213 1540242013 ) 28/02/203 11.0 a0 20
201303 | 01/03/2013 1540342013 | 3140342003 11.0 10.0 21
20304 A0/ 1594042013 300442013 11.0 11.0 22
| 2305  MA05/2013 ) 15405/2013 | 31/05/2013 11.0 120 23 Total working days
| 201308 | 01/06/2013 | 15/06/2013 | 30/06/2013 00 100 20 il
201307 | A07A213 154072013 3140742 11.0 120 23 pattern is 261 days
201308 | 01/08/2013 1540842013 | 31/08/2003 11.0 11.0 22
201309 | 01/09/2013 150942013 | 3040942003 10.0 11.0 2
201310 | A0A2m3 15042013 31104203 11.0 120 23
2013 mAA23 15142013 30114203 11.0 10.0 21
20312 MAZEME (1512203 322013 10.0 120 22 -

The bonus will be computed as follows:

Total working days in the year:

(22421+22+21+423+21+22+23+20+23+22+21)= 261 days

Actual days worked:

(11421+22+23+20+23+22+21) less 4 days NPL= 159 days

159

——XRM?2335x1=RM 1422 .47
261
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i = = -
T Bonus Run for Period 201312 ESREERC

Bonus Parameter lGroup ] Individual 1 Update Bonus Fa{:tor1

Bonuz Code BOMLI -

B oruz Method |B_I,l Calendar j
Cut Off Bonus Mth/Period) | 12[2m3

1 Default Bonus Factor from Update Employee
if ‘0" Bonus Factor is entered.

Baoruz Factar

Bonus Payment by |New Baze Salay L]
Bonus Armount _
Which period to pay bonus 15'E*F'E"at3|.'r' LJ

Bonus Calculation By "wiorking Days -

. —
Service Month Cut 0 Day |15 (5] 3" pauset wnrk foor FAILL Complete Month
Rounding Farmula INDHE LJ

EFF Rate ]Eurrent “Year EFF LJ

—Variable Bonus Code Setting

Yariable Bonus 1 “ariable Bonus 2 |

Leave Exclusion 1 Exclude Bonus Condition
i ! | Excludes Unconfirmed Staff?
[ Ewxcludes Emplayes Hired After | j
[ Exclude Annl. Leave [T Excludes Emploves Resigned After | _vJ
[ Exclude Abzent Leave — o ;
<F4z-Delete code <lngerty - Add Code Clear Record | Trial Run | " Process | l—'L Cloze |‘

TIMESOFT GROUP OF COMPANIES Date 24112013
Bonus Run for C12013 Te 122013 User D : USERID : MASTER
Pay Bonus Baszed on  : New Base Salary Page :Page1of1
Bonus Payment Method : By Calendar
Bonus Code - BONU
Bonus Factor o1
Cut-Off Day 0 Expected result
Query : AD-HOC

Service Workin Variable  Wariable
Employee Name Type BaseWage Factorl| Hired Date frerm Date BMth/Days BHours/Daysy] Bonus Amouni § Bonusi Bonus2
TO02 TEST PROCESS BONUS S 2,335.00 1.008 17/05/2013 159 D.D! 1,422.47 0.00 0.00
Total Employees Processed : 1 Jotal Bonu‘ 142247 0.00 0.00
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ANNEX F - Import Bonus Using Excel/CSV File

Alternate to processing bonus using Standard Bonus Run / Process By Group / Process By Individual,
users have an option of importing Bonus amount from Excel/CSV file.

To do importing, firstly, you need to prepare your data in an Excel/CSV file.

Below is an example of bonus data in Excel file.

Your data must start from Row 1 and no file header is required.

Amount column must not contain currency symbol and comma.

In the file example below, Column A is Employee Code and Column B is Bonus amount.

A B
1 MNOooo1 2000
2 00104 500
3 00104 3000

After preparing the Import file, user need to decide which cycle you would like the Bonus amount to
appear i.e. MID, END or BONUS.

Example of scenarios:
(a) If your monthly payroll consist of END only, and you wish to import Bonus amount to BONUS
cycle, please run Process Pay Record for [END] and then follow by [BONUS] cycle.

(b) If your monthly payroll consist of END only, and you wish to import Bonus amount to END cycle,
please run Process Pay Record for [END] cycle.

(c) If your monthly payroll consist of MID and END, and you wish to import Bonus amount to BONUS
cycle, please run Process Pay Record for [MID], and next [END], then follow by [BONUS] cycle.
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Below steps explain how to import Bonus from Excel /CSV file to Bonus cycle.

1. Select cycle as [E] and your desired period to process Bonus.
Y |

User I |M.&STEH

Paszward I""

Period 201312 2{/[E ~] |

Change Login Password

| LCancel |

3¢ Logout |

2. Go to Process Payroll - [Pay Record]

Process Payroll Report Writer

Pay Record ~
Bonus Record

Special Record

3. Click on [Process] to start processing Pay Record.

i
Period Initiall 2013 o

Process Pay Transaction

{" Reprocess earlier selected staff without clearing variable entries.
(" Reprocess earlier selected staff with clearing varable entries.

(% [onot reprocess earlier selected staff.

Clear record | ’ g/ Erl:u:essl Cancel

—
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4. Once Process Pay Record is completed, go to Process Payroll - [Bonus Record]

Process Payroll Report Writer
I

Pay Record
Bonus Record &
Special Record

5. If you want to import the Bonus data using Excel /CSV file, you need to process Bonus Run based
on below settings:
[Bonus Factor] =0
[Bonus Payment By] = Fixed Amount
[Bonus Amount] = 0
[Which Period To Pay Bonus] = Separately
[Bonus Calculation By]| = None
Ensure the list in [Group], [Individual] and [Update Bonus Factor] tab is empty.
Once you have finished your setup, click on [Process].
The reason to process the bonus cycle with zero amounts is to prepare an ‘Empty Template’ for
subsequent bonus import.

— -
Bonus Run for Periodm [ == ﬂj

Bonus Parameter lGronp ] Enr.i'widuall Update Bonus Factor1

Boruz Code : BOMU -

o |

Bonus Method 18}' Calendar L]
Cut O Borus [Mth/Perind) |12 2013
Bonus Factar 0 ﬁﬁ&"%ﬂg&ﬁ te Employee
Borus Payment by 1Fi:-:ed Amount L]
Bonus Amavint J—ﬂ-
Which period to pay bonus 1Separately Lj
Borus Caloulation By lNune Lj
—
Service Month Cut Off Day m :g;vuncuﬁﬂrgafzfgﬂﬁ Complete: Mouth
Rounding Formula lNDne Lj
EFF Rate ]Eunent ‘r'ear EFF Lj

—Variable Bonus Code Setting

Yanable Bonug 1 Wariable Bonus 2

Exclude Bonus Condition
[~ Ewxcludes Uncaonfirmed Staff?

[ Excludes Emploves Hired After "]
[T Excludes Emploves Besigned After l -

¥ Exclude DailyHourly Pay Type

<Fd> Delete code <Inzert: - Add Code ElearHecnrd| Trial Run ] v Erocexs] I'LEIDSE |
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6. Once Process Bonus is completed, if you login to [Bonus] cycle, there will be a Bonus code with
0.00 amount.

g [Mud'EPayRecard]-Curren; PE Cycle:B! l - Lo o e S

Employee # ITI}IJZ vI Mame # ITEST PROCESS BONUS j Quick Menu
Leave Record Period IQIIIEHI- j
Pay Group |STD Other Cycle E Paid Monthly Period 12/8  Type: 2-SN  EPF Class [CLASS
|1E.E|'E Daily Rate I =R Hourly Rate I 11.97
Code Description Amount -
| JIB0 -=-| BONUS * 0.00
~EPF & 50CS0 Contribution Total Wages

EREE | 000  000| Total mlow| 000
ErEsVol | 000 000 Total Dedl—lil-.lil-l]-
SocsoErEe| 000 000 EPFwage] o000
HRD | 0.00 S0CS0 wﬂgel—m

@ @’I ?_3 Gross Wage I—EI-I}EI-

CASH H| 4 | )| H| HeﬂWageI 0.00
E Save x Cancel l-LgEISE

B ank e Recalculate

7. Next, go to Custom Add-On - [Bonus/Allowance Data Import]

Bonus/Allowance Data Import

Benefit In Kind
Generate E-EA

Irport Career Data
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8.

[
(
(
(
(

Bonus/Allowance Data Import] dialog box will appear on the screen.
a) Select Bonus allowance code from [Code] selection list.
b) Click on [browse] to select import file.

c) Select pay period as [Bonus] since we are importing into BONUS cycle.
d) Define respective column for Employee Code and Amount.

From the Excel file example below, [Employee Code] in Column A and [Amount] in Column B.
(e) Click on [Process] to start importing.

E BonusfAllowance Data Import 201312

S]]

Code BOMU g :)

Filenarmne |E:"aLIsers'\carmen.cheah'\DesktanearEr'u:l Briefing (=

HNote : System will read data start from ROW number 1

Fay Period
" Mid Manth

(" End Manth (" Special

Ewscel Format

Emplovest Column |4 ( :) Amount Calurn B ( :)
Print @\/ Frocess |

=
IL Cloze |

Excel File l

A B
1 |NOOO1 2000
2 |0010A 500
3 Too2 3000

9. Click on [OK]. Then, you can proceed to check the Bonus amount in Modify Bonus Record.

E Bonus/Allowance Data Import 201312

2

Code BOMU -

| Information
Note: S -

Pay Period
(" Mid ko

" End Mo

Excel Format

Employeett Calumn &,
Frint

Filenarne |E:'\L|sers'\carmen.cheah'\DesktanearEnd Briefing E;-|

28

Amaount Colurn |E

../ Process

fL Cloze |

-
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10. Go to Modify Record - [Modify Bonus Record]

Modify Record Quer i
Modify Pay Record

Madify Bonus Record &
Muodify Special Record
11. Bonus amount is shown under [Allowances/Deductions] section.

G [ Modify Pay Record ] - Current Proceseed Cycle B :[ BN

ey
|

Employee # ITIZII}Z vI Hame # ITEST PROCESS BONUS j Cuick Menu
Leave Record Period [201312 ~|
Pay Group |S'I'III Other Cycle E Paid Ir—'lnnthr;.f Period |12.l'E| Type: IZ-SN EPF Class |[CLASS
I1E.|}5 Daily Rate I ik Hourly Rate I i 2T 8
Allowances | Deductions
Code Description Amount I
| 1 BO | BONUS * 3000.00
N
(4
Expected result after import I.i
—EPF & S0C350 Contribution —Total Wages
FREE | 28700 -336.00 | Total Allow 000 ||
EreVol | 000 000  Total Dedl 0.00
SocsoErEe| 000 000 | EPFWage 3000.00
HRD | 0.00 S0CS0 wﬂgel 0.00
Q;;! EI Q;;! Gross Wage J000.00
CASH - | 4 | 3 | bl | Nett Wage 2664.00
Bank e Recalculate E Save x Cancel j-_L Cloze
N m r = — —
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ANNEX G - EA Column Guide

The purpose of EA Column Guide is to help user to setup which position the allowances/deductions should
reflect in EA Form.

EA COLUMN GUIDE (Malay Version)

BAH BUTIR-BUTIRAN EA #
=3 PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN
1. Gaji kasar, upah atau gaiji cuti (termasuk gaji lebih masa) 1
Fi (termasuk fi pengarah), komisen atau bonus 2
Tip kasar, perkuisit, penerimaan sagu hati atau elaun-elaun lain 3
Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja 4
2. Nilai Manfaat atau kemudahan berupa barangan :-
(a) (i) Nilai kereta dan petrol 5
(if) Nilai pemandu 6
(b) Elektrik, air, telefon dan kemudahan lain 7
(c) Nilai manfaat rumah tangga :-
(i) Separuh lengkap dengan perabot, / penyaman udara/langsir/permaidani. 8
(i) Lengkap dengan perkakas dapur, pinggan mangkuk, peralatan atau 9
perkakas.
(iii) Butiran berasingan: Perabot dan kelengkapan 10
Perkakas Dapur 11
Hiburan dan Rekreasi 12
(d) Pembantu rumah dan tukang kebun 14
(e) Manfaat Tambang Percutian 15
(f) Lain-lain (misalnya makanan dan pakaian) 16
3. Nilai tempat kediaman 17
4. Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak 18
diluluskan
5. Pampasan kerana kehilangan pekerjaan 19
(e PENCEN DAN LAIN-LAIN
1. Pencen 20
2. Anuiti atau Bayaran Berkala yang lain 21
- PEMBAYARAN TUNGGAKAN DAN LAIN-LAIN BAGI TAHUN-TAHUN 22/23
TERDAHULU (SEBELUM TAHUN SEMASA)
n ELAUN / PERKUISIT / PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAI 25
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EA COLUMN GUIDE (English Version)

PART PARTICULARS EA #
EMPLOYMENT INCOME, BENEFITS AND LIVING ACCOMODATION
1. Gross salary, wages or leave pay (including overtime pay) 1
Fees (including director fees), commissions or bonuses 2
Gross tips, perquisites, awards/rewards or other allowances 3
Income tax borne by the employer in respect of his employee 4
2. Value of benefits-in-kind:-
(a) (i) Value of motorcar and petrol 5
(i) Value of driver 6
(b) Electricity, water, telephone and other benefits 7
(c) Value of household benefits::-
(i) Semi-furnished with furniture*/air-conditioners*/curtains*/carpets* 8
(i) Fully-furnished with kitchen equipment, crockery, utensils and 9
appliances
(ii) Separate ltems: Furniture and fittings 10
Kitchen equipment 11
Entertainment and recreation 12
(d) Household servant and gardener 14
(e) Benefit of leave passage for travel 15
(f) Others (for example food and garments) 16
3. Value of living accomodation provided 17
4. Refund from unapproved Pension/Provident Fund, Scheme Or Society 18
5. Compensation for loss of employment 19
C PENSIONS AND OTHERS
1. Pensions 20
2. Annuities or other Periodical Payments 21
F PARTICULARS OF PAYMENT IN ARREARS AND OTHER PAYMENTS IN 22/23
RESPECT OF PRECEDING YEARS (PRIOR TO CURRENT YEAR)
n TOTAL TAX EXEMPT ALLOWANCES / PERQUISITES / GIFTS / BENEFITS 25
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