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Payroll Reports

To generate reports:
STEPS:

1) Click the Payroll
Reports icon.
Select the type of report

you want to print and

2)

Internal Reports

External Reports

Management Reports

Advance Management Reports
Quick Employee List

Leave Reports

Graphical Analysis

LA

Payroll reports

Payroll Department Report
Payroll Cost Centre Report

YTD Departmental Report

YTD Cost Centre Report
Pay-Slip *
Pay History Report

Career Progression

v v v v v

q dinel Hire Confirm Listing Employee Data Reports r
proceed accordingly. Quick Search by Dates Report Allowance f Deduction 4
Auto Prompting Report MPL/Shift/OT Rest-day ¥
Mail Merge Code Table ¥
Label Wizard Bank Listing
| Income Tax Checking Report
REPORT TYPES
1. Internal Reports — Standard payroll Payroll Department Report
reports Payroll Cost Centre Report
- Payroll Department Report YTD Departmental Report
- Payroll Cost Centre Report YTD Cost Centre Report
- YTD Departmental Report Pay-Slip »
- YTD Cost Centre Report Pay History Report
- Pay-Slip Career Progression
- Pay History Report Employee Data Reports »
- Career Progression Allowance f Deduction »
- Employee Data Reports MPL/Shift/OT Rest-day ]
- Allowance / Deduction Code Table »
- NPL/Shift/OT/Rest-day Bank Listing
- Code Table Income Tax Checking Report
- Bank Listing
- Income Tax Checking Report
2. External Reports — for external Internal Reeports v |
usage such as banks and Bank Cash/Cheq
government boards. Management Reports k| Bank Diskette Export
- Bank/Cash/Cheque listing Advance Management Reports »|  Jamsostek Report
- Bank Diskette Export Quick Employee List »
- Jamsostek Report Leave Reports »

Graphical Analysis

Hire Confirm Listing

Quick Search by Dates Report
Auto Prompting Report

Mail Merge

Label Wizard
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Internal Reports
External Reparts

I anagement Reports

Advance Management Reports
Gluick Emplovee List

Leaves Reports

Graphical Analysis

Grosz Fate Pap Report

MNSPF Repart

Hire Confirm Listing

Quick Search by Dates Report
Auto Prampting Report

b4 ail bMerge

Label

* v wRA v T

3. Management Reports — for management staff to have
necessary information to analyse staff overhead.

- Audit Report

- Pay History-Variance Report

- Total Paid Out Report

- Staff Movement Report — Straight Method
- Staff Movement Report — Moving Average

Audit Repart

Pay History-¥ariance Report

Total Paid Out Report

Staff Movement Report - Straight method
Staff Movement Beport - Moving Average
Salary Reconcilation Report

4. Advance Management Reports
for more detail break-down

6.

- Project Costing Report

- Department Report

- Cost Centre Report

- YTD Department Report
- YTD Cost Centre Report

Internal Feparts
Esternal Reports
M anagement Reports

Quick Employee List
Leaves Feparts
Graphical Analyzis
Grosz Rate Pay Report
MSP Report

Hire Confirm Listing

Auto Prompting Report
Hail Merge
Label

Advance Management R eports

Quick Search by Dates Report

3
k
L3
3
2
L3

Internal Reports
External Reparts
I anagement R eparts

td anagement K

Luick Employee List
Leaves Reports
Graphical Analyziz
Grogz Rate Pay Report
MSF Report

Hire Confirm Listing

Auto Promphing Report
kail Merge
Label

Quick Search by Dates Feport

Project Costing Feport
Department R eport

Lozt Centre Report

¥TD Department Fepart
1D Cost Centre Fepart
Joumal Report

*+ vRA ¥ ¥ ¥

5. Quick Employee List

By Employee Mo

By Employee's Mame
By Departrent

By MRIC Mo

Leaves Reports

Leave Entitliement

Leave Balance Report
Leave Taken Report
Leave Attendance B eport

Intemal Reports

External Reparts

M anagement Reports
Advance Management Reports
Quick Emploves List

Leaves Repo
Graphical Analysis
Gross Fate Pay Feport

MSP Report

Hire Confirmn Listing

Guick Search by D ates Report
Auto Prompting Fleport

Mail Merge

Label

k
k
k
k
k
4
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7. Graphical Analysis
8. Gross Rate Pay Report
9. Hire Confirm Listing

10. Quick Search by Dates Report — for quick reference on employment pass expiry date,
birthday, hired date and etc.

11. Confirmation & FWL expired Listing
12. Mail Merge
MAIL MERGE

The mail merge function provides a convenient way to generate letters or reports, which
includes data from all/selected employees.

E.g. Confirmation letters

The Custom report’s name

& Mail Merge - O] =]

Report Mame :|[EMPLOYEE] [+

Lize Ciuery : I-‘}*LL 'l

LCuztom Repart

Merge File |D:\E-:-nfirrn E-;l
—=elect Pay Period
i Morth
STEPS % End Manth
. ™ Mid and End Marth |reluded Special Periad I
1) Go to Report Writer to " Special Period heiuded Bonus Ferod r

. " Bonus Period
create a custom report if you

have not done so. The mail Editar | Frirt | Prewview | jI'L Llose

merge setup will refer to the

fields specified in this report. LAl - [Ofx]

Fil= Edit “iew Insert Format

D&|a| s @ o

2) Click the Payroll Reports icon and ;';'legz g?ﬂggiﬂ;gﬂfi 2]
choose Mail merge. e Tel 295-1998  Fax; 295-0998

3) Select the desired custom report T
from <FIELD?> <FIELD&>
the Report Name combo box. REF.: LETTER OF CONFIRMATION

4) Select the desired Query. Dear <FIELDS>,

Congratulation |

5) Select Pay Period, click on your
d . d . d This is to inform you thatyou hawve been confirmed as a <FIELD0> with effective from
€sired pay period. <FIELD11>.

. . Your salary will be S§<FIELD12> as at specified in our agreed contract signed by you
6) Click the Editor button to prepare
Please keep outthe good job!
the document. Thank you.

Regards,

Idr. Lenwrence
Personnel Manager =
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NOTE:

<FIELD4> [] Column one
<FIELD5> [] Column two
<FIELD6> [ Column three
<FIELD7> [] Column four

Example:
<Field4> correspond to column one of the custom report.

7) Save the document in the desired location. (E.g. D:\confirm.rtf)
NOTE: the document is saved in Rich Text Format — *“.rtf”’

8) Provide the required document in the merge file input field.
9) Click the Preview button to preview the report before printing.

10) Click the Print button to print the merged
documents.

Sample letter after mail merge

R Print Preview

= @E 33 % 4 4 I-| L Close |

TIMES SOFTWARE PTELTD

20 Falang Awe, Level 2, Singapore 339411
Tel: 295-1998Fax 295-0998

AMELIA BENSON
BLE 234 ANG MO KIO ST 10

#09-238
SINGAPORE 560234
BEF.: LETTER OF COMABMATION

Dear ¢ FIELDS> |
Congratulation |

Thiz iz toinform wou that you have been confirmed az a < FIELD10> with effective from < FIELDT1> .
Your zalary willbe 5%< FIELD1 2>  as at specified in our agreed contract signed by pou.

Fleaze keep out the good job!
Thank you.

FRegards,

Mi. Lawrence
Personnel Manager

Matez: Thiz iz the computer generated letter, no signature iz required.
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LABEL - Steps to Perform a Label Wizard

1) Select Payroll report, Label Wizard,

Payroll reports

|

2) At Report Explorer, right click at the All Folders, select

Internal Reports ]
the New Folder to create a new folder. Estemal Reports ’
3) You can also rename the new folder by right hand click e T Azl ¢
. Advance Management Reports ¥
on the folder itself. ) ;
. . . " Quick Employes List ]
4) Please do a right hand click at the “New Folder” and sz e ’
select the “New Report” to start a new report builder. Graphical Analysis
5) User should see a “Report Explorer” attached below. ﬁ?;sﬂﬂa‘e FEIIRER
N epart

Hire Confirm Listing

Quick Search by Dates Report
Auto Prompting Repart

Mail Merge

Label ‘wizard

¥ Repornt Explorer [_ O] x]
Sorting  File “Wiew Help

Bk O &6 * =g

&l Folders Contents of Mew Folder

B3 Al Folders

@ Recycle Bin Re

Mew Folder
Mew Beport

Delete

Oitemn[z] selected Flareme

[ ReportBuilder: New Report

File Edit Wiew Bepot Help

Calc DBSiQ”lF‘reviewI
[RlAgguact an AL |d
([ S =lezu|=s

Ml | &
1

Bma|es ar|ess Taalons WE||&-4-3
g ! |1 C B R R TR R
a
* Header
o
* Detail
a
* Footer
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6) Please select the “File” at the left-hand corner
and select the “New” option.

7) Under the New Items, select the “Label g?:nRBDth oo
Template” and click “OK” button.

8) After that, you are required to select from

Edit  Wiew PReport Help

CerlHM

the “Label Template” and the “printer

information” and type of the label format Bk =

and click the “OK” button. Report Wwizard Repart CroszzTab
Templates “wizard

Label Templates
Frinter infarmnatiors

i Dok b atrix

% Laszer and ink jet
Faper Tray

IManuaI Feed [Tray 1] LI

Product
IA\-’E[_I,J Standard

(2162 - Mini - Address
2163 - Mini - Shipping
2180 - i - File Folder

2181 - Mini - File Folder =l
~Label informatio
Type Address
Height 1
“wlidth 263"
Faper Size Letter [B21/2 =11 in)

Ok Cancel I

9) After the “OK” button, you are required to click the “DBText” and drop down to the
field below. User have to click the right hand button and select to Employee” and
the data need from the left hand button.

Calc  Design | Preview |

| E E hABEm@Ee | @ m A EE
- Ernpl -

DET ext [Enpioyes

=i
Calc Design |Preview]
i AEEWE @R | G2 |AFT
|Employee v ||EMP_MamE
B =ms & Ff-=2= & 8 o6
o [ ! e’ R P
_n
=i_tarol . E
[ BLK 274 JURONG EAST STREET 23|
ElMNGAPORE |
FA0574
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11) After that, please click the “Preview” button to view the output. You should able to
get a label output as shown below.

Alan

20 Kalang Avenue 3
SIMNGAPORE
338411

Aliceal Toh

BLK 574 BEDOK MORTH STREET 13
SINGAPORE

339256

Betsy
BLK 123 LAVERNDER STREET &
SINGAPORE

Carol

BLE 874 JURCMNG EAST STREET 23
SIMNGAPORE

B40874

STANDARD REPORTS

Payroll Department Report

Select:
<Payroll Reports>
<Internal Reports>

< Payroll Department Report>

Pay Advise
Select:

<Payroll Reports>
<Internal Reports>
<Pay-Slip>

<Pay Advice>

Out Type:

Dot-matrix Epson 15cpi
Dot-matrix Epson 12cpi
Dot-matrix IBM 12cpi
Graphical

& Print Dialog for Departmental Heport !EIE

From Period
Cycle

5
" B

rint

feooo0s = ira
elect Pay Cycle
1 hid Morith
& End Marith

i Full Morith
£ Micd &ndl End
i Detsils

i Summary
i Summary(+Category)

Jeoooos =]

pecial Period
onus Period |ne)yded Special [
Inclucled Bonus [

B

Employes

=l |004

Department IACCT

Print Messages Footer 7
Mewy Page for Company Total 7
Mewy Page After each Group 7
Include AllowanceDeduction List 7 v
2 lines Detsils Format 7

=l ISALES

?lqtluu

:

Payslip Parameter

Parameter | Free Field |

elect Pay Period

[V Print Antual Leave 7

W Prirt Sick Leave 7

W Prirt Approval by, received by line 7
¥ Piint YTD Details ?

[V Prirt Bank and &/C Mo 7

¥ Prirt OT-Fates ?

I~ Remove Payslip Lines 7

© Mid Manth Special [~
= EndManth Bous [T
" Gpecial Period

" Bonus Perind

" Mid & End Month

[~ Exclude FwL Details ?

From Emplayes ano1 j

004

[~ Print Category Code ? To Employee I
I Fink [Basic] ? Output Type | Dot-Matis Epson 12cpi =
[ Print Medisave Contribution 7

PFrinter HP Laserlet EL PCL on v

—Sort Papslip By - Papslip Msg from:——|
& Emplapes Mo Fayslip Gap 2
Narme: & Employes ; [+ Fomat =]
© Donte Paper Size 4" Farmat
€ Cost Centre
" Supervisor
| Categary " Global Setup
£ Dept+Catz+Empho
Print | Preview | | Closs |
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1) If you are using Dot-matrix output, the payslip gap must be set to 2.

2) If you are using Graphical output, the paper
source should be set to pre-sealed envelop when
printing to standard 4” pay-slips.

If you choose to print to an A4 size paper, you
should set the paper source to Computer Form.

IMPORTANT NOTE:
If you need to print to a network dot-matrix printer, and your printer is shared using Novell

print server, use graphical output instead.

Click the Preview button to preview the pay-slip before printing

A Sample payslip-slip — 4” pay-slip

e IS =
| PT TIMES INDONESIA DEPT#: ADMIN END-DEC 2009 |
| MAME: SUWANTI (MALE, MARRIED, 3 CHILDREN) EMP #: 002 [
| DEPT#: ADNMIN DEPARTMENT [
| === |
|DESCRIPTION HOUER. DAY BATE | EARNINGS | | DEDUCTIONS |
|BASIC WAGE { 10,000,000 § | 10,000,000 |Ewployee JAMSOSTEE | -z00,000 |
| | 0 |INCOME TaX DEDUCTION | =729,333 |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| TOTAL EARNINGS | 10,000,000 | TOTAL DEDUCTIONS | -8929,333 |
et e L e L L e LTS < ==CURRENT-> <--Y.T.D.-> < BALANCE™ |
[ INETT PAY | 9,070,667 18,141,334 | [
[ |GROSS WAGE| 10,000,000 20,000,000 | [
|BATE : CAZH AC#: | | | | |
| | | | | |
| |ANL. LEAVE | o.0o] o.00 | Z25.00 |
| | | | | |
T T +
APPROVEDL BY : RECEIVEL BY :
Pay History Report & Print Dialog for Employee History Report !EI
From Period I1 93901 j To |1 99304 j
—=elect Pay Cycle
Cycle € Wid Marth
" End Morth
" Special Period
" Bonus Period |0y e Speciel
Process Payroll f(?' E;:El: Eﬁgﬂénd ncded Bonuws. &
—Print By
Internal Reports 3 Payroll Department Beport * By Employee
Extemal Reports 3 Payroll Cost Centre Report = By Department
Management Reports 3 ¥TD Departmental Report ™ By Cost Centre
Advance Management Reports ¥TD Cost Centre Report By Whole Company
Buick Emplovee List 3 Pay-Slip 4
Leaves Reports 3 Pay Repart I EEEER P00 j 004 j
Graphical &nalysiz Lareer Progression Department  |2CCT j SALES j
Grozs Rate Pay Report Employes Data Reports 4 cost Centre |COSTT j ORE j
HSF Feport Allowance / Deduction 3
Hire Canfirm Listing HPLAShift/0T /Rest-day  #
Quick Search by Dates Report Code Table 3
Auto Prampting Freport Bank Listing
Mail Merge CPE Max Feport
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PTINDOPAY

Department : MOME [ NONE )
DOB: 01/05/1370

Employee’s code : 0001 { AGUS SUHARTD )

PAY HISTORY BY EMPLOYEE FROM PERIOD 200601 Te 200606
Query : ALL plus (Emp 0001 To Emp 0001 )

Fage 1 of 1

23122008 10:43:37 PM

Userid : MASTER

Hired Date : 01/02/:2000
Occupation : NONE
Fund Class: NOMNE

CPFTAX Jan F=b Mar Apr May Jun YTD TOTAL

Total Basic Salary 2000000 2000000 2000000 2000000 2000000 ZO00.0D0 12,000,000
INCOME TAX DEDUCTION N 0 -33,000 -33,000 -33,000 -33,000 -33,000 -33,000 -156,000
LOAN REPAYMENT NoD ~100,000 AD00D0 100000 -100.000 100000 -100,000 600,000
TRANSPORT ALLOWANCE O O 100,000 100,000 100,000 100,000 100,000 100,000 600,000
Gross Wages 2100000 2400000 2100000 2100000 2100000 2100000 12,600,000
Taxsble Income Wapss 880,000 880,000 860,000 80,000 220,000 520,000 3,560,000
Employee Jsmsostek -40,000 -40,000 40,000 40,000 40,000 -40,000 240,000
Nat Pay 1,367,000 1967000 1367000 1967000 1967000 1867000 11,802,000
Employer Jameostzk 50,000 E0.00 50,000 50,000 50,000 50,000 %50,000

JST Report

To print the JST report, select Internal Reports b

<Payroll Reports> External Reports 4 Bank/Cash/Cheqg 3

<External report> Management Reports Bank Diskette Export

<Jamsostek Report>

<Jamsostek Report)

Advance Management Reports
Quick Employee List

Leave Reports

Graphical Analysis

Hire Confirm Listing

Quick Search by Dates Report
Auto Prompting Report

Mail Merge

Label Wizard

Jamsostek Report

v rF v v

125




TIMES PAY 8.0 Indo TIMES SOFTWARE PTE LTD

Perhitungan luran Report @ E|

PERHITUNGAN IURAN
luran disetor melalui BATIAN ! - Savcamteen

¥ Bank BET L ]
e

" Kantor Pos 2.2 huran bk bndmn ¢ bt 22008
13 luren cGnetor e
" Kantor JAMSOSTEK & o
[ sarter oz
O rarter JanscsTae
KekuranganiKelebihan iuran untuk bulanitahun S
o
Jaminan Kecelakan Kerja [JKK) 0.00 e T =
A T 3

Jaminan Hari Tua (JHT) 0.00 T Farerishan g e (5 6

[ Teranoen asE e e

o e o
Jaminan Kematian (JKM) 0.00 & JumEh(ALE-C)
BASAN M - ARSESCECED SENESE SRTE SET L0EY LT

Jaminan Pemeliharaan Kesehatan (JPK) 0.00 =y o

A T

Denda luran P

= Fangurmn ez ke = =)
Jumlah Denda luran 0.00 S Fenmicen | pah

& Juman (A - G-0)

AATIAN TV - FarttongEn LEt Sumt

Name pimpinan perusahaan | - -‘:,‘ - T"- J2..::c%:
Jabatan | —;—
" Pracess Esit 8
= Jurish (AL @+ CL
AATIAN | - MarangEn [ BRashET Lran Gk Sumn [ ietnT
.mm_ - m,«m """"‘-%'_
T
3 :::':"A-!-C-;ﬂnm,(
T | ]
AATIAN VY - Jomish setroheye
=TT T ]
. Intemal Report 3
Bank Diskette Export e To— sl el
L : * i tte Export
b ahagement Report: » CEF b
<Payroll Reports> Advance Management Reports  » SDF/FwL
<External report> Quick Employes List »
<Diskette Export> Leaves Reports ’
Graphical Analysis
Grozz Rate Pay Report
Example: ISl F=s ol
To generate diskette export for United Elis il Lalle
Overseas Bank. Quick Searc.h by D ates Report
Auto Prompting Report
. b ail Merge
1) Select United Overseas Bank. Label ?

2) Click the Process button to proceed.
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Dutput To Diskette-[Period:199904 - End ]

|4 MEGINTAF Select Pay Period
" Midd Morth r
Ik URANE W 2| & Frawontn B
STANDARD CHARTERED || i and End horth %
SaNWE BANKY2E b=
TOKYDMITSHUBISHI BANK EEE [P

UMITED OVERSEAS BAME (" Bonus Period

Tranzaction Date [15/0441999 ~

Marmal /E=press Service

Harmal j

j-'|_ Cloze |

Report ¥iewer

Preview Size |EI j Prirt | Setup |
hIBGIHTAP HONG EONG CELEERITIE1L0499
27117048556952123  Simon Yam - ReservisZZ000010z24000
272320014234234 Jet Li - Daily 2200000155350
27339528423332 Viwvian Chow - HourlyZ200000103325
27348920232444 Jacky Chan - Shift 2200000063500
27375010669955 Christy Chung 2200000046400
27588001121222132 Jacky Cheung 2200000320000
275880015546454 Andy Lau Tat Wah 2200000344000
29812051343432 Vivian Chow - Hourlw2200000046425
QO000000000000000000211630000000000000005
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Summary

Payroll processing — How does it work?

An employee’s master record is
entered in “Update Employee” tab
page. Before processing/initialising
the payroll, all relevant fields in
“Update” tab page - “Update
Employee” should be filled out.

After processing the payroll,
individual pay records are created.
Variable/manual entries can be
added into these pay records; such
as overtime hours, allowances or
deduction.

All pay records of the specified pay
period will be created for individual
employee under ‘“Process Payroll”.
The pay records are created based
on variable factors such as date of
hire, recurring allowances and
deductions that are entered in
“Update Employee” tab page

Link to modify pay
record: Y7\
Step 1.1
Process Payroll
Transfer medical
claims to pay records:

YES

Claim Record

Modify Record

Claim Report
Claim Report - Landscape

Clair Fecord ‘

1. Exit Program

2. Diagnostic

3. Backup
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