Times Pay 8.0 Indo TIMES SOFTWARE PTE LTD

Disclaimer

This manual is provided for information purposes only. All information included is subjected to
changes without notice. Times Software Pte Ltd is not responsible for any damages, direct or
indirect, arising from the use of this manual.

Copyright of Times Pay 8.0 Indonesia Version
©1998 Times Software Pte Ltd. (Company Registration No.: 199804415D) All rights reserved.

TIMES PAY SOFTWARE LICENSE AGREEMENT

IMPORTANT-READ THIS AGREEMENT BEFORE INSTALL SOFTWARE
PACKAGE TO YOUR PC/SERVER, YOU ARE DEEMED TO AGREE TO BE BOUND
BY THIS AGREEMENT.

This legal document is a license agreement between you and Times Software Pte Ltd BY
INSTALL THE SOFTWARE PACKAGE, YOU ARE DEEMED TO AGREE TO BE BOUND
BY THE TERMS OF THIS AGREEMENT. IF YOU DO NOT AGREE TO THE TERMS OF
THIS AGREEMENT, DO NOT INSTALL OUR SOFTWARE PACKAGE AND PROMPTLY
RETURN THE SOFTWARE, CDS, SECURITY CONTROL KEY AND MANUAL TO Times
Software Pte Ltd

In consideration of the right to use the SOFTWARE, you agree to abide by the terms and
conditions of this agreement.

1. GRANT OF LICENSE: Times Software grants you the personal, non-exclusive right to
use the SOFTWARE only on a single computer/server with legal right users. You may
physically transfer the SOFTWARE from one computer/server to another provided that
the SOFTWARE is used on only one computer/server at any time. You may not install or
use the SOFTWARE on a network without the networking version license arrangement, or
any other hardware configuration where the SOFTWARE is accessible to more than one
CPU or more than one user unless you have the legal access security key (dongle or
security USB Hash device issued by Times Software).

You shall not assign, sub-license, sell, rent, lease, loan, convey or transfer to any third
party, or send or bring the SOFTWARE out of the country where you originally obtain it
to other countries without required authorisation of applicable governments, or copy,
duplicate, translate or convert to another programming language the SOFTWARE or
accompanying documentation, except as expressly provided herein.

You shall not alter, modify, disassemble or otherwise reverse engineer the Software or
accompanying documentation and you shall also not have any third party to do so.

2. BACK-UP COPY: You may make one copy of the SOFTWARE solely for a back-up
purpose or copy the SOFTWARE onto the permanent storage device or external storage
medias (e.g. a hard disk or thumb drive) from your computer and retain the original for a
back up purpose. Any other copying of the SOFTWARE is a violation of this Agreement.
You must reproduce and include the copyright notice on the back-up copy.

3. SUPPORT AND UPDATE: Times Software Pte Ltd will be maintaining and updating
the SOFTWARE. An annual maintenance contract is required for future enhancements of
the SOFTWARE such as employment act/statutory board changes, Bank format and year-
end program.
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AUTOMATIC RENEWAL: Upon expiration of the initial term, this agreement shall be
automatically extended on a year-to-year basis upon giving one month’s notice before
expiry. Upon termination of maintenance contract agreement, either party must give
written notice prior to actual date of contract expiry.

4. LIMITED WARRANTY AND DISCLAIMER OF INDEMNITY: Times Software Pte
Ltd will not guarantee uninterrupted service, or absence or correction of errors. Therefore,
the SOFTWARE is license on an “AS IS” basis without warranty of any kind. The CD-
ROM and control key (dongle) on which the SOFTW ARE is recorded is warranted against
defective material or workmanship under normal for period of one hundred and eighty
(180) days from the date you purchased the same as evidenced by receipt or otherwise.
The limited warranty does not apply if the failure of the CD-ROM and dongle resulted
from accident, abuse or misapplication of the SOFTW ARE and shall not extend to anyone
other than the original user of the SOFTWARE.

TIMES SOFTWARE PTE LTD DISCLAIMS ALL IMPLIED WARRANTIES, INCLUDING
ANY WARANTY OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE,
WITH RESPECT TO THE SOFTWARE OR ACCOMPANYING DOCUMENTATION.

TIMES SOFTWARE PTE LTD IS NOT LIABLE FOR ANY LOSS OR DAMAGE INCLUDING
CONSEQUENTIAL OR INCIDENTAL LOSS OR DAMAGE SUCH AS LOSS OF PROFITS,
EXPENSE OR INCONVENIENCE, WHATSOEVER CAUSED BY OR ARISING OUT OF THE
SOFTWARE, ACCOMPANYING DOCUMENTATION OR THE USE THEREOF.

TIMES SOFTWARE PTE LTD SHALL HAVE NO OBLIGATION TO INDEMNIFY YOU
AGAINST ANY CLAIM OR SUIT BROUGHT BY A THIRD PARTY ALLEGING THAT THE
SOFTWARE, ACCOMPANYING DOCUMENTATION OR THE USE THEREOF INFRIGES
ANY INTELLECTUAL PROPERTY OF SUCH THIRD PARTY.

THE ABOVE IS TIMES SOFTWARE’S ENTIRE LIABILTY AND YOUR EXCLUSIVE
REMEDY IN CONNECTION WITH THE SOFTWARE AND ACCOMPANYING
DOCUMENTATION.

5. TERMS: This Agreement is effective upon installation of software package and remains
in effect until terminated. You may terminate this agreement by destroying the
SOFTWARE and copy thereof. This Agreement will also terminate if you fail to comply
any of the terms of this agreement. In addition to Times Software enforcing their
respective legal rights, you must promptly destroy the SOFTWARE and any copy thereof.

6. ACKNOWLEDGEMENT: By purchasing and allows Times Software to install the
software package to your PC/Server, you acknowledge that you have read this agreement,
understood it, and agree to be bound by its terms and conditions. You also agree that this
agreement is the complete and exclusive statement of agreement between you and Times
Software concerning the subject matter hereof and supersedes all proposals or prior
agreements, verbal or written, and any other communications between you and Times
Software relating to the subject matter hereof. No amendment to this agreement shall be
effective unless signed by a duly authorised representative of Times Software.

Should you have any questions concerning this agreement, or if you desire to contact
Times Software Pte Ltd for any reason, please write to Times Software Pte Ltd in the
accompanying documentation.
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Hardware Requirement

TIMES PAY Software is designed based on the latest technology available. To maximise
your investment, the minimum hardware requirement is as follows:

Computer system : Pentium II 300MHZ

Memory : 32MB RAM

Hard disk : 20MB hard disk space required for software, 20MB per 500
employees per year

Monitor : Colour VGA

Video Display adapter : Video Ram 4MB minimum, set at High color 16 bit

Printer : Any printers supported by MS Windows 95/98/NT

Recommended Dot-matrix Printers:
Panasonic KX-P1121
Epson LQ series

Remarks

1) TIMES PAY is written for 32bits operating systems. It runs on Windows 95 and above, as
well as Windows NT.

2) For maximum performance, Pentium II1 400MHZ and above with 64MB RAM is
recommended.
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TIMES SOFTWARE

Times Pay 8.0 Indonesia

Installation

TIMES PAY 8.0 Indonesia installation files are distributed in CDROM.

CDROM INSTALLATION

To install TIMES PAY 8.0,

STEPS:

1) Insert the installation CD into your CD

2)

3)

4)

5)

ROM drive
Please wait for a few seconds. The CD
will perform an Auto run until you see

the following screen appear.

Double-Click on Full Installation to
initialise installation

The Install Shield Wizard starts

running.

Click the Next button to proceed.

Welcome

~ ,=1,{ ( Full fnsta”'atfon

%>

[ U;-)date Instailation
»

@

Times Payp 8.38[5] Setup iz preparing the InztallShield(r]

Wwizard which will guide pou through the rest of the
zetup process. Please wait.

will inztall Times Pay 8.35(5] on your computer.

befare running this Setup program.

international treaties.

It iz strongly recommended that you exit all Windows programs

WARMIMG: This program is protected by copyright law and

Unautharized reproduction or distribution of this program, or any
portion of it, may result in gevere civil and criminal penalties, and
will be prosecuted to the maximum extent possible under law.

‘welcome to the Times Pay 8.35(5) Setup program. This program

Click Cancel to quit Setup and then cloze any programs you have
unning. Click Mext to continue with the Setup program.

Cancel
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6) Click the Next button to
accept the default
destination directory.

Choose Destination Location

Setup will install Times Pay 8.35(5] in the following directory.
To install to this directory, click Mest.

To install to & different directary, click Browse and select another
directary.

Y'ou can choose not to install Times Pay 8.35(5) by clicking
Cancel to exit Setup.

C:ATimesaftyTpd Browse... |

" Degtination Directary

< Back Cancel |
7) Click the Next button to Setup Type
initiate a typical installation.
Click the type of Setup vou prefer. then click Mest.
¢ Typical Program will be installed with the most cormmon

options. Recommended for most users.

" Compact  Program will be installed with minimum required
optiohs.

= Custam *Y'ou may choose the options you want to install,
Recommended for advanced users.

CiATimesofthTPS

" Destination Directory

< Back Mest » Cancel

8) Click the Next button and the |EEEIMEFENEEL
Setup wizard will create a
program folder Payroll 8.0/HR
to contain the program icons.

Setup will add progran icons to the Pragrann Folder listed belaw,
“r'ou may ype a new folder name, or select one from the existing
Folders list. Click Mext to continue.

EBrogram Folders:

Times Pay 8.0

Ezisting Folders:

Adobe

Advantage Databaze Server

Advantage Management Litility

Borland Delphi 3

Graphic Converter 2003

ICQ

Leam ReportBuilder ;I

NOTE:
Click the Back button if you wish
to make any changes.

< Back I Mext » I Cancel |
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9) Click the Next button to confirm

the installation settings.

Decomprezsing Files [n C:ATimeszofth TP
rnainikain. exe

Start Copying Files [ %]

Setup has enough information to start copying the program files.

If you want ta review or change any settings, click Back. If pou

are satisfied with the settings, click Mest to begin copying files.

Current Settings:

Setup Type: ﬂ
Typical

Target Folder
C:ATimesoft\TP8

User Infarmation
Mame: TIMESOFT
Company: TIMES SOFTwWARE PTE LTD

1Mx

Cancel

10) Click the Finish button
to complete the
installation.

5

etup Complete

Setup has finizhed ingtalling the application on your computer,

*r'ou may launch the application by selecting the icons installed.

Click. Finish to complete Setup.

< Back

10
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How to Start?

ity
.aﬂb;m

1) To launch TIMES PAY 8.0 Indonesia, Double-click the shortcut icon
on the Windows desktop.

2) Choose a company database in the company selection window and activate it by clicking
the OK button.

Code Company Name Staff No |
»|INDODATA | PTINDOPAY o |||
Diagnostic
System info
W
Total Staff 0
Local Server ADS Version 6.11 (ACE 7.00) [Non-DD] \/ oK | x = ‘

Functions that you can perform in the above startup window

Click on Mew to create a new company database.
Click on Save to save a newly created database.
Click on Deiete to delete a selected database.

Click on ' DK | to go into payroll program with a selected database.

Click on X Exi | to exit the program.

Database Maintenance Ei |

[~ Backup with Index files? Reuser |

Backup Restare |

Optimize || J-'L Cloze

11
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. Disgnostic - .
Click on to perform data maintenance.

Click on Backup  to backup a selected database.
Click on Hestore o restore a previous backup database.

(For a full instruction on how to Backup/Restore database, see Appendix A)

3) On the Login Screen to choose the pay period.

—Log in Enbry
eer D ;
Pazsword ; I
Period : |2':":'4':I4 EJ‘IIE j Change
Password
& Login x Logout

e ID: User’s ID - assigned by the system administrator.
Note: The default user ID is MASTER. A Master user has full access rights to the system.
e Password: User’s Password - assigned by the system administrator.

Note: The default password is “1234”.

Year selection Month

e Period: Salary Payment mode — i !_ selection
a) mid-month (M)
b) end-month pay (E). 2006 04

Click on + Login to activate the software main menu.

Click to X Logout exit to the Company Selection window.

12
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One-Time Setup for your software

B Company Parameter

Comnpany Profile ] Mizc Parameter | Prorate Allowance | OT Capping I hisc I Service PoianabIe] Custom Setling]
Company |PT INDOPAY Co Registration No

Address |

INDOMESIA

Post Code Fhone

Home Page UF|L|

Email | Bep

Jamaostek AJCH [1O72064

Income Tax A0CH Other AccountH2 b aster 1D Audit trail v
Company Bank-1D ¥ | Branch Retired Age | B2 Auto Confirmation due notice 7 v

Bark-ACH |
System Setting
[iate Format DO/MMAY - Probation Period 3 Encashment Code |&ANL &
Link Leave Ta ) . - :
Modify Record ? Tes ¥ Mid Month Pay Subject ta J5T [ Rounding Formula |NI:I Rounding ﬂ
I 3
Link Claim Ta - Enzaszh Resigned Staff 7 [
todify Recard ? :I Prorate Formula
Frorate for newly hired or terminate employee ? v
Farmnula |Wulking Day/Mths ﬂ
Papslip Message | Methiod |Da_l,l.n"Da_l,l Faormula * Base Salary ﬂ

fL Cloze

Company Profile

Company Profile - Fill in your company information accordingly.
(Note: Make sure the Co. Registration No. and the Income Tax Acc. Number are fill up.)

System Setting

¢ Date Format: DD/MM/YYYY or MM/DD/YYYY

¢ Link Leave To Modify Record? : Select Yes to link leave Link. Leave Ta
applications to the Modified payroll records. Leave may be Modiy Recard ?
applied via Leave Application. Otherwise, the user will have
to enter the leave taken for each payroll process manually.

¢ Payslip Message: Global payslip message

¢ Probation Period: Global probation Prorate Formula——
eriod Prarate for Hire or Terminate Emploges 7 v
P Farrmula |\A-"0rking D aydhdths ﬂ

tethod |Da_',J.-"Da}l Formula = Baze Salary ﬂ

Daily B ate * D ay Wworked

13
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Prorate Formula

¢ Prorate for Hired or Terminated Employee?:
-Tick to apply prorate formula for incomplete month staff.
¢ Formula: Select the appropriate method.
e Method: Daily Rate * Days worked — calculation of salary based on daily rate.
Day/Day Formulae * Base Salary — calculation of salary based on
total days worked over total working days in that month .

Auto Confimation due natice 7 W €—— Checked — Enables system to prompt user
when confirmation is due.

Master ID Audit trail — The Master ID Audit trail allows the user to check from the Audit
Trail report on the current activities that have been performed by the MASTER user.
The following are the steps to set the Master ID Audit trail:-

14
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Misc. Parameter
HOURS/DAY

b Company Parameter

Company Profile  Misc Parameter ] Prarate .-’-'n.llowanc:e] 0T Capping I iz I Service PoianabIe] Cusztarm Setling]

Select Formula

Hours/Day 0T Rate Setup
Desc|Hour E Description | status| Factor |JsT? |[Tax?|GRP?|NPLZ | ~
01 2 b oT1.0C c 100000 I o T
oz 2 | |oT1sc c 15000 I ol I | T
oz 2 | |oT20c c 200000 I o, T | T
D4 g st
I s o x
OT ceilin Naone - 0T Ceiling(Min) 0
Hourz Worked per pear . | J
2288 Enable OT entry ? v OT Ceiling(Max) 9899
OT Rate Setting | |

Enable NPL Hour entry 7 [

o
Enable Absent entry 7 v v

Jaminan Kesihatan JST %

M arried $0.00  Single $0.00

Daily Rate By Rounding Method |2 Decimal Places ﬂ OT Hours Ceiling
\orking Days/Mth j o
- ift Setup

NELDady Hate:By Description  |RATE __ |JST? [Tax?[0T7[NPL? [GRP? | ~
Wiorking Days{Mth j B SHETH 306 = T "
Abzent Daily Rate By m SHIFTZ 0.00 O 1 r =]
|Wurking DaysiiVeesk ﬂ ] SHIFTS 0.00 m] Nini w [
OT-Rate By || sHIFTS 0.00 [ 1WF | F |
|Huur5u"r’ear j —

Enable Shift entry ? v

ReztDay Setup

Description 4577 | Tax? [0T7 | NPLZ |

Enable NPL entry ? v I|Rest Day 1

Rest Day Formula |

Working Days/\Week j

d

fL Cloze

SE — Salary Exempt: employees under this setting cannot claim overtime pay.
SN - Salary Non-Exempt: employees under this setting can claim overtime pay.

D1 - D8: Daily rated types. If you don’t have any daily-rated workers in your company, please
ignore this part. 8 types (D1 to D8) of daily-rated workers are defined. The user may
choose to set the numbers of working hours per day for each type.

D1 - Daily Rated Worker (Type 1)

D2 — Daily Rated Worker (Type 2) i

D3 — Daily Rated Worker (Type 3) Desc|Hour El
D4 — Daily Rated Worker (Type 4) il 8
D5 — Daily Rated Worker (Type 5) {02 g
D6 — Daily Rated Worker (Type 6) {0 @
D7 — Daily Rated Worker (Type 7) b il
D8 — Daily Rated Worker (Type 8) Hours Worked per year

HR1-HRS: Hourly rated types. If you don’t have any hourly rated worker in your company,
please ignore this part. 5 types (HR1 to HR5) of hourly-rated workers are defined.
The user may choose to set the numbers of working hours per day for each type.

HR1 - Hourly Rated Worker (Type 1)

15
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HR2 — Hourly Rated Worker (Type 2)
HR3 - Hourly Rated Worker (Type 3)
HR4 — Hourly Rated Worker (Type 4)
HRS — Hourly Rated Worker (Type 5)

Hours Worked per year: Used for overtime salary computation.

SELECT FORMULA
. ~Select Formula
Daily Rate By: Select the daily rate formula Daily Rate By
NPL Daily Rate By:  Select the No Pay Leave formula | [orePstn 1
aily Rate By: elect the No Pay Leave formula  [tg) o o a0

Absent Daily Rate By: Select the Absent leave formula |w-:-rking Daysiith =
OT-Rate By: Select the overtime formula Absent Daily Rate By

. Ianrking Draysieek j
Note: Choose OT rate formulae “Hours/Year” if the number  gr.pate By
of working hours per week is unique in your company. [Hoursvear =l
Example: Hours Worked per year
40 hrs per week 2288

Hours Worked per year = 40 X 52 weeks = 2080 hrs

Enable NPL entry? Tick to enable NPL-Day data input screen under Modified Pay
Record

Enable NPL Hour entry? Tick to enable NPL-Hour data input screen under Modified Pay
Record

Enable Absent entry? Tick to enable Absent-Day data input screen under Modified Pay
. Record

OT RATE SETUP

‘“Basic Rate of Pay”

- Covers total income excluding allowances, overtime pay, bonus, annual wage supplement,
and reimbursements of special expenses and productivity incentive payments.

- Used to calculate payment for overtime work, work on rest day or public holiday.

“Gross Rate of Pay” - GRP

- Covers earnings, including allowances except overtime payments, annual wage
supplement, travelling, food and housing allowances, reimbursements for special expenses,
and productivity incentive payments.

- Used to calculate payment in lieu of notice of termination, public holidays, salary cut for
absence from work, annual leave, sick leave with hospitalisation and maternity leave.

Description: User defined description.

Factor: Overtime rate multiplying factor.

Status: C - overtime computation based on the current basic pay and
L - overtime computation based on the last basic pay before the latest
increment.

JST? Contribute to Jamsostek.

Tax? Set the line number where by this payment is taxable. (0 mean NO Tax).

16
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GRP?

NPL?
OT ceiling:

OT Ceiling (Min):

OT Ceiling (Max):
Enable OT entry?:

Tick to enable gross rate of pay computation — affects GRP items like:
E.g. Paid annual leave.

Tick if you want the OT payment to affect No Pay Leave deduction rate.
User can define the OT ceiling as: none, basic plus allowances or basic
only

Minimum basic wage for computing overtime pay.

Maximum basic wage for computing overtime pay.

Tick to enable OT data input screen under Modified Pay Record.

17
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Shift Rate Setup
Description | RATE lJsT? | Tax?|0T?|NPL? |GRP? | ~
(B| SHIFT1 0.00 r 1 W~
| | sHIFT2 0.00 r o~
| |sHIFT3 0.00 r 1 r V
SHIFT4 0.00 r 1t F |~
SHIFT_DESC (Description): User defined description.
RATE: RP/Hour, RP/Day.
JST? Contribute to Jamsostek.
Tax? Set the line number where by this payment is taxable. ( 0 mean NO Tax)
GRP? Tick to enable gross rate of pay computation — affects GRP items like: E.g.
Paid annual leave.
NPL? Tick if you want the SHIFT payment to affect No Pay Leave deduction rate.
Enable
Shift entry?: Tick to enable shift data input screen under Modified Pay Record.
Rest Day Setup
RestDay Setup
Description |J5T? | Tax? | 0T? | NPL? |
P|Rest Day r 1
Enable Rest day entry 7 [ Rest Dav Formula |Wurking Dayz/\Veek ﬂ
JST? Contribute to Jamsostek.
Tax? Set the line number where by this payment is taxable. (0 mean NO Tax).
oT? Tick if you want the Rest Day payment to affect OT rate.
NPL? Tick if you want the Rest Day payment to affect No Pay Leave deduction
rate.
Enable

Rest day entry?: Tick to enable Rest day data input screen under Modified Pay Record

18
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Prorate Allowance

B Company Parameter

EEX

Campany Profile] Mizc Parameter l aT Capping] Mizc ] Service PointTabIe] Cugtom Setting]
Formula
Prorate Formula |Working Day/Mth=s j
[NPLIABSENT Day Formula ] - Uze Fixed Amount from update Employee Record 7 v
[GRP Formula] - Use Fixed Amount from Update Employee Record ? ~
Code |Description |uPL|Absent| Annual | sick|nsp [oTH1  [oTH2  |oTHZ  |1a
L TRAN TRANSPORT ALLOWANCE
“
< >
<F4:/<Right Click: - Delete code <Ins: - Add code j"L Close

For any fixed allowance/s that needs to be pro-rated for newly hired or terminated staff, you
will have to first declare the type of allowance here.

Prorate Formulae: Formulae to be used for prorated wages.

e [NPL/ABSENT Day Formula] — Use Fixed Amount from update Employee Record?

-Tick to use Fixed amount for NPL/Absent day computation. i.e. no prorate.
¢ [GRP Formula] — Use Fixed Amount from update Employee Record?
-Tick to use Fixed amount for GRP computation. i.e. no prorate.

To add conditions for an allowance to be prorated, press the INSERT key

Code Select an allowance code.

Description Description of the selected allowance will be displayed.

NPL Tick if you want your allowance to be prorated when there is NPL taken.

Absent Tick if you want your allowance to be prorated when there is an Absent
Day.

Annual Tick if you want your allowance to be prorated when there is Annual
leave taken.

Sick Tick if you want your allowance to be prorated when there is sick leave

taken.

(Refer to Page 120, appendix E for an example)
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OT Capping

OT Capping is used to do the capping if a particular company has different OT Ceiling Formula
for different group of employees. Here is the example if the company has 2 different types of
OT Ceiling Formula.

If the OT Ceiling Formula is a Fixed Rate

1) Set the OT Capping in Company Profile, e.g. CLASS1 for Fixed Rate and the amount
(Rp2000).

Company F'eriIe] Mizc Parameter] Prorate &llowance 07T Capping } Mizc ] Service F'u:uintTaI:uIe] Custom Setting

OT Ceiling OT Ceiling [OT Ceiling Fix Rate Max Basic Salary b
Formula (Min) [Max) Convert 5N to SE|

*| CLASS 2000

Code

OT Ceiling Formula based on ‘BASIC & EXCLUDE ALLW SUBJ OT’

1) Set in Company Profile, e.g. CLASS2, Min OT Ceiling Rp800,000 and Max OT Ceiling
Rp1,500,000.

Compaty F'ru:ufile] Mizc Parameter] Prorate sllowance 0T Capping |Misu: ] Service F'u:uintTaI:uIe] Custom Setting]

OT Ceiling OT Ceiling |OT Ceiling . Max Basic Salary ~
Code Formula {Min) (Max) Fix Rate | convert SN to SE
|| CLASST 2000.00
p|CLASS? 200000.00 1500000.00
Misc
Eﬁnmpany Parameter [_[Oof <

Company Profile | tisc F’ararnelerl Prorate Allnwancel 0T Capping  Misc | Service PnintTah\EI

Document Folder IC ‘Export, C:iMew

Batch Enty RestDay/ PH formuls

Public: Holidap 'I
RestDay - I

Document Folder Recording purpose

20
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Disable Backup/Restore Function
restore the database

Payroll Setup

Pay Period (Pay Group)

Payroll Setup

User may choose to define different pay groups for a company

with a variety of working patterns. All salaries, for
employees

within the pay group, will be calculated based on the
working

pattern set in that group.

NOTE:

A pay group is a template. You use it to generate the
working

formula, pattern and calendar for an employee. Each
employee record contains a working calendar and salary
computation formula.

Example:

Bank Codes

Allowance Deduction Table
Income Tax Table

Personal Relief Table
Others Code Table

Cost Centre Table

Formula Setup

Salary Schedule
Supervisor Setup

Wage Code Setup

General Ledger

Pay Period (Pay Group)

Sday-work week, 51 day workweek or 5¢ day with alternating Saturday.

Payroll Period Maintenance
—Global Pay Group Setting -Global Weekly Setting
I 13t Week 2nd W eek
Fap Group |5.0DAYS
] MoN [FULL ~| [ =
Year | 2004 Hourwoarked Pervear I 2288 DayWorked Per Week I 5 TUE [FULL =] [FOLL =]
Start-Datelm A01/2004 vI Erd-Date |31 A2/2004 wep |FULL =] JFUlC =]
D aily Rate Formula : IWorking Drays/dth j THU |FULL j FULL j
Re-Generate
MPL Rate formula IWorking Days/Mth j | i Jrue F] o =
0T Hour farmula - IHoursNear j Count Work Day | gat |OFF | OFF =
ofF =] [oFF =
Period |Start-Date |Mid-Date |End-Date |1st Half | 2rd Half | T otal \il SUK [ =l
|#| 200400 | 01/01/2004 | 15401/2004 | 31/01/2004 1.0 1.0 22
| (200402 | 01/02/2004 15/02/2004 | 23/02/2004 10.0 10.0 20
| (200403 | 01/03/2004 | 15/03/2004 | 31/03/2004 11.0 120 23
|| 200404  01/04/2004 |15/04/2004 | 30/04/2004 1.0 1.0 22
| 1200405  01/05/2004 |15/05/2004 | 31/05/2004 10.0 1.0 21
| | 200406 01/06/2004 |15/06/2004 | 30/06/2004 1.0 11.0 22
| [200407 | 01/07/2004 | 15/07/2004 | 31/07/2004 1.0 11.0 22
| [200408 | 01/08/2004 15/08/2004 | 31/08/2004 10.0 120 22
| (200403 |01/03/2004 | 15/03/2004 | 30/03/2004 1.0 11.0 22
| (200410 |01.110/2004 1541042004 | 3141042004 1.0 10.0 il [~ More than twa weeks setting
| (200417 |01A11/2004 1541142004 | 3041172004 11.0 1.0 22 [ s alternate Saturday ?
| [200412 |01 A2/2004 15A12/2004 | 311242004 11.0 120 23;' ™ Public: Holiday as Off Day ?
MHew | Save | Cancel | Dielete | j-_L Cloze
Pay Group — Specify the pay period cut-off date. Users can define more
than one pay-group to cater to their company needs.
Global Weekly Setting — Working pattern of the company.

If there is a tick, only the MASTER user can backup or
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Daily Rate Formula — Formula to be used to compute daily rate of a monthly rated
employee.

NPL Rate Formula — Formula to be used to compute no pay leave deduction.
OT Hour Formula — Formula to be used to compute overtime pay.
Click fefeneste to create new working calendar after “Global Weekly Setting” has been
modified

. Count Wark Day . . L. .
Click to recount the number of working days for a selected individual pay period.

Remark:

When a user creates a new employee record for a company database, Times Pay will generate a
new employee record with a default pay group: “STD”.

Important guide lines:
1) Don’t delete the STD pay group.

2) Don’t modify the STD pay group. Instead, create a new pay group for the company.

STEPS:
1) Click the Payroll Setup icon.
2) Click the New button.

3) Type the new pay

x group’s name in this field.
Global Weekly Setting .

TtWesk 2wk 4) Set the weekly pattern using a two/four week schedule.
suN [OFF - [ |OFF x V¥ Mare than bwo weeks setting ? [T Iz alemate Saturday ?
won JFOLL =] JFOLC -] —
rue JFOIL =] U ] 5) If the Is alternate Saturday? checkbox is ticked, only

the 1" week’s work pattern is considered and all Sat are
wep JFULL <] UL ] alternated for the month.
THU [Fute -] [P -]
fri [FOCO <] [FOLC - 6) Click the Save button to generate the work pattern for the
a1 [OFF <] [OFF < whole year and save the new pay group.
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Income Tax Table

The yearly income tax table setting as shown below.

Income Tax Table E

YEAR | Amount From |.-'1'~m|:|untT|:| |F'eru:ent[°/o] | -

n S0000000 .00
50000001 250000000 15.00
250000001 500000000 25.00
S00000001 3333333339 30.00

[

<Fax/<Right Click> -Delete code <Insert>/<Double Click: - Add Code l'-L Cloze

Yearly income 2012 < Rp50,000,000 Income tax percentage is 5%.

Yearly income 2012 > Rp50,000,001 but < Rp250,000,000 Income tax percentage is 15%
Yearly income 2012 > Rp250,000,001 but < Rp500,000,000 Income tax percentage is 25%
Yearly income 2012 > Rp500,000,001 but < Rp999,999,999 Income tax percentage is 30%

IMPORTANT NOTE:

ENSURE THE TABLE IS UPDATED WHEN INITIALIZE TO NEW YEAR.
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Personal Relief Table

E Personal Relief Table E
<Fax/<Right Click> - Delete code <Inzert: /<Double Click: - Add Code
YEAR | Status |.-'-‘«mu:|unt | j
1 1320000
2mz 1 1430000
2mz 2 1540000
2mz 3 1650000
2mz 4 17E0000
Status 0-Single
1 - Married without child
2 - One child
3 - One more child from previous
I'L Cloze

Remark:

Monthly personal relief for Single employee = Rp1,320,000

Monthly personal relief for Married male employee without child = Rp1,430,000
Monthly personal relief for Married male employee with 1 child = Rp1,540,000
Monthly personal relief for Married male employee with 2 child = Rp1,650,000
Monthly personal relief for Married male employee with 3 child = Rp1,760,000

Important Note:

-Monthly personal relief for Married female staff with or without child = Rp1,320,000

-Ensure the table is updated with new year when initialize to new year.
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Bank Codes

The diagram below shows the details of bank codes

E Bank Code Maintenance

Browse ] Detail |
BAME | ERANCH | MamE | =
_|BCA 0350 BCA
| CASH CASH
¥ cHED
-
<F4:/<Right Click> - Delete code <lhsert: /<Double Click> - Add Code J_-'L LCloze

A user may do the following:

1) Create a new bank code by pressing the
<Insert> key or Double Click.

2) After modifying or adding bank details, click
the Close button and click Yes to save.

3) Delete an existing bank
<F4> or Right Click.

code by pressing

Information E

@ Data Change

Save?
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Allowance/Deduction Table

Allowance [ Deduction Code Maintenance

Search Code | Sotedby|#LL0W_CODE - |Fised Col [0 3|  GrossWage |5TD -
Description JST ‘TAX‘ IIIT| NPL| EHP‘ GRP Formula Grosswage Union| il D¢

I HREST DAY Py r 0 | T | T woarking Days/Mth 57D r

[ saNL @PAID ANNUAL LEAVE r o T [T ‘working Days/wWesk 5TD r

| mapL @4LL DTHER APPROVED LE&Y r 0 T T working Daps/wesk 57D r

| |eHOL @PAID HOLIDAY r 0" T T ‘working Days/wieek STD [

| emaT @PAID MATERNITY LEAVE r 0 T T working Daps/wesk 5TD r

NG @NO P&y LEAVE r o T T wolking Days/Mth 5TD r

|s0T @OVERTIME Py r 0 T IT 'woking Dapsfwieek  5TD C

| |sPuB @wWORK/PUBLIC HOLIDAY Pay r 0 T T woking Daps/wesk 57D r

| |sRES @REST DAY PaY r 0T T T working Days/week sTD [

| [ssIcK @®PAID SICK LEAVE r o T [T ‘working Days/wWesk 5TD r

| [anau ADJUSTMENT [ o I [NOME 5TD [

| |awee ANNUAL LESVE Payr * r o | ™ | I™ NOME 5TD |

| |eack BACK Pair OF BASIC o 17 T | T NOHE 51D O

| [BaoT BACK, P& OF OVERTIME r or T IT [MONE 5TD I'

| [BONU BONUS - r oI I~ T [NONE 5TD |

| |BONUADY | ADVAMCE BONUS r 1 S N W 2 5TD C

| |BONUAWS  Aws r 0" | T | T NONE 5TD O 3

3 >
<F4x/<Right Click> - Delete code <Ingert:/<Double Click: - &dd Code j'-L Eloee
Code — User-defined allowance and deduction code

Description — Description of allowances and deductions which will be displayed on the

payslips.
JST — Define the allowance and deduction whether it subjected to JST computation.
TAX — Specify the line number of the allowances/deductions to which subjected to
tax.
oT — If set, the allowance/deduction will affect the computation for overtime rate.
NPL — If set, the allowance/deduction will affect the computation for NPL rate.
GRP — If set, the allowance/deduction will affect the computation for gross rate of
pay.

Note: GRP is used to calculate salary for public holidays, notice pay and other
approved paid leave (e.g. Annual leave, Maternity leave, Marriage leave) and
hospitalisation leave.

To Add a new Code
e Double-click on any record field or press the <INSERT> key

To Delete an existing Code

e  Press the function key <F4> or click the right mouse button when the mouse pointer is on
the selected record

Group Code in Allowance & Deduction Table allows users to combine 2 separate codes with
different amount into a single figure. For example, if user wanted to combine the Medical
Reimbursement and Training Reimbursement figure into one amount in payslip, user just have
to put one common code e.g. REIMBS under ‘Group Code’.
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MEAL MEAL ALLOWANCE O'-Subject to CPF max r
4 MEDICAL REIMBURSEMEMT r EREE
MOS0 MOSUUE MENDAKI ELDG FUND r
TPRM TRAMSPORT REIMBURSEMEMT r
4 TRAIMIMG REIMBURSEMENT e
TRAM TRAMSPORT ALLOWANCE OS5 ubject to CPF max r

After that, the user will have to set up a code in the allowance/ deduction table in order for the

codes to appear in their payslip.

GL Account# allow user to specify the GL code number so that the user will be able to link to
particular allowance code with the GL program. NOTE: This is only applicable if you purchase

the GL Interface program from Times Software Pte Ltd.

GL Accountit

Other Code Table

Payroll Setup

Pay Penod [Fay Group)
Comrnunity Funds/SDF

CPF Tables

Bank Codes

Foreign “Warker Lewy Table
Mational Service Pay
AllowanceDeduction Table

Otherz Code T able

Cozt Centre Table
Farmula Setup

[Feneral Ledaer F

Branch

Category

Career Progreszion
Clazsification Code
Cost Centre
Divizion
Department
Education

Job Grade Code
Location

I ationality
Ozcupation

Race

Religion

Section
Termination Code

Users can define all the above codes according to their own company setting. For example,

department code can be defined as follows:
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Department Code Maintenance E
Search Code I Sorted by I Code VI

Description | ;I
ADMMIETRATION DEPARTMENT

hod 2l A CGERENT

RICME

SALES DEPARTMENT

SOFTWARE DEPARTMENT

SUPPCRT DEPARTMENT

L

{Fd:-Delete code <lnzert: - Add Code

=

Cloge
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Cost Centre Table

<Payroll Setup><Cost Centre Table>

ﬁ Cost Centre Allocation - ﬂ

Employestt |DD2 J . *
Period : [199802 ﬂ Click here to
select an
Cost Centlel Descrniption |Pen::ent |ﬂ employee.
C1 COST CEMTRE 1 50.00
E C3 COST CEMTRE 3 50.00
T User may change
the cost allocation
for each cost centre.
Allocate Save | Cancel

Project costing — Users can specify cost centres to which an individual employee belongs by
percentage. For example, employee 001 belongs to two different cost
centres, namely; 75% allocated to cost centre 1 and 25% allocated to cost
centre 2. Once the respective percentages have been defined, the project
costing report based on the specific distribution may be printed.

STEPS:

1) Select the employee
2) Edit/modify the cost allocation (percentage) for each items (e.g. Cost Centre 1-2)
3) Specify the starting period to apply the new/amended cost
. Emplayestt  |0UE
allocation.

4) Click the Allocate button to assign the cost allocation Period TSSBD J
for the entire service year from the period indicated.

5) Click the Save button to confirm the allocation and save the setting

Note: Clicking the Save button without clicking the Allocate button merely allocates the
costing for that period.
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Formulae Setup

Individual allowance/deduction can be defined with a formula based on the predefined fields in

provided in this setup.

For example

Meal allowance = number of working days of the pay period * $5.00

& Formula Setup - [O] <
NO ‘Des:nphnm |NEI |Descnphnn |NEI |Descrlphnn ‘;I
: . |_|vAOT Base Salary Wal2 | Increment W03 | Total'wage
ASSumlng the COde' Meal | |¥AO4 Borus Factor Wals | Hour Woark/Year VA0E | Day Work eek
iS already assigned as an | [¥A07  Service Maonth WADB | Service Year WADT | Sick LY Entitlement
| |¥A10 Annu LY Entitlement a1l | Paid Base Waged WA12 | Mo Paid Leaved
allowance type. You may [ [wa12 Tatal Overtimes WAT4 Tolal Shift V415 | Total Festday$
s | |¥ATE Gross'wage$ Wal?  CPF'wWaget WA1E  Mett Payd
now aSSIgn a formlﬂa tO | |¥A19 Employes CPF Va2l | Emplayer CPF Va2l | Total CPF
that Code‘ | |¥422 Bonus Employer CPF Wa23  Bonus Employee CPF Wa24  Total Bonus CPF
| |25 Special Employer CFF Wa2E | Special Emplopee CPF WA27 | Total Special CFF
| |¥A28 SDF Fund Wis23 | Pwil WA30 | Sick Leave Taken
STEPS | |¥A31 Anrwal Leave Taken W32 NPL Day W33 | NPL hour _I
—_— | |¥A34 Absent Day Va3 | Daywork in 1st Half V36 Day Work in 2nd Half
LVAST Taotal Day woark W38 | Overtime Hour #1 Wa39 | Overtime Hour #2
| |+A40 Overtime Hour B3 Wid1 | Overtime Hour #4 Whd2 | Overtime Hour #5
1) On the Formula Code |43 Overtime Hour #8 Y4 | Overtime Hour H7 VA5 | Overtime Hour #8
3 WAME | Shift #1 Viad? | Shift #2 VA48 | Shift #3
group’ Clle the | %443 Shift #4 Wasl | Shift #5 W51 | Shitt 6 LI
ellipsis button
Farmula Code
’7MEAL ] [vazz-g
Formula Code
Save ﬁgluse |
|

2) Choose the desired code from the lookup table.

3) On the Formula Field, enter the desired formulae. (E.g.
VA37%*5 = Total Day Work * RP2000)

NOTE:
Codes with formulae assignment assumes the highest priority
as compared to prorated formula in the payroll process.

Process and modify pay record.

The results are shown below:
VA37%5 =20 * $5 = $100.00

Employee # |002 il

User defined allowance type.
»You may set up allowance type in
the Allowance/Deduction Table. &

E‘ a1

Paytoll Setup

Pay Period (Pay Group)
Bank Codes
AllowanceDeduction Table
Income Tax Table

Personal Relief Table
COthers Code Table

Cost Centre Table

Salary Schedule
Supervisor Setup

Wage Code Setup

General Ledger *

Pay Record l Leave Record Allowances / Deductions

Pay Group |5TD Cycle Code |Des-::riptiun |Amuunt |ﬂ -
Days Worked IW Basic L.-’-‘-.TTN ATTEMDAMCE ALLOWARCE EEI.EIEIEI
| BACK BACK, PAY OF BASIC 455 0
_|CDAC CHIMESE DEV'T ASST. FIUME 050 H
_|IMED IMCOME Tax DEDUCTION B0.00 M
| LOAMN LOAM REPAYMENT 100,00 M
_ | MEAL MEAL ALLOWAMCE = 100.00 ﬂl |
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