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Payroll Reports  

 

 

To generate reports:  
 

STEPS: 
 

1) Click the Payroll Reports icon.  

2) Select the type of report you want to 

print and proceed accordingly. 
 

 
 
 
 
 
 
 
REPORT TYPES 
 

1. Internal Reports – Standard payroll reports  
- Payroll Department Report 

- Payroll Cost Centre Report 

- YTD Departmental Report 

- YTD Cost Centre Report 

- Pay-Slip 

- Pay History Report 

- Career Progression 

- Employee Data Reports 

- Allowance / Deduction 

 - NPL/Shift/OT/Rest-day 

 - Code Table 

 - Bank Listing 

 

 

 

2. External Reports – for external 

usage such as banks and 

government boards. 
- Bank/Cash/Cheque listing 

- CPF 

- Bank Diskette Export  

- SDF/FWL 
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3. Management Reports – for management staff to have 
necessary information to analyse staff overhead.  

- Audit Trial Report 

- Pay History-Variance Report 

- Total Paid Out Report 

 - Staff Movement Report – Straight Method 

 - Staff Movement Report – Moving Average 

 - Salary Reconciliation Report 

 

 

4. Advance Management Reports  

for  more detail break-down 
- Project Costing Report  

- Department Report 

- Cost Centre Report 

- YTD Department Report 

- YTD Cost Centre Report 

 

 

 

 

 

 

 

 

5. Quick Employee List 

 

 

 

 

 

 

 

 

 
  

   

 

6. Leaves Reports     
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7. Graphical Analysis 

 

8. Gross Rate Pay Report 

 

9. NSP Report 
 

10. Hire Confirm Listing 

 

11. Quick Search by Dates Report – for quick reference on employment pass expiry date, 

birthday, hired date and etc. 

12. Confirmation & FWL expired Listing 

13. 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 

 

 

 

 

 

 

 

 

 

STEPS 

1) Go to Report Writer to  

 create a custom report if you  

 have not done so. The mail    

 merge setup will refer to the    

 fields specified in this report. 

  

2) Click the Payroll Reports icon 

and  

       choose Mail merge. 

3) Select the desired custom report 

from  

  the Report Name combo box. 

4) Select the desired Query. 

5) Select Pay Period, click on your 

desired pay period. 

6) Click the Editor button to prepare 

the document. 

 

The Custom report’s name  
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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 
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LABEL – Steps to Perform a Label Wizard                                   

  

1) Select Payroll report, Label Wizard,  

2) At Report Explorer, right click at the All Folders, select 
the New Folder to create a new folder.  

3) You can also rename the new folder by right hand click  
on the folder itself.  

4) Please do a right hand click at the “New Folder” and  
select the “New Report” to start a new report builder.  

5)   User should see a “Report Explorer” attached below.  
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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  

    Template” and click “OK” button.   

8) After that, you are required to select from  

the “Label Template” and the “printer  

information” and type of the label format  
and click the “OK” button.  

 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

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. 
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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.   

 

 

 

 

 
 

 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

STANDARD REPORTS 
 

Payroll Department Report       
 

Select: 
<Payroll Reports> 

<Internal Reports> 

< Payroll Department Report> 

 

 

 

 

 

Pay Advice 

Select: 
<Payroll Reports> 

<Internal Reports> 

<Pay-Slip> 

<Pay Advice> 

 

Out Type: 
Dot-matrix Epson 15cpi 

Dot-matrix Epson 12cpi 
Dot-matrix IBM 12cpi 

Graphical 
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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 
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Pay History Report 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

 

CPF Return Report 
 

 

To print the CPF return 

report, select  

<Payroll Reports> 

<External report> 

<CPF> 

 

 

<CPF-RETURN) 
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You may sort the report by CPF account or 

by employee name. 
 

You are allowed to Exclude FWL payment. 

 

Click the Generate button to preview the 

report before sending it to the printer. 
 
 
 

- Diskette Export 
 

<Payroll Reports> 

<External report> 

<Diskette Export> 

 

 

Example:  
To generate diskette export (Giro 

Payment) to United Overseas Bank. 

 
1) Select United Overseas Bank. 

 

2)  Click the Process button to proceed. 
 
3)   You may sort by          
Name or Employee 
code.  
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Bank GIRO FAQ 
 

1. If I am sending GIRO to POSB Bank, what are the procedures I should do? 

a. You don’t have to enter the company bank’s account in company profile.  Why? 
Because all companies need to attach a company cheque to POSB bank for the 

GIRO amount. 
 

b. The BANK CODE for employee MUST be 7171  
c. As for the branch number and account number, a user has 2 choices. 

i) A user can input the branch (always 3 digits, eg 112, 081, 100, 123, etc.) 
Then enter the next 6 digits in the account number without hyphen, the total 

of branch + account number must be 9 digits.  If not, please add a “0” in 

front. 

 

ii) Or a user can input the branch as of the above (I), then input the account 

number (9 digits format).   (This choice is better for reporting purposes-it 

is advisable to use this format) 

 

d. Either choices for part c is OK as TIMES Pay do as follows: 

i) Check the account number, if it is 9 digits.  It will skip the branch, 

ii) If the account number input as 6 digits, it will pick the 3 digits from branch 

number to form the 9 digits account number. 
When using the new POSB crediting scheme (From October 1999 onwards),  

Please ensure you do the following: 

At company profile: Bank ID: 9999, Branch: 999, Account no.: 99999999999 

 

2. If I am sending GIRO to other banks such as HSBC, Chase Bank, etc, what are the 

procedures to follow? 

a. Go to Company Profile, update your company Bank Code, Branch and account 

number for your banker. 

 

     Example:  You are sending to HSBC bank, either Hexagon or HSBC MRI format. 

     Inputs for Bank, Branch and Account number are as follows: 

     Bank Code: [7232]     Branch [141]    Account Number [112123001] 

      
b. For employees’ bank information, the update is normal for most bank except POSB. 

POSB bank account number must be input as follows:  
Regardless of your bank branch number, your branch must be [081] 

Eg.  Your POSB ACCOUNT number is 123-12345-8  (9 digits without hyphen) 
Bank Code: [7171]   Branch [081]    Account number [123123458] 

 
Sample entries for other bank’s bank code, branch and account number: 

 

Bank Code     Branch      A/c Number       Bank Code     Branch      A/c Number 

7171               002            02023911  7348  910            10423668 

7162               010            2101091653      7144               018            1820005353 

7232               141            123123001        7339               514            013358001 

7171               081            112123459      
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3. If I am sending GIRO to other banks such as Standard Chartered Bank, what are the 

procedures to follow? 

a. Go to Company Profile, update your company Bank Code, Branch and account 

number for your banker. 

     Example:  You are sending to Standard Chartered bank,  
     Inputs for Bank, Branch and Account number are as follows: 

     Bank Code: [7144]     Branch [001]    Account Number [0108312345] 
      

c. For employee bank information, the update is normal for most banks except POSB. 
POSB bank account number must be input as follows:  

Regardless your bank branch number, your branch must used [081] 
Eg.  Your POSB ACCOUNT number is 123-12345-8  (9 digits without hyphen) 

Bank Code: [7171]   Branch [081]    Account number [123123458] 

 

Sample entries for other bank’s bank code, branch and account number: 

 

Bank Code     Branch      A/c Number       Bank Code     Branch      A/c Number 

7171               002            02023911  7348    910            10423668 

7171               001            0010411234      7375               001            1013621234 

7171               048            0480161234      7375               080            1803041290    

7162               010            2101091653      7144               018            1820005353 

7232               141            123123001        7339               514            013358001 

7171               081            112123459        7339               540            0012099 

7214               001            0248521234      7339            550            3002975 

7214               002            0386165999      7558               505            05032123 
7065               790            0014091234      7199               001            5011131234 

 

Notes: 

For Far Eastern Bank (7199), if the Branch is 001, change the first digit to 9, ie. 
901. 
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Summary 
 

 

Payroll processing – How does it work? 
 

 

 

 

 

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, CPF category, recurring 

allowances and deductions that are 

entered in “Update Employee” tab 

page 

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. 

Step 

2 

Step 

1 

 

Step 

3 

Link to modify pay 

record: YES 

 

 

  

Transfer medical 
claims to pay records: 

YES 

Step 1.1 

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. 

1. Exit Program 

 

2. Diagnostic 

 

3. Backup 


