TIMES PAY 8.0 TIMES SOFTWARE PTE LTD

Modify Pay Record

After payroll processing, a pay record will be created for individual
staff. User can modify the pay record accordingly. This may be
necessary to adjust/modify certain data.

To modify the pay record:

STEPS:

Modify Bonus Record

1) Click the Modify Pay Record icon ety Spsgiel gl

2) Select Modify Pay Record from the shortcut menu.

3) Select an employee to modify from either the employee’s ID combo box or the employee’s
name combo box.

Employee # qu2 VI Mame # IBENSDN LEE j

Employee ID Combo Box Employee Name Combo Box

E[ Modify Pay Record ] - Current Processed Cycle: E

Employee # [006 + | Name # HONG VI PING ~
Leave | Quick Henu| Period 200905 +
Pay Group S.00&%:  Other Cycle Paid fdorthly Period 05/ Type: 2-3h  CPFlLewy FRZ

22.00 Basic Pay| 30000 Age: | 3642 159.09 1836
WP Day-c | 159.000%8] 000 0.00

|“P|— Hr-C | 13-3ﬁ| 0.on 000 = Code |Descri|)tion |Amoum |T -~
|absent-c | 161.54 0.00 0.00 = || M[cDac CHIMESE DEY'T ASST. FUND -1.00/H
BT  Total Ho Pay leave 0.00
OT1.5C 27.53 0.00 #
OT2.0 36.71 .00 0.00
OT1.0L 18.36 000 0.00
hd

. &

m Total Overtime 0.00 ——
CPF Contribwtion Total Wages

1STSHF 5.00 0.00 0.00 - Employer 315.00 Total Allowance 0.00
2HDSFT 10.00 0.00 0.00 Employeel 525,00 Total Deduction|  .1.00
IRDSFT 15.00 [} 0.00

e SDF 8.75 CPF Wage 3500.00
RestDay TiptalShiil 0.00 i FWL| 0.00 Gross Wage 3500.00

.50 Day BOTT agal} 0.00 ﬁ N ‘ ‘ | ’ | N ‘ Hett Wage 2974.00
0.5 Day# BO.TT oon 0.00 w |
et Ty B i Bank Recalculate \/ Save x Cancel j-'L Close

Quick Menu: Hyper link to access other module without log out from the modify pay record.

Bank: Please click this button if you wish to change the payment mode, for example Giro to
Cash, Giro to Cheque etc....
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(Shift Entry)
How does GRP (Gross Rate of Pay) affect the allowance /deduction computation?

The shift setup are shown on the right in <Company Parameter><MISC Parameter>
The shift payment is computed based on the average shift month setting.

—Shift Setup
NOTE: || | SHIFT_DESC|RATE |CPF? |Tax?|0T2/GRP? |NPL? |ﬂ
The average Shift Month may be  ||[¥|sHIFT1 300 OWSubjectnCPFmax | 1 F | T
set to Last 1 Month to Last 6 | |5HIFT2 500 0w Subject o CPFmax | 11 F | T
Months with increments of one | |SHIFT3 7.00 Ow-Sukect to CPF max 1 v

) | |SHIFT4 0.00 0%-Subject to CPF max 1Tr v =]
When set to Current Month, the
formula will be as follows for EnsbleShitenty? v Average ShiftMonth  [Curent Month -]
computation of annual paid
leave:
(Basic + Allowance(GRP) + OT(GRP) + Shift(GRP) )x12
Factor
52 x working days per week

GRP (Gross Rate of Pay)

- 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.

Based on the above formula, TIMES PAY 8.0 computes, for example, the paid annual sick
leave (subjected to GRP) accordingly.

Daily Rate:  Working I 26,36
days/Month Allowances / Deductions

Basic wage: $580.00 " Code |Descriptiun |Amuunt |T | ﬂ
Days Worked: 22 BeaNL PAID ANNUAL LEAVE 26.15) &
|CDAC | CHINESE DEW'T ASST. FUNC 050 N

Daily Rate:  $580 + 22 = $26.36

However, for the code &ANL, the

m Total Overtime | 0.00] computation will not be the same.
LT Ll 10.00 30.00 ﬂ & - denotes that the item is subjected to
SHIFT2 5.00 0.00 0.00 GRP
SHIFT3 .00 0.00 0.00 % - denotes that the item is not subjected
to GRP

($58O+O+O+$310)><12

=$28.15

52%5

TIMES PAY computes the Paid Annual Leave amount and computes the result: $28.15, as
shown above.

If the Average Shift Month is set to Last 2 Months, then TIMES PAY will use the average of
the last two months shift payment when computing the above formula.
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(Recalculate Manual Entries)

Whenever an employee record is modified, TIMES PAY
provides a means to update the payroll records via the

B d &

special function icons.
& EI Calculator

Prorate the salary and transfer
allowances/deductions from the

NOTE:

employee records.

o Save x Cancel

When changes are made after a payroll is processed:

~u
w» Decalculate

CASE 1
When medical claims are added/adjusted:

i

1) In Modify Pay records, click the icon.
2) Click the Recalculate button.
3) Click the Save Button.

CASE 2

When allowances/deductions are added/adjusted OR

When a salary is adjusted/prorated due to:
- resignation/termination of contract
- newly hired staff

1) In Modify Pay records, click the icon.

2) Click the Recalculate button.
3) Click the Save Button.

ke

Click the Save button to save the changes
OR click the Cancel button to discard any changes

To view the number of pay record leaves taken:

—— Transfer medical
claims from the
medical records.

1 To display the current ~——————P Leave Record| Period [200508 «
month Annual Leave and Pay Group ficsis CuataD o
Sick Leave taken Pay Record Leave Taken
HPL Day-C Lwe. Snnual
HPL Hr-C Sick Leave m
Absent-C
(Changing CPF/SDF/FWL)

If you need to manually adjust the CPF contributions/SDF/FWL

Employes Record

Employee Other Details
Employes Bank Details
Employes Confirm & Termination

1) In Update Employee, select Employee Other Details. Employes's Cartact
2) Put a tick on the Change CPF/FWL/SDF? checkbox . E;E:Eﬁzzz iﬁ;::iiiﬁzuc“m
3) In Modify Pay Record, click the Fhanas CREBWLEDES Emplayes's Career Progress
Recalculate button. : i Employee’s Calendar
. . CPF Contribution Total Wages
4) Edlt/modlfy CPF/FWL/SDF. Empll:l]rer Total Allowance |705D
5) Click the Save button to Save the Emplayee 000 | Tetal Deduction 050
changes SOF 200 cPFwage[ 000
% oL 0.00 Gross Wage '7050
el | | I | Hett Wage '7000
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(OT Entry — Increment)

If there is an increment/salary adjustment within the month

Code Department| Category| Inc Date |Paid Date | Old Pay Increment Mew Pay| Section -l
FSTART| MOME MHOME 06/04/1995 | 06/04/1995 1000.00 0o 1000.00 NOWNE
} INCR HOME HOME 014031993 | /031999 1000.00 100.00 1100.00 NOWE

Basic pay: $1000
Increment: $100
Increment Effective Date:  15/03/1999

Increment Paid Date: 01/04/1999

LTI Total No Pay leave 0.00
OT1.5C - 5hrs (after 1nc.rement) 0T1.0C 577 000 000 =
OT1.5L - 10hrs (before increment) 0T1.5C 8.65 5.00 43,75
Pay period: 199903 Im Total Mo Pay leave 0.00
In Modify Pay Record enter the data as 0T1.00 5.24 0.00 0.00 =l
shown on the right. 0T1.5L 7.87 10.00 78,70

Change period to 199904

Process the payroll.

Allowances / Deductions
In Modify Pay Record, you will see Code | Description | Amount 7] ﬂ
the back pay of basic and back pay of B BACK BACK PAY OF BASIC 5B.52 A
OT in the Allowance/Deductions _|BaAOT BACK, PAY OF OWVERTIME 395 A
entry section.

The new rate for OT1.5C is 8.65. OT1.0C 5.77
The previous month’s rate was 7.87. OT1.5C 8.65
The back pay of OT is calculated as follows:

Incrementx12
X OT Factor X OT hours

52 weeks X hours worked per week

$100x12
52x44

X1.5%x5=0.79x5=$3.95
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If the Increment Effective Date and the Increment Paid Date is the same:

Example:
Increment Effective Date: ~ 15/03/1999
Increment Paid Date: 15/03/1999
Pay Record I Leave Record |
Pay Group 570 Cycle Run | Paid orihly Period [13/£ Type : 25N CPF/Lewy|CLASS1

Days Worked I 2300 Basic Pay I 105652

| Daiy Rate | ETEEHN Hourly Rate |} IERE

Notice that the basic pay is now adjusted (prorated) for the month of March 1999.

._mm Total No Pay leave Qoo
In the Modify Pay Record, the OT rates
for both OT1.5C and OT1.5L are now 0T1.0C 2.77 0.0 0001 S
different OT1.5C 8 65 B.00 4325
The rate for OT1.5L is based on the old ECIZINTN Total No Pay leave nie
basic pay - $1000 0T1.0L 524 0.00 non =l
0OT1.5L ¥ 87 10000 ¥a.70

The rate for OT1.5C is based on the new basic pay - $1100

tdarch 1999 1 F]
SunlMonl Tuel"-.-\.-"ec‘ Thul Fri | Sat

The basic of $1056.52 is computed as follows:
1.2 3|4 5 6

[(13 +23) X $100] + $1000 = $1056.52 7 8 3 10 1M 12 13
1415 17 18 139 20
21 22 0023 024 | 25 2B 27
28 29 320 0 0A

Ba—ﬂ Bank button is a function for user to select
the payment mode for the employee. The amount in the box of payment mode will adjusted
follow the payment mode that user choose from the Payment Mode drop down list.

[onpomoninats 8

Eank Payment ]
Mett wage 3ERS.00 Bank Giro 3ERS.00
Cheque 0.00
Cazh 0.00
jI'L Close
a Cheque Adiussr‘nejr'ut 1

System also allows user to split payment mode by enter the Bank Giro 2653.00
amount in the field of either cheque or cash if the default Chegue 1000.00
payment mode from Update employee is bank Giro Cash Iim

payment.
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Modify Bonus Record

Processed Bonus records may be adjusted/modified as and when the need arises.

To modify the bonus records:
STEPS:

1) Click the Modify Pay Record icon

2) Select Modify Bonus Record from the shortcut menu.

3) Select an employee to modify from either the employee’s ID
combo box or the employee’s name combo box.

NOTE:

Modify Record

b odify Fay Record
Modify Bonus Record

odify Special Record

Modify Bonus Record is only applicable when bonus record/s is processed separately.

4) Edit the bonus amount field

to make any changes
required. Employes # [00% =] Mame # |[CHRISTOPHER LEE =] ﬂﬂﬂﬂ
Pay Record I Leave Record I
Pay Group S5TD Cycle Run E Paid onthly Period 01/ Type: 25N Class|CLA55T
Note: E33 e
If you process the pay records [ llowances /Dedutiors_ __|
first then the bonus records, the Code | Description |“'I(°“:';UU U\‘; |2l
development e k sl
association/community funds
like CDAC, SINDA, etc. are
inserted into the pay records. o j
CPF Contribution Total Wages
Empluyer,w Total Allowance ’— 1600.00
For both cases, assuming that Employee| 32000 | Tetal Deduction| | 400
the bonus records were SOF CPFwage| | 10000
PWL
processed separately, the - Cissllans F 100
. Hett Wage 1276.00
amount to contribute for a fund
will still be based on the total 4 Becakeulate| o Save | X Cancel || 1 Close
of basic pay and bonus paid.
Amount
IMPORTANT NOTE: 160000
Please backup your database .
. Bonus Run for Period 200201 | x|
first. To remove all
. Bonus Code Im 'l
bonus records from the payroll, click the Bone Mathod P
Clear Record button. If you want to delete only Cut Off Bonus (MihFeriod) [ [2002
. s Bonus Factor I—U
a particular employee’s bonus record, you may Gt s i Wt e
. . Mew Baze Salay j
do so by selecting that person by query. Activate 5o Fimemey !
. Bonus Amourt I 0
the query and click the Clear Record button to _ o -
Include MPYP paid an u
remove it. ‘ihich Period to pay Borus ISBI:'BH?'[BUJ 'l
Bonus Calculation By IService tonth 'l
CPF rate [Curentvaar CFF =]
Service Morth Cut Off Day I?A
‘0 Mo Cut off Day apply, =
3 must wworks for full complete month
Contribute Community Funds 7 IYES 'l
Excludes unconfimed staff ? ¥
Clear Record D Process i'L Cloze
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Modify Special Record
Processed special records may be adjusted/modified as and when the need arises.

To modify the special records:

1) Click the Modify Pay Record icon ;ulndify P—
2) Select Modify Special Record from the shortcut menu.

3) Select an employee to modify from either the employee’s ID Modify Pay Record
combo box or the employee’s name combo box. Modify Bonug Record

odify Special A ecord

NOTE:

Modify Special Record is only applicable when special record/s is processed separately.

EXAMPLE:

Code L&D i

Payment method |B_I,I Baze Salamy Percentage ﬂ

Amouht 45.00

The special records are

processed separately as show Pay Period
on the right. \‘ = Mid Manth
™ End Manth

Clear Record -
button — Clear Record Process 1 Close

>

IMPORTANT NOTES:

Please backup your database first. To remove all special records from the payroll, click the
Clear Record button. If you want to delete only a particular employee’s special record, you
may do so by selecting that person by query. Activate the query and click the Clear Record
button to remove it.

4) Edit the LAWD amount field to make any changes required.

Allowances / Deductions

Code | Description | Amount |H
M| LawD LOMG SERVICE &waRDS 360.00 m
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