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
©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 SOFTWARE 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 SOFTWARE 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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TIMES SOFTWARE

Times Pay 8.0

It is a Windows-based integrated payroll and human resource management system. It is
cost-effective and designed with robust functionality and performance. It is user
friendly and flexible, allowing payroll to be done according to the countries’ local
authorities requirements.

&= TIMES SOFTWARE PTE LTD
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Payroll Setup

Leave Setup

Payroll reports ili HR Setup

Support Hotline: 62951998 Email: support@timesoftsg.com.sg

User ID:MASTER  Period:201104 Cyele:E |Emp Size : 1 ‘Duery: ALL ISta‘tus: Unloc |

TIMES PAY 8.0 manages a wide variety of payroll activities from simple
straightforward deduction categories to complex, multi-company payrolls.

It tracks all employee data related to payroll processing, print pay-slips and generates a
wide array of standard and statutory government reports to satisfy your monthly,
quarterly and annual processing requirements. You can maintain full employee details
including staff transfers, job and pay histories.
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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:

Client System Requirement

Intel® ™2 Duo CPU P8400 @ 2.26GHz

1 GB (2x 512 Mb) RAM or higher

Windows XP-Pro/Vista/7

500 MB of disk space available for software, plus 50 MB per 500 employees per year
All printers that supports MS-Windows operating system.

Server System Requirement
Intel® Xeon™ processor 2.8 GHz-1MB L2 cache/800MHz FSB or higher, 4 GB RAM or higher
Win2003 O/S or Win 2008 (32bit / 64bit)

250 GB Hard disk space (Partition to 2 portion. e.g. c 10% of the disk space, D 90% of the disc
space)

IIS 6 or 1IS7

Recommended Dot-matrix Printers:
Panasonic KX-P1131
Epson LQ series

Remarks

1) TIMES PAY is written for 32bits operating systems. It runs on Windows 95 and above, as
well as Windows 7

2) For maximum performance, Pentium V and above with 512RAM is recommended.
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Installation

TIMES PAY 8.0 installation files are distributed in CDROM.

CDROM INSTALLATION

¥ Times Full Installation -

To install TIMES PAY 8.0,

STEPS:
1) Insert the installation CD into
CD ROM drive

3) Please wait for a few seconds.

The CD will perform an Auto

run until you see the following
screen appear.

Click Next to initialize

4)

InstallAware Wizard

Welcome to the InstallAware Wizard for Times
Software

The Installaware Wizard will install Times Software an your
computer.

WARMIMG: This program is protected by copyright law and
international treaties,

To continue, dick Next.

J

MNext > Cancel

installation.

4) Click the Next button to do
the installation , you may click

Destination Folder
Select folder where setup wil

€ TIMES SOFTWARE PTE LTD - InstallAware Wizard

install files.

CHANGE to select the path that

you want.

5) Click the Next button all
the way to do the installation.

6) The Install Shield Wizard

starts running.

< Back “ Mext > ] [ Cancel

* TIMES SOFTWARE PTE LTD - InstallAware Wizard

Installing Times Products
The program features you selected are being configured.

Status:
Validating install

Please wait while the InstallAware Wizard installs Times Full Installation.
This may take several minutes,

Cancel |
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7) Click the Upgrade button to proceed to another step of installation.

i Sentinel System Driver - InstallShield Wizard
Confirm Upgrade

Previous version detected, please confirm.

Important Note:

Setup has detected the installation of an clder version of the Sentinel System driver. In
order to continue, this version will be uninstalled now. If you select "upgrade” and then
cancel out of the installation, you will not have the driver installed at all.

Please remowe all USB SuperPro keys before continuing!

< Badk [ Upgrade = | [ Cancel ]

Welcome to the InstallShield Wizard for
Sentinel System Driver

The InstallShield(R) Wizard will allow you to modify, repair, or
remove Sentinel System Driver. To continue, dick Mext.

< Back I Mext = i [ Cancel

9) Click the Next button all
all the way till this screen

and click Install button. i% Sentinel System Driver - InstallShield Wizard

Ready to Modify the Program
The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

IMPORTANT:
Please remove all USB SuperPro keys before continuing!

< Back ]| Install i [ Cancel

10




TIMES SOFTWARE PTE LTD

7) Click the Finish button to
complete the installation.

i# Sentinel System Driver - InstallShield Wizard [z|

InstallShield Wizard Completed

The Installshield Wizard has successfully installed Sentinel
System Driver. Click Finish to exit the wizard.

Important Notes:

For client’s PC, need to install the latest Xceed components and sentinel driver.
Enclosed is the URL to download the components and driver.

http://www.timesoftsg.com.sg/update/misc2/XceedComponents.exe

http://www.timesoftsg.com.sg/update/misc2/Sentinellnstaller7.6.4.zip
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How to Start?

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

on the

2) Choose a company database in the company selection window and activate it by clicking
the OK button.
B TIMES Payroll/Human Resource Ver 8.85 12/04/2008

Company Name
TIMES SOFTWARE FTE LTD

StaffNo | ~ Company Code
i}

Delete

Mew

Diagnostic

v System info
8

Remote Server ADS Version 6.11 (ACE 8.10) [Non-DD] \/ oK x i |

Total Staff

Functions that you can perform in the above startup window

Click on $ to create a new company database.
Click on S to save a newly created database.
Click on Deiete to delete a selected database.

Click on 0K | to go into payroll program with a selected database.
Click on to exit the program.

Click on Systeminfo | to find the software location.

Database Maintenance

[ Backup with Index files?

Bestare |

Backup |

Optimize | J_-'L Close

12
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. Diagnostic © .
Click on to perform database maintenance.

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

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

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

Log in Entry
Uzer D :

Pazsword ;

Period : |2':":'8':IB jj‘l |E ﬂ 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 selection
¢ Period: Salary Payment mode — i |
a) mid-month (M)
b) end-month pay (E). 2008 08

Click on «/ Login to activate the software main menu.

Click to X Logout exit to the Company Selection window.

13
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One-Time Setup for your software

tizc Parameter | Prorate allowance | OT Capping] Mz ] Service F'u:uintTabIe] Cuztam Setting]

Company [TIMES SOFTWARE PTE LTD Co Regisiration Mo 1998044150
Address [10JALAN BESAR #16-03 M50 Soheme Nt Applicable -]
|SIM LIM TOWER: MVC Scheme | Mot Applicable -]
|Singapore MVE Max | M | | pefwvc |
Postal (208787 F'hnne|[55] £2595 1933 MWL Method |ﬁ3«ccumulated MV percentage j

Home Page URL |http:#www.timesoftsg.com.sg
Ermail |sales@timesnﬂsg.com.$g Faw |[E5) 6295 0398 M5S0 Mawd

CPF A/CH | 103406 - CPF Voluntary &/CH (3302034 M50 Add.Mand
Income Tax A/CH (1932044150 M50 ACH Master 1D Audit trail [

Comnpary BankAD | 7171 ¥ | Branch |003 Retired Age | B5 Auto Canfimation dus notice 2 W
Bank-ACH |DD112345E§? MSP Code  |MSP .| CPFMAX Formula |&uto Capping -

System Setting

Date Format DOD/MM A Y | Probation Period 3 Encashment Code |SANL X

Hgﬁiﬁ:ﬁ;g 5 ‘ez v | MidManth Pay Subject ta CPF [~ Rounding Formula |NU Rounding ﬂ
Auto Deduct PwL Levy if MPL & Absent?] Encash Resigned Staff ¥ [
Link Claim T
h,:gdif},?‘rgmo[d 9 |Tes ¥ Prorate Fulmulal .
Prorate for newly hired or terminate employes 7 v
Add additional community fund on top the contribution amount? [ Formula |‘-A-"orking Day/tdths j
Papslip Message |SA|—""\‘HY WILL BE CREDITED OM EMD-MONTH Method |Da_|,J,.-'Da_|,| Formula * B aze Salary j

|Hﬁ5«F'F"‘f SPEMDING!

J1 Close

Company Profile

Company Profile - Fill in your company information accordingly.

NSP Code — Supply an alternative code if you don’t use the system default code “NSP”
(Note: Make sure the Co. Registration No. and the Income Tax Acc. Number are fill up. This is
necessary for printing of IR§A forms at the end of the year.)

System Setting

¢ Date Format: DD/MM/YYYY or MM/DD/YYYY
(Important note: Is a MUST to has the same date format for both OS and application
system. Go ‘Control Panel, Regional and Language Options, short date format.)

¢ Link Leave To Modify Record? : Select Yes to link leave Link Leave To  [m
applications to the Modified payroll records. Leave may be el Hasigis) & :
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 period

14
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Prorate Formula Prorate Formula
Prorate for Hire ar Termiinate Emplayes 7 v
e Prorate for Hired or Terminated Employee? Fomuls [working Day/Mths [~

-Tick to apply prorate formula for incomplete Method [Day/Day Formula * Base Salay ~ |
month staff.
¢ Formula: Select the appropriate method.
¢ 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.
(2 options deliver different prorated amount basic salary due to rounding issue,
Please refer to Appendix F)

Auto Confirmation due notice ¥ [ €4—— Checked — Enables auto prompting for confirmation
due, birth date, employment pass expired....

MSO Scheme — The MSO Scheme is only applicable to those companies that is currently
having the MediSave Scheme. Please request for the supplementary notes if your company is
having the MSO Scheme.

MYVC Scheme — The MVC Scheme is applicable to those companies if they are practising the
Monthly Variable Component as part of their employees’ annual increment and their basic
wage. Please request for the supplementary notes if your company is having the MVC Scheme.

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.

15




TIMES PAY 8.0

Misc. Parameter
HOURS/DAY

g Company Parameter

Hoursi/Day OT Rate Setup

Company Profile  Misc Parameter | Prorate Allowance I OT Capping ] Mizc I Service PointT able ] Cusztom Setting I

| Factor|Status| CPF? |Tax? [GRP? [NPL? |~

DESC'HDUI ~ Description
» o1 a »|oT10C 1.0000 C OW-Subject to CPF max 1| O
"oz s _|oT1sc 1.5000/C OWé-Subject to CPF max 1| T -
o2 a oTz.0C 2.0000|C OW-Subject to CPF max 1| T - =
D4 8 55 >
(o e = %
OT ceilin None - OT Ceiling(Min} o

Hours Worked per year 2 | J

2288 ETTL BT BN v OT ceilng(Max)| 0O
Select Formula OT Rate Setting |A|:||:|ty Last Mth OT({C} as Cur Mth OT({L}) -
Daily Rate By . = liTZ
[Working Daysith = Rounding Method |2 Decimal Places - OT Hours Ceiling
NPL Daily Rate By Shift Setup
[Working DaysiMth = SHIFT_DESC |RATE |CPF? |[Tax?[0T2[GRP? [NPL? [~
Absent Dailp Rate By | [sHIFT 0.00| OW-Subject to CPF max 1| T
[Working Days/Week = _|sHiFT2 0.00 | OW-Subject to CPF max 1| ™ - I
OT-Rate By B sHIFT2 PN ow-subiect to CPF max 1| ™ — il
|Huur5Near - £ >
Working Day Rounding Method Enable Shift entry ? [ Average Shift Month |Current Month j
|2 Decimal Places - RestDay Setup
Enable NPL entry ? ™ e sciplion |':'_3F : | Tax?| 0712 | NPL?|MSD?|
Enable NPL Hour entry ? [# P[Rest Day OW-Subject to CPF max 1 I

7
St s 60 U Enable Rest day entry 7 |w Rest Day Formula |Wclrking DaysiiVesk -
I- Cloze |

SE - Salary Exempt: employees under this setting not entitle to overtime pay.
SN — Salary Non-Exempt: employees under this setting entitle to 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) HouraBa

D3 — Daily Rated Worker (Type 3) Desc|Hour H
D4 — Daily Rated Worker (Type 4) -l 8
DS — Daily Rated Worker (Type 5) mES 8
D6 — Daily Rated Worker (Type 6) MES g
D7 — Daily Rated Worker (Type 7) b i -
D8 — Daily Rated Worker (Type 8) Hours Worked per pear

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 HRS) 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)
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.
OT Formula = [Basic salary X 12] / Hours Worked per year

16
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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 Lﬁoikgziiagsﬂhw [ |
Absent Daily Rate By: Select the Absent leave formula |#iorking Dayshth =]
OT-Rate By: Select the overtime formula ﬁs?“ [[’)a“i'm':ra‘: By 3

arKins Ay S Ee -
Note: Choose OT rate formulae “Hours/Year” if the number UT_Ha?e B;
of working hours per week is unique in your company. [Hoursrvear =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

OT Rate Setup

Description | Factor| Status| CPF? | Tax?| GRP? |NPL? \il

L OT1.0C 1.0000 | < Chd-Subject to CPF max 1

| |oT1.50 1.5000 | < Chd-Subject to CPF max 1. r

|| aT2.0C 20000 C Chy-Subject to CPF mas 1 r =

4 I I ]

‘“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.(User allow to change factor if they wish
to do so)

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

CPF? Select salary type for CPF computation - OW: Ordinary Wage, AW:
Additional Wage or None.

17
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Tax? Set the line number where this amount would be reflected in the IRSA form.
GRP? Tick to enable gross rate of pay computation — affects GRP items like:
E.g. Paid annual leave.
NPL? Tick if you want the OT payment to affect No Pay Leave deduction rate.
OT ceiling: User can define the OT ceiling as: none, basic plus allowances or basic
only

OT Ceiling (Min): Minimum basic wage for computing overtime pay.
OT Ceiling (Max): Maximum basic wage for computing overtime pay.
Enable OT entry?: Tick to enable OT data input screen under Modified Pay Record.

18
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Shift Rate Setup
“Shift Setup
SHIFT_DESC|RATE |CPF? |Tax‘?|I]T‘?|EHP‘? |NPL‘?|
B SHFTA 0.00) Shv-Subject to CPF max 1
[ |sHFT2 0.00 | Chy-Subject to CPF max 1 I_ I_
: SHIFTS 0.00 OW-Subject to CPF max LI R I_ -
K LIJ

Enabls Shitt ertry 2 W Swerage Shift Morth  |Last 3 Morth =]

SHIFT_DESC (Description): User defined description.

RATE: $/hr.

CPF? Select salary type for CPF computation - OW: Ordinary Wage, AW:
Additional Wage or None.

Tax? Set the line number where this amount would be reflected in the IRSA form.

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.
Average Shift Month:

Rest Day Setup

' RestDay Setup

Current: Computation for shift allowances based on current month only.

Last 1 to 6 months: Computation for shift allowances based on the average
of months. This will reflect the average gross rate pay for the last 6
months in your Gross Rate Report.

Description | CPF | Tax?| 0T?| NPL?|M507]

L Rest Day ow-Subject to CPF max 1
Enakle Rest day entry 7 W

CPF?

Tax?
orT?
NPL?

Enable
Rest day entry?:

Select salary type for CPF computation - OW: Ordinary Wage, AW:
Additional Wage or None.

Set the line number where this amount would be reflected in the IR8A form.
Tick if you want the Rest Day payment to affect OT rate.

Tick if you want the Rest Day payment to affect No Pay Leave deduction
rate.

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

19
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Prorate Allowance
E Company Parameter M=l E3
| 0T Capping I Wiz I Sermvice F'u:uintTabIeI

Campany F'rofilel Misc Parameter |

ormula

Prorate Formula IW’Drking DayMiths j

[MPLISBSEMT Day Formula | - Use Fized Amaount from update Employves Record 7 W
[GRP Formula)] - Use Fixed Amourt from updste Emploves Record 7 v

Code |Description [npL|Absent| Annual [sick|nsP [oTH1  [oTH2  [oTH3  [(4]

» re |10 | BF |

e o

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 150, appendix F for an example)

20
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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) Setthe OT Capping in Company Profile, e.g. CLASSI1 for Fixed Rate and the amount
($20).

OT Ceiling OT Ceiling |OT Ceiling .
Code Formula (Min) (Max) Fix Rate
L CLASS Fix Rate 20,00

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

1) Set in Company Profile, e.g. CLASS2, Min OT Ceiling 600 and Max OT Ceiling 1500.

E Company Parameter

Company F'ru:ufilel Mizc F'arameterl Prarate Allowance 0T Capping | Mizc | Service Po

OT Ceiling OT Ceiling |OT Ceiling .
Code Formula (Min) (Max) Fix Rate
CLASS Fix Rate 20.00
p|cLASS2 Bazic & exclude Al Subj O g00.00 1500.00
Misc
E[:umpany Parameter M=

Company F'mfilel iz Paramelerl Prorate Allowance | OT Capping  Misc | Semvice PointTable |

Document Folder IC:\Export‘ CMey

Batch Entry RestD ayd PH farmula

Public Holiday I -
RestDay I -

Document Folder Recording purpose

Disable Backup/Restore Function If there is a tick, only the MASTER user can backup or
restore the database
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Payroll Setup

Pay Period (Pay Group)

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:

Period pl
Community Funds/SDF
CPE Tables
Bank Codes
Foreign Yorker Lewy Table
Mational Service Pay
Allowance/D eduction T able
Others Code T able
Cost Centre Table
Formula Setup
Salay Schedule
Supervizor Setup
Wwiage Code Setup

General Ledger »

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

Payroll Period Maintenance

Global Pay Group Setting l
Global Weekly Setting
Pay Group [5.0DAYS EI Day Worked Per Week B.00 wWorking Hours 1stwesk 2nd wesk
MoW [FULL «| [FOLL +
Year 2002 = Hour Worked Per Year | 2228.00 TuE [FULL <] [FULL <
StartDate [01/01/2008 End-Date [31/12/2008 warking Calendar | | wip [FULL =] [FULL <]
Daily Rate Forrula : |W0rking Dapztth j THU |FULL | |FULL =
FRe-Generate
MPL Rate formula : [WWorking Days/hth | | FRI [FULL =] [FULL ~]
OT Hour farmula - |H0ursNeal-UserDefined ﬂ Count wark Day saT |OFF =] |OFF =]
OFF | [oFF =
Period [Start Date |Mid-Date |End-Date [1st Half 2rd Half [Total | ~ | -1
¥|200801 | 01/01/2008  15/01/2008 | 31/01/2008 110 120 23m
200802 |o1/02/2008  15/02/2008 | 29/02/2008 1.0 00 2m
|z00803 | o1e03s2008 15/03/2008 30342008 100 1.0 2.m
|z00804 | mn4s2008 150442005 30/04/2005 1.0 1.0 zzm
| 200805 |mnSsz008 | 15/05/2008 | 31/05/2008 1.0 1.0 zzm
| 200806 | M /062008 | 15/06/2008 | 30/06,/2005 100 1.0 2m
_|200807 |s07/2008  15/07/2008 | 31/07/2008 1.0 120 23m
200808 | 01/08/2008 | 15/08/2008 | 31/08/2008 1.0 00 2m
200809 |o1/09/2008  15/09/2008 | 30/09/2008 1.0 1.0 2z2m
200810 mA0/2008 15A10/2008 | 31410/2008 1.0 120, 23m [~ Mare than bwa weeks setting 7
200811 mA1s/2008 151172008 | 3041172008 100 100 2000 [~ s altemnate Saturday ?
| 2oz (oiAziz008 (154202008 | EA 202008 1.0 120 2300 =~ [ PublicHoliday as Off Day ?
Mew Save LCancel Delete j:—L LCloze
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.
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.
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Click Working Calender ‘ to generate employee’s working calendar pattern for the whole year.

Fe-Generate ‘

Click to create new working calendar after “Global Weekly Setting” has been
modified

. Count " ork Duay . . 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:

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 group’s name in this field.

. 4) Set the weekly pattern using a two/four week schedule.

Global Weekly Setting

lstwesh - ek ¥ More than bwo weeks setting 7 [ Iz altemate Saturday ?
suw [oFF <] JoFF ]
won UL <] [FOLC <] 5) If the Is alternate Saturday? checkbox is ticked, only
e [FoT FO <] the 1* week’s work pattern is considered and all Sat are

alternated for the month.
wep UL ] [roe -] |
THU |FULL  -f JFULL - 6) Click the Save button to generate the work pattern for the
FRI FULD -] [FOLC - whole year and save the new pay group.

caT |OFF | |OFF A
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Community Funds/SDF

The various community fund contributions and skill development levy setting as shown below.

Community Fund Table

Fund Setup l [Irion Tal:ule] [drion T able for Bonus ]
CDAC FUMD SIMDA FURD
Fram | To | Rate | - Frarm To Rate -
t 0.00 1933.99 0.50 L 200.01 E00.00 1.00
2000.00/399999353.99 1.00 | E00.01 16800.00 300
| 1600.01 2500.00 5.00
2500.01 3999993599.99 7.00
w L
ELICF FUMD MOSE FURD
From | To | Fate | ~ From To Fate | ~
t 0.00 1000.00 200 t 201.00 100095 200
| 1000.01 1500.00 4.00 | 1001.00 200095 350
| 1500.01 2800.00 .00 | 2001.00 3000595 5.00
| 2R00.01 4000.00 8.00 | 3001.00 400095 1250
400007 1 3199999959.99 10.00 4001.000 99935953.00 16.00
B “ B w
SDF Setup
SDF percent 2| 0.25 P ax S alary 4500.00 Minirmurn Contributicn 2.00
........ j"Lg.:.SE
NOTE:

Please refer to Update Employee page on how to set up the Union Table if you have union
workers in the company.

IMPORTANT NOTES:

- NO Community fund contribution for resigned employee in the month of last payment.
- NO SDF / SDL for employee hired and resigned within the same month.

- New SDF rate is 0.25% from October 2008 onward.

- New MOSQ rate effective from March 2009 onward.
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CPF Tables

4 SINGAPORE CPF SETUP

Standard l Fls¢ Hate]

Type |CLASST =] |Singaparean : (1) Age from :0 To:35 ago| & From  Above [ 8 To [
Employee’s wages Employer’s contribution Employee's contribution
Mot Exceeding 50.00 .4 ",
Euceeding 50.00 000 +(| 01550 * (Totalwages - | 000 ) [ 000 «(] 00000 * [TotalWages - | 0.0
Bt
Mot Exceeding | 500.00
Exceeding 500.00 0.00 +(| 01550 = [Totslwages - | 0,00 ) [ 000 «(] 04800 * (Totalwages - | 50000 )
Bt
Mot Exceeding | 720.00
Exceeding | 750.00 | 00000 +(| 01550 * (TotalWages - | 000 ) [120.0000 +(| 02400 * (TotalWages - | 750.00 )
But
Mot Exceeding [1200.00
Exceeding  [1200.00 || 00000 +(| D1550 * (TotalWages - [ 000 ))  [120.0000 +(| 0.2400 * [TotalWages - | 750.00 )}
Bt
Mot Exceeding [1500.00
Exceeding 150000 || 1550 % 0w+ 1550 %Aw el BT
Mak = E37.50 mas = 900.00
) - L > - o

All entries in the CPF tables may be user-defined. Users may change the table entries

according to the local authority’s regulations.
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Bank Codes

Users may define a new bank detail whenever necessary.

i+ Bank Code Maintenance M=l E3

Browse | Detail |

BRANCH | NAME 2
011 BAME OF CHINA
051 GREAT PACIFIC FINAMCE LTD

| [ G00E 052 GREAT PACIFIC FINAMCE LTD

|50 0o SIME FINAMCE LTD

| [ G032 0o UMITED OWERSEAS FIMAMCE LTD

| [ G032 e UMITED OWERSEAS FIMAMCE LTD

| [ G034 0o DES FINAMCE LTD

| [ G034 0o4 DES FINAMCE LTD

| [ 700 050 ABM AMRO BAME MY

| [ 7029 oo KEPPEL BAME. OF SINGARDORE LIMITED

| [ 7029 nz0 KEPPEL BAME OF SINGARDORE LIMITED

| [ F0aa 0o EAM HIN LEE BANK EERHAD

| [ 7047 702 BAMNGEOE BAMK PUELIC CO.LTD

|| 7O 210 BAME OF AMERICA MT & SA

| [ 7092 0o THE BAME OF EAST ASIALTD LI

<F4z/<Right Click> - Delete code <Insert:/<Double Click: - Add Code i'L Cloge

The diagram below shows the details of a bank with a code: 0783

A user may do the following:

& Bank Code Maintenance [_ (D] ]
1) Create a new bank code by pressing the Browse Detal |
<Insert> key or Double Click. Bark |78 | Branch
2) After modifying or adding bank details, click | Hame |[B4HKDF CHIN
the Close button and click Yes to save. Offcer |
3) Delete an existing bank code by pressing !
<F4> or Right Click. | o
Address I
|
|
[ M2 BRiANCH)
@ Data Change .5 ave? Pzl

HD <Fd>/<Right Click» - Delete code <Insert>/<Double Click> - Add Code ﬂ;lose |
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Foreign Levy Table

This table may be user-defined. Users may update the table in accordance to the local
authority’s requirements.

sI” Foreign Levy Table

CLASS DESCRIPTION DAILY_RATE|MAX_PER_MTH [Part {1)/{(2) | >
L i Construction Waorker-skilled 227 160.00 1
| i Construction Waorker-skilled 259 18000 2
G2 Construction Warker-unskilled 15.46 47000 1
| G2 Construction Warker-unskilled g.00 X000 2
: Ci3 Construction Warker-MYE waiver-unskilled 1020 F0.00 1
| W3 Construction Waorker-hYE waiver-unskilled 13.00 F[0.0002
| g Construction Waorker-skilled 11.00 F3000 2
MARINE-S harine Warker-Skilled(1) 5.59 170.00 1
| MARINE-S arine VWorker-Skilled(1) 559 17000 2
: MARIME-L Marine Warker-unskilled 94a7 30000 1
| MARINE-L harine Warker-unskilled 987 30000 2
| TF G40%: Manufacturing-up to 40% worker-unskilled .85 270.00 1
] TF G40%: Manufacturing-up to 40% worker-unskilled 10.00 28000 2

w

=F4=i=Right Click=-Delete code =Double Click=/=Inzert= - Add Code

Important note: Part (1) mean levy rate from Jan to Jun, Part (2) mean levy from July to Dec.

To Add a new Code

¢ 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
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National Service Pay

This *NSP setup table will show two default allowances generated by the system. You can set
whether you wish the NSP computation to include OT or Shift by putting a tick
in their check boxes. (see diagram below)

You may need to define which P Ovetime [ it Famuls [Sasiviokina Dy 7] ‘

allowances/payments are subjected to NSP so
that the NSP deduction can be computed
automatically by the system.

Drescription | NSP|ﬂ
BACK P&y OF BASIC o
BACK P&y OF OVERTIME I3
TRAMSPORT ALLOWANCE I3

*NSP: National Service Pay

loze

En

Allowance/Deduction Table

Allowance [ Deduction Code Maintenance

Search Cade | Somedby[ALLOW_CODE = |Fissd Dol [0 3|  GiossWags [STD -
Code Description CPF ‘mx‘ SDF? Fe“'?“‘ |IIIT ‘NSI -
n Kind
|=PusB #w/ORKPUBLIC HOLIDAY PAY #w-CFF Ma Ceiling 1| F EllE
|zREs HREST DAY PaY Ow-Subject to CPF max | 1) [ Ol O
- |eanL (@PAID ANNUAL LEAVE 2w-CPF Ma Ceiling 1| r mili=
|eapL @aLL OTHER APPROVED LEAY | Ow-Subjectta CPFmax | 1) [ O O
|sHOL @PAID HOLIDAY Ow-Subject to CPFmax | 1) [ 0Ol O
|amtaT @PAID MATERMITY LEAVE Ow-Subject to CPFmax | 1 [ Ol O
|anoL f@IN LIEU OF NOTICE BY EMPLOYER Mare 73 T mli=
|anPL (@NO PaY LEAVE Ow-Subject to CPF ma | 1) [ O O
|eo1 @OVERTIME PAY Ow-Subject ta CPF mae | 1) [ mili=
|&PUB @WORK/PUBLIC HOLIDAY FAY | Dw-Subjectta CPFmax | 1) [ 0| O
|sRES @REST DAY PaY Ow-Subject to CPFmax | 1 [ HilE
P|asick @PAID SICK LEAVE Ow-Subject to CPF max | 1) [ milim
_|@$NSPCPF NSP Yariable Allowance 0w -Subject to CPF max o I RN
|acTa ACTING ALLOWAMCE = Ow-Subject ta CPF ma | 6 [ milin
|apJu ADJUSTMENT Marie o ==
|soLP ADWANCE LEAVE * Ow-Subject to CPFmax | 1 [ O] D
| |a0vB ADVANCE BONUS #w-CPF Ma Ceiling 2 T wlls™
< >
<F4>/<Right Click> -Delete code <Inzert>/<Double Click> - Add Code le Clase
Code — User-defined allowance and deduction code

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

CPF — Define the allowance and deduction whether it belongs to ordinary/additional
wage or none CPF entry.
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TAX — Specify the line number of the allowances/deductions to which the amount
to be reflected on the IR8A form.

oT — If set, the allowance/deduction will affect the computation for overtime rate.

NSP — If set, the allowance/deduction will be subjected to NSP computations.

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.

Please use the code BONUSP for any bonus that is paid this year but declared last year.

To Add a new Code
¢ 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’.

MEAL MEAL ALLOWANCE 0w-Subject to CPF max r

» MEDICAL REIMBURSEMENT Nore [ FiCIHE S
MOS0 MOSGUE MEMDAEI BLDG FUMD | Mone r
TR M TR&MSPORT REIMBEURSEMENT Mone r

4 TR&IMING REIMBURSEMENT None I HHEEEE
TR&M TRAMSPORT ALLOWANCE 0'w-Subject bo 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 Accountif
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Other Code Table

Payroll Setup

Pay Period (Pay Group)
Community Funds/SDF
CPF Tables

Bank Codes

Foreign Worker Levy Table
Mational Service Pay
Allowance/Deduction Table

Branch

Benefit Scheme
Category

Career Progression
Claim Code
Classification Code
Company

Cost Centre
Currency Code
Department
Department Mo
Diwvision

Diagnaosis
Education

Holiday Table
Hobbies Code
Hosp. /Clinic Code
Insttution Code
Job Grade Code
Leawve Scheme

-~ < Location

Cost Centre Table Ciccupation
Formula Setup Other Ocoupation
Salary Schedule Race

Religion
Supervisor Setup | Relstionship
Wage Code Setup Section

Spoken Languages
General Ledger ¥ SubClaim

Scale code
Salutation Code
Terminaton Code
Work Code
Writtken Language

Users can define all the above codes according to their own company setting. For example,
department code can be defined as follows:

Department Code Maintenance E3

Search Code I

Sorted by I Code I

Description | AI
A DRIMETRATICMN DEFPARTRMERMT
P2 P2 S ERERT
FIOME
SALES DEFARTRMEMT
SOFTWWARE DEPARTREMT
SUPPORT DEFPARTRMEMT
=
<Fd»-Delete code <lnsert> - Add Code l-‘L Close |
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Cost Centre Table

<Payroll Setup><Cost Centre Table>

@ Cost Centre Allocation - x|

Employect |002 J
Peiiod : [133802 | 2]
Cost Eenlle| Description |Percenl |ﬂ
| COST CEMTRE 1 G0.00
P C3 COST CEMTRE 3 G0.00

T

v
Click here to

select an
employee.

User may change

3

Allozate ‘ Save | Cancel | Preview i| ] Close

the cost allocation
for each cost centre.

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

allocation.

4) Click the Allocate button to assign the cost allocation for the

entire service year from the period indicated.

Emploveett 00
Period : [199802 ﬂ

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

Important Notes:

1) Clicking the Save button without clicking the Allocate button merely allocates the

costing for that period.

2) To get the cost centre report, please go to Payroll Reports, Advance management

Reports, look for Cost Centre Report.
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Formula 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 =] E3
Assuming the C()de_ NO |Descnpl|nn |NEI |Descnphnn |NEI ‘Des:nptlnn ‘;I
MEAL . 1 d | |AD | Base Salay WADZ | Increment a3 | Totalwage
1s already {404 | Bonus Factor WADS | Hourwork/Year VAE DayWork/wask
assigned as an allowance | |¥A07  Service Mon?h AN Se!wce Year Wa03 Sick LYEnt\tIement
| [VATD | Anrw LV Entilement W11 | Paid Base Waged Va2 NoPaid Leaved
type. You may now |_|%a13 | Total Overtime$ VAT Total Shifts Wa15 Total Restdayd
. | |¥&16  Gross wage$ WAT7 | CPF WwWagsh WATE Nett Papg
assign a formula to that 7413 | Employes CPF V20 | Emplayer CFF Va2l Total CPF
COde' | |¥A22 | Borws Employer CPF W23 | Bonuz Emplovee CPF W24 Tatal Bonus CPF
| |¥A25 | Special Emplayer CPF WA2E | Special Emplopes CPF W27 Tatal Special CPF
| |¥A28  SDF Fund VA28 | PwL V30 | Sick Leave Taken
STEPS | |¥A31 | Annual Leave Taken W32 NPL Day W33 NPL hour _I
e —— | w434 | Absent Day WA35 | DapWwork in 1st Half WadE Day'woark in 2nd Half
L\MB? Total Day Wwiork WA38 | Owertime Hour 1 Wa39  Overtime Hour 82
| |40 | Overtime Hour #3 Wad1 | Overtime Hour H4 Wiad2 | Overtime Hour H5
1) On the FOI‘Inula COde | |A43 | Overtime Hour #E Wadd | Overtime Hour H? Vi | Overtime Hour HS
1- k th | |46 | Shift #1 VA4T | Shift #2 W4l Shift #3
group’ chc € | |49 Shift #4 VASD | Shift #5 WAET  Shift #5 =
ellipsis button
Fomula Code
’7MEAL o [eaz7-g
Formula Code
Save | ﬂglose |

User defined allowance type.
— You may set up allowance type in
the Allowance/Deduction Table. [ |
Payroll Setup

2) Choose the desired code from the lookup table.
Pay Penod [Pay Group)

3) On the Formula Field, enter the desired formulae. (E.g. Commurity Funds/SDF
VA37*5 = Total Day Work * $5) CPFE Tables
Bank Codes
NOTE:

Fareign Lewy Warker T able

Codes with formulae assignment assumes the highest National Service Pay

priority as compared to prorated formula in the payroll

Allawance/Deduction T able
process. Others Code Table

Cogt Centre Table

Formula Setup

Process and modify pay record.

The results are shown below: General Ledger 3
VA37%5 =20 * $5 = $100.00

Employee # |002 il
Pay Record l Leave Record Allowances / Deductions

Pay Group |5TD Cycle Code |Des-::riptiun |Amuunt |ﬂ -
IW Basic L ATTH ATTEMDAMNCE ALLOWAMNCE E0.00 ﬂl
_| BACK, BACK, PAY OF BASIC 5455 [
_|CDAC CHIMESE DEW'T ASST. FUMC 050 M
_|INCO IMCOME Té DEDUCTION A0.00 M
| LOAN LOAM REPATMEMNT 100,00 M
_|MEAL MEAL ALLOWAMCE = 100.00 ﬂl ;
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Formula Setting (Example)

Eg. CPF - CPF Payment
Eg. Gross Wages = VA16=$699.00 Meal = $20

CODE FORMULAE VALUE
CPF FLTROUND(((VA16 - <MEAL>)*0.1),0) 68

CPF FLTROUND(((VA16 - <MEAL>)*0.1),2) 69.90
CPF INT(VA16 - <MEAL>*0.1) 67

The above example performs rounding to the nearest dollar.
To round to the nearest cents use: FLTROUND(((VA16 - <MEAL>)*0.1),2)

Salary Schedule

<Payroll Setup><Salary Schedule> Step to create Salary

Schedule

1 Create salary scale code at <Payroll Setup><Others Code Table><Scale Code. Example:

Create “Scalel” and “Scale2”

2 Choose <Payroll Setup><Salary Schedule>
3 Message prompt: “Create Salary Schedule: SCALE2” Search caus | o

4 Choose “Yes”

Description

B SCALE 1
SCALE 2

1 In the Salary Scale table, Choose “SCALE2”
2 Enter the amount for 25 year on the “Steps No#” field

< , Create Salary Shedule : SCALEZ

3 Initialize Schedule. a) Choose Initialize Schedule b) Message 5
Prompt: T e
Choose “Yes
= Salary Scale Table
— — ©  Initislize Salary Shedule for Year : 2005
Salary range (scale) j Steps No# |25 v| Year |2DDB v| \__t/
STEP |amount |~

»| 1 1500 |
| 2 1550

| 3 1500

| 4 1850

] 5 1700

| B 1750

| 7 1500

| & 1850

| g 1900

| 10 1950

| 11 2000

| 12 2050

| 13 2100

| 14 2150

| 15 2200

| 16 2250

| 17 2300

| 18 2350

| 15 2400

B 20 2450

Delete J-'L LCloze
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frem Update Employee Record - Period :200806 |:||E|E|

Employee # | J Mame | J ﬂﬂ

Update ] Employment] Other] Conﬁrm&Termination] Bank ] Address] Spouse ] AllowiDedu Career l 1 | 4

Career Progression ]

Progression Code[FTOIN | o oo DL + | 0id Salary 1500.00
Department ABC * | Hired Date 170412003 | Increment 0.00

Category JUNI :lv Increment Paid Date 17/04/2003 = | New Salary 1500.00

Occupation EXEC ¥ | salary range (scale)  |SCALEZ  ~|calary Type [Monthly

Cost Centre COST1 ¥ |3alary Step 1| Salary 100.00
Percent%

Companwv * | Increment review date -

1) In the <Update Employee >Employee Career Progression> Salary range (scale) input
the salary scale > Salary Step input the figure of service year, normally start from 1
which means for 1* service year > save the record.

2) When there is an annual increment, user just need to click new for new record and
select the appropriate progression code, for example: AINCR. Select the Salary range
(scale) and salary step according and saved. System will auto reflect the increment
amount from Salary Scale Table.

B Salary Scale Table

Schedule ] Iritislize Schedule  Global Salary Increment ] Repart ]

Progression Code ADJU -
Increment Effective Date |27/08/2008

Increment Paid Date 2TI06/2008 ~

Schedule Year 2ms 3

Optior |Update Career Record j

3) Global Salary Increment
a) Ensure you have updated the “Salary Range (Scale)” at the <Update
Employee >Employee Career Progression>
b) Choose Global Salary Increment
c¢) Select Progression Code
d) Set Increment effective Date and Increment Paid date
e) Set Schedule Year
f) Choose Option “Update Career Record”
g) Click Process
h) Message prompt:” Global Increment for the year: 2005
i) Choose “Yes” to process.

4)  Report. To print salary schedule report
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