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LEAVE SETUP
LEAVE ADMINISTRATION

STEPS:

-—
Leave Setup

1) Click the Leave Setup icon.
2) Choose Leave Administration.

Leave Allacation

Extended Sick Leave Allocation
Leave Code

Working Diay Setking - Holiday State

—
E-g Leave Setup
Leave Adminstration
Annual Code (2009 Start date (010172009 - Endl date
Method/Holiday Table l B/F Method (E Module) ]
i -
Prorate Ertitlement  [Service Manth 7| Holday Takle
Holiday Description STATE ~
Current Leave |Pr0rate j |
01012009 Mews Year Day
Leave Cut Off Day 1500 5 _|26M1/72008  |Chinese MNew Y ear
270172008 Chinese Mew Year
Entitlement by LeaveScheme i B
Saturday as Full day ,h — D1I0S2008 | Labour Day
| 0952009 Vesak Day
Leave BIF methad | J _|09/08/2009  Mational Day
_|10/08/2009  Mstionsl Day™*
Prorate Sick Lesve |Pr0-rate Sick & Hozpitalization j | 20/09/2009  Hari Raya Puasa
| 21M09,2009  Hari Raya Puasa**
_1?J‘1 02009 Deepavali
L 2712009 Hari Raya Haji
|| 25M272009  Christmas Day
v
=F4= - Delete PH <Insert=/=Right Click= - Insett MNew PH Save l'-L Close

PRORATE ENTITLEMENT
Leave entitlement may be computed based on:

e Service Month e Service Month (Entitle

in 1% month)

¢ Full Entitlement e (alendar Day

e (alendar Day — (Entitle =~ e Calendar Day — Full
in 1* month)

e Service Year e Service Year —

Financial
e Service Year — (Cutoff e  Anniversary — Full
July)
e Anniversary — (1" .
Prorate & 2™ Full)
¢ Working Day-(Entitle
in 1* month

Anniversary
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Praorate Ertitlement

Current Leave

Service Month - (Entitle in 15t month)
Full Ertitlement

Calendar Day

Calendar Day - (Ertitle in 1t maonth)
Calendar Day - Full

Service Year

Saturday as Full day IServic:e ear - Finanﬁ M

Leave Cut Off Day

Ertitlement by
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Explanation for the different leave entitlement computation in PRORATE ENTITLEMENT :-

Service Month

The employees’ leave entitlement will be prorated according to their service month and the
leave cut off is based on their anniversary.

a) If staff joined on or before the 15th of the month, the employee’s entitlement is equal to 1
service month and staff joined on or after 16th of the month, their entitlement is equal to 1/2

month, then the user will have to set the
Leave Cut Off Day in the Leave Administration to 99.00 LEEVE Cut Off Day 8300 5

b) If staff joined on or before the 15th of the month, the employee’s entitlement is equal to 1
service month and staff joined on or after 16th of the month, their entitlement is equal to 0

month, then the user will have to set the
Leave Cut Off Day in the Leave Administration to 50.00 |Leave Cut Off Day 5000 ||

c) Staff need to work for a minimum of 15 calendar day to qualify as one service month to earn
leave
Leave Cut Off Day in the Leave Administration to 15.00

|Leave Cut Ot Day 15.00 = ||

Service Month (Entitled in 1** month)

The employees’ leave entitlement will be prorated according to their service month but they
will be entitled to the full number of earned leave in the first month they joined the company.
The leave cut off is based on their anniversary.

Full Entitlement

The employees’ leave entitlement will be prorated according to their service month but they
will be entitled to the full number of earned leave in the first month. Their full number of leave
entitlement will start from the 2™ year and the leave cut off for this month is in December.

Leave Allocation table

To allocate the Annual leave Entitlement

7]

From To Day [E
| 3 1.00 14.00
1.00 2.00 15.00
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Leave Entitlement table

Hired Date (050572005 [ 3 morths | Terminated Date Leave SCH1 Department [NOMNE
Code Description Full Adju Entitle BF Forfeit Current Entitle Taken Balance]
o e e e e
Leawve Entitlernent Breakdown urrent Period : 200601
Mthear  |Period|BF  |Current |YTD Total |YTDEntitled |YTDtaken |YTD Balance| »
L Jan/2006 o 9.33 15.00 15.00 24.33 0.00 24.33
_|Feki2008 0z 9.33 0.00 15.00 24.33 0.00 24.33
Calendar Day

The employees’ leave entitlement will be prorated according to their hired date which is on the
calendar days (365 days) and the leave cut off is based on their anniversary.

Hired Date |03-"05-f2005 [ 9 months ] Terminated Date | Leave |SCH1 Department |NONE

Code Description Full Adju Entitle BF Forfeit Current Entitle Taken  Balancd

| e e e e

MthYear  |Period|BF |Current [YTD Total |YTD Entitled |YTDtaken |YTDBalance| ~
L Jani2006 1]l 932 122 122 10.54 0.00 10.54
_[Feks2006 nz 932 1.22 244 11.76 0.0a 11.76

htari2006 03 9.32 122 366 12.95 0.00 12.98

Calendar Day (Entitle in 1* month)

The employees’ leave entitlement will be prorated according to their hired date (by calendar)
but they will be entitled to the full number of earned leave in the first month they joined the
company. The leave cut off for the employee will be by anniversary.

Hired Date 030552005 [ 9 months | Terminated Date Leave =CH1 Department (MOME

Description Full Adju Entitle BF Forfeit Current Entitle Taken Balance

oo | Jtass] am | | | | |

Leave Entitlement Breakdown urrent Period : 200601

Mthivear  |Period|BF  |Current |YTD Total |YTDEntitled |YTDtaken |YTD Balance| ~
Jani2006 o 932 14 66 14 66 2395 0.0 23498
Fehi2006 02 932 0.00 14 66 2395 0.00 2395

hd
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Calendar Day — Full

The employees’ leave entitlement will be prorated according to their hired date (by calendar)
but they will be entitled to the full number of earned leave in the first month. The difference
between this method with Calendar Day (Entitle in 1* month) is that the employees will have
their full number of leave entitlement starting from the 2™ year and the leave cut off for this
method will be in December.

Hired Date (03052005 [ 9 months ] Terminated Date Leave SCH1 Departmenit (MNOMNE

Code Description Full Adju Entitle BF Forfeit Curremt Entitle Taken Balance

o ]| fro [ e[ em[ [em [z poo |

Leawve Entitlement Breakdown urrent Period : 200601

Mthivear  |Period|BF |Curremt |YTD Total |YTDEntitled |YTDtaken [YTD Balance| ~

Jani2006 m 9.32 15.00 15.00 24.32 0.00 2432
Fehf2006 02 932 0.00 1:5.00 2432 0.00 24 32

[hd

Service Year
The employees’ leave entitlement will be prorated according to their service month and the cut

off is in December.

Hired Date 030372003 [ 9 months ] Terminated Date Leave =CH1 Department |MOME
Code Description Full Adju Entitle BF Forfeit Current Entitle Taken Balance
= || | | [1500 | 833 | | | | |
Leawe Entitlerment Breakdown urrent Period : 200601
Mthivear  |Period|BF  |Curremt |YTD Total |YTDEntitled |YTDtaken |YTD Balance|
L Janf2006 01 933 1.25 1.25 10.55 000 10.55
_|Fehi2006 02 9.33 1.25 250 11.83 0.00 11.83

Anniversary — Full

The employees’ leave entitlement will be prorated according to their date of join but they will
be entitled to the full number of earned leave in the first month they joined the company. The
leave cut off for the individual employee will be in the month they joined in the following year.

Anniversary — (1* Prorate & 2" Full)

The employees’ leave entitlement will be prorated according to their date of join in their first
year and they will be entitled to the full number of leave in their second year. The leave cut off
will be in the month they joined in the following year.

Anniversary
The employees’ leave entitlement will be prorated according to their date of join. The cut off

for their leave will be in the month they joined in the following year.
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CURRENT LEAVE

Prorate: computations based on either month/day (Prorate entitlement) correct to 2 decimal
places.

Round: computation for monthly earned leave correct to the nearest whole.
E.g.205=1.0

Round up (1.05 => 2.00): computation for monthly earned leave based on rounding off
anything more than 0.01. E.g. 20.01 =1.0

Quarterly: computation for monthly earned leave correct to the nearest quarter.
E.g. >0 and <0.25 becomes 0.25, >0.25 and < becomes 0.5.

Half (>= 0.25 & <= 0.75): computation for monthly earned leave where any leave fall in
between 0.25 and 0.75 will become 0.5
E.g. 0.25 to 0.75 = 0.5, anything greater than to 0.25 or 0.75 will be
0.5 but anything below 0.25 will become 0 and anything above 0.75
will become 1.

Half (<0.5:=0 or >= 0.5:= 1): computation for monthly earned leave where any leave less than
0.5 will be 0 and if anything greater or equal to 0.5 will be round
upto 1.

E.g 04=0,05=1,06=1

Half (<0.5:=0 or > 0.5:= 0.5): computation for monthly earned leave where any leave less than
0.5 will be 0 and anything greater and equal to 0.5 will remain
as 0.5.

E.g.0t00.499=0,20.5100.999 =0.5

Half (> 0.5:=1 or <= 0.5:= 0.5): computation for monthly earned leave where anything less or
equal to 0.5 will remain as 0.5 but anything that is greater
than 0.5 will be rounded up to 1.

E.g.04=05,05=05,06=1

Half (> 0.5:=1 or <= 0.5:= 0 or 0.5:=0): computation for monthly earned leave where
anything less or equal to 0.5 will remain as 0 but anything
that is greater than 0.5 will be rounded up to 1.

E.g 04=0,05=0,06=1

Half: computation for monthly earned leave correct to the nearest half.
E.g.0.15=0.5,0.58 =1.00

Full: full-earned leave entitlement depending on the prorated entitlement type (same as
prorate).
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None: leave entitled backdated to the end of the service period.

Hired Date [03M52005 [ 8 months | Terminsted Date Leave SCH1 Cepartment [MOME
Code Description Full Adju Entitle BF Forfeit Current Entitle Taken Balance
=R | | | | 933 | ooo | | | | |
Leawve Entitlement Breakdown urrent Period : 200512
Mthivear  |Period|BF  |Current  |YTD Total |YTDEntitled |¥TDtaken |YTD Balance| ~
| Mari2003 a3 0.00 0.00 0.00 0.00 0.00 0.00
| Apri2005 a4 0.00 0.00 0.00 0.00 0.00 0.00
| Mary/2005 as 0.00 0.00 0.00 0.00 0.00 0.00
_|Juni2005 0g 0.00 0.00 0.00 0.00 0.00 0.00
| Juliz00s a7 0.00 0.00 0.00 0.00 0.00 0.00
| Aug/2005 s 0.00 0.00 0.00 0.00 0.00 0.00
| Seps2005 ujz] 0.00 0.00 0.00 0.00 0.00 0.00
_ | Ceti200s 10 0.00 0.00 0.00 0.00 0.00 0.00
| Mawi2005 11 0.00 0.00 0.00 0.00 0.00 0.00
P |Cecro00s 12 0.00 9.33 9.33 9.33 0.00 933w
Example:

Leave entitlement is prorated in Service month: Prorate Entilement  [Service Month =l

A leave day is earned if an employee completes Cutert Leaves  |Frovate =
more than 15 days in a service month. (Leave Cut Leave Cut O Day | 15.00 2]

Off Day = 15.00
’ : Ertitlernent by ICategory -I

As for the Leave B/F method, this is only applicable to those using the anniversary method.

When the user initialise the period, user can select either:

All —Carry forward all balance available

One Year(Without B/F)-Carry forward current year un-consume leave

Maximum Day C/F (Allocation)-Carry forward base on the DAY stated at leave allocation
table

Maximum Day C/F (By Percentage)- Carry forward base on the PERCENTAGE stated at

leave allocation table

Leave Allocation Table

Leave BiF method Entitlement Allocation
Leave Scheme Code: [SCH1 -
" = . Service vear  Service Year Entitlement BroughtFonward

Maximum Day CF (Allocation) Mo BIT doy 1O |4

Maimum Day CIF (By Percentage) From ‘ To|  Day [E,fi“ementa%
| 0.on 1.00 14.00 7.00
| 1.00 200 15.00 2.00
| 300 6.00 16.00 4.00
| £.00 .00 17.00 10.00
| 700 93.00 18.00 10.00

Prorate Sick Leave

YES- Prorate sick for incomplete year staff.

NO- Will not prorate sick leave for incomplete year staff

Pro-rate Sick & Hospitalisation — New rules effective from 1 Jan 2009.

Prorate Sick Leave |F'rn:u-rate Sick & Hospitalization ﬂ
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SETTING UP PUBLIC HOLIDAYS IN A SERVICE PERIOD

Click to show the
STEPS: calendar below.

1) Click the right mouse button or press the [P[1310/1398 ~| Deepaval | |

insert key to add a new holiday. Bl octoberigaz:
2) To choose a date, click the drop-down
’ ; Enter the name of
arrow to show the current calendar. Pick a | 241 Man Tue Wed T-P|1u F2" Sgt a holiday in this

date from the calendar. 4 5 ¢ 7 8 g 1g| field
3) Enter the name of the holiday in the name | 41 12 13 14 15 16 17
field. 15 @l 20 21 22 23 24
2026 ¥ 28 029 30 A
DEFINING A SERVICE PERIOD & 2 Today: 10/19/98
Click this button to select a
The user might choose to define a starting month from the
service period other than 01/01/Year — calendar
31/12/Year.

This probably applies to a company | Start date |01./01 11 998 ﬂ"—l End date

with a service period beginning
from, for example, the month of
April. Enter the starting month of a
service period here and the
end date will be updated
accordingly.

NOTE:
Before a user can administer the leave for a service period, the service period/new financial
year must be initialised.
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LEAVE ALLOCATION

Before allocating leave for each employee, the user must:
a) First define the entitlement method at Leave Setup, Leave Administration. Options
available are Category, Job Grade and Leave Scheme.

Leave adrminskration Ertitlement b‘:.-' |W

Leawve Allocation
Extended Sick Leave allocation Category
Job Grade

- = Leave Code
Leave Setup working Day Setking - Holiday State

b) If user have chosen Leave Scheme, next the user need to create the difference Leave Scheme
at Payroll Setup.

STEPS: Branch
Benefit Scheme
1) Click the Payroll Setup icon. Category
Careet Progression
2) Choose Other Code Tables. Payroll Setup laim Cade
3) Choose Leave Scheme. . Classification Code
Fay Period [Pay Group)
Company

Community Funds/SDF

CFF Tahl Cosk Centre
To add a new leave scheme: ables Currency Code
Bank Codes

4) Double-click the mouse button or , Department
Foreign Lewy Wiorker T able

press the insert key. ) _ Divisicin
M ational Service Pay Diagnosis
Allowance/Deduction Table Edugllzatil:un
To delete a category: Other Code T ables Holidary Table
5) Click the right mouse button or press Emt ':le”;'etTahle Hasp. jClinic Code
the F4 key. ormia -ep Job Grade Code
[renenal Ledger F
Lacation
Mationality
Cccupation
To allocate leave entitlement for a Leave Scheme:
m Entitlement Allocation |E
1) Click the Leave Setup icon. Leavs Scheme ods: |SCH1 he
2) Choose Leave allocation. Service Year  Service Year Entilement Brought Fansard
3) Choose a leave scheme code. E.g. SCHI. . ay|[Max B/F day | OR | ~
¥ | [Entitlement %]
100 1400 7.00
] ] 100 1500 a.00
4) Enter the allocation desired. .00 1600 8.00
700 17.00 10.00
. . 9300/ 18.00 10.00
Max B/F:  Specify the maximum number of T

leave that may be carried forward
to the next service period.
5) Click the close button.

6) Click yes when prompted to recalculate the
leave entitlement.

Information

@ Do you want to recalculate the leave entitlement ?
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LEAVE CODE
STEPS:

1. Click the Leave Setup icon.
2. Choose Leave Code.

To add a new leave code:

1. Double-click the mouse button or press the insert key.

To delete a leave code:
3) Click the right mouse button or press the F4 key.

Search Code Sorted by |CODE - Fixed Columnz [0 5
Code ‘Descri ption Method i‘fﬁ'ma’ E:;':e ﬁ;h oa|GEnder 'éf:::‘; ';::;‘:"e i
L ABSENT !ABSENT Working days
ANNU ANNUAL LEAVE Working days
B CHILDLWVE  CHILD CARE LEAVE Working days 2.00 Both
: COMP COMPASSIONATE LEAVE Working days
_|ECHILD ENHANCED CHILD CARE LEAVE Working days 4.00 Both
EMATE EXTENDED MATERNMTY Working days 40.00 Female
B HOSP HOSPITALISATION Working days G60.00 | M
B INFANT INFANT CARE LEAVE Working days .00 Both ™
: LIEU OFF IN LIEU Working days Baoth
| MARR MARRIAGE LEAVE Working days 0.00 Perpetua Both
MATE MATERNTY LEANVE Calendar Days 56.00 Female
B NPL NO PAY LEAVE DAY Working days
:NPLHOUR NO PAY LEAVE HOUR Working days
| NSP NATIONAL SERVICE LEAVE Working days Male
PATE PATERNITY LEAVE Working days Male -
[ r
<F4>-Delete code <Insert> - Add Code j‘L Clase

Note:

Do not remove the following system codes but you are allow to insert new leave code but press

Insert button from key board:

LEAVE CODES

e ABSENT ANNU

e HOSP MATE

e NPL NPLHOUR
e NSP SICK

New added leave code effected from October 2008

LEAVE CODES

ECHILD - Extended childcare leave, 4 working days, apply to staff that has Singaporean kid(s)

below 7 years old.

EMATE - Extended maternity leave, 40 working days, apply to staff who has Singaporean kid(s)

below 1 year old.
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In the leave code maintenance, the user can set the following parameter

- Male-Applicable to Male
No. of day entitle. Left Female-Applicable to Female Max. No .of Sat apply leave = %2 day.
blank for Annual and Both-Applicable to both genders day to be bring Max Y2 Sat per year.
<ick leave forward
V\ A
Saturday|Entitle (BF Leave Leave Effective |Max Saturday
Lo Full Days Method LSl Group Scheme e Days Half Days
v v 2 2
Calendar Days Ordinary- Balance leave will Leave code can be Min days work before
Working Days B/F seen by staff assign staff entitle to apply
Working Hours Perpetual- Balance leave will with this leave scheme this leave
B/F to next year as long as (for eLeave only)
staff still working at that
company
A 4 A 4

YES- Full working day
NO- Half working day

leave code.

User can group 2 or more
leave code under a master
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WORKING DAY SETTING-HOLIDAY STATE

Set working calendar to overwrite the employee working calendar at <update
employee><Employee Calendar>
Note: Usually use when company declare shunt down half day

Example:

1. Set 26/12/2005 work half day

2. At <update employee><calendar>
3. Set Holiday Table =STD

#I7 Working Day Setting by State Code E]E]E]
STATE_CODE DATE WwAORECODE -~

OO L2005 H alf

hd
F
-

< T |sTD 2541 2/2005 D

Note: When a staff apply leave on 26/12/2005, it will deduct %2 day instead of 1 day.

Weekly Setup FirstWeek  Second Week Working Calendar
mor [FULL v | |FULL ﬂ s1o Date Work Co(le| A
Period i p
e JFULL =] FULL | 22122005 |Ful
WED FULL hd FULL =] Total Working's Day : 2200 231272005 Full
THU FULL = FULL = 241272005 Off
FRIJFULL | FULL | December 2005 4| * | 254272005 |
»|26/12/2005 -
saT [O0FF x| o =) Sun [Mon | Tue [wed| Th | Fri | Sat -
sun [oFF <] T 27202005 |Fu
T 2|3 281272005
29122005 Full
4 5 -] 7 g 9 10 =
30M12/2005 Full
11 12 13 14 |15 16 17 F1M272005 Off
010172006 Off
18 19 20 21 22 23 24 =
02/01/2006 Full
25 X X7 28 029 3003 030172006 Full
04012006 Full
05/01/2006 Full o
Altermate Saturday I _
Get Weekly Setup from Group Setting ? [ Haliday Takle [STD - Calculate Working Day
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CHLDCARE LEAVE & EXTENDED CHILDCARE LEAVE SETUP

1. FAMILY DETAIL

Enter family dependent such as SON or DAUGHTER for the leave module to auto
keep track the childcare leave whether the SON or DAUGHTER have reach 7
years old.

STEPS:
1. <Leave Setup><Leave Code> to create a new code name as CHILDLVE and ECHILD

Leave Code Maintenance

Search Code | Sorted by |CODE d
Code Description Method SFT:III'HIW E::;Ie :
B| 2BSENT ABSEMT Warking days ~
: AMMU AMMUAL LEAYE Warking Hours
| [BUSSINES | BUSSIMESS TRIP Wiorking days 0.00
| [CHILDLWE | CHILD CARE LEAVE Wiarking days 2.00
CORP COMPASSIONATE | EAVE Winrking day

2. <Family Detail> to update the child information such as Date of birth, Relationship,
NRIC..

Farmily member name ||_EE Wwhei Wei Dependart v
IEic £10 Mo T1234567 Date of Bith 17052001 - Age
Relationship \DAUGHTER ||

Family Details Record Other |

Race Code |NEINE -r||
CitizenShip @ = 2
Courtry of Birth INONE ||
Religion |NEINE j |

Reside in Singapore 7 [

Sinpapore PR status 7 [

Wiorking Status 7 v

To allow the extended childcare leave application, citizenship ‘SING’ is important in the
Family Details Record.

3. When update the childcare leave at the leave module, times software will automatically
select the youngest child.

Leave Code Start Date Day Hour  End Date Appr - AM/PM Reason |
2| LS| R R jres =]
Dependant NRIC |T1 234567 ;>
Leave Code|Start Date  [EndDate [Day  [Hour [Approval| AMPM|Remarks—— 1
B|CHILDLVE |25/082005 |25m852005 1 0 ves
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