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End User License Agreement

1. License

In this license agreement ("License Agreement™), you, the purchaser of the license rights granted by this Agreement,
are referred to as "Licensee" or "You." In accordance with the terms and conditions of this License Agreement,
Advanced & Best Technologies Pte Ltd. (“Licensor") grants Licensee the non-exclusive license to use the
accompanying software ("Software™) and documentation ("Documentation”). In this License Agreement, the Software

and Documentation and any copies or modifications are referred to as the "Licensed Product."”

All rights to and in the Licensed Product, including, but not limited to, copyrights, trademarks, and trade secret rights,
belong to Licensor and Licensor holds title to each copy of the Software. Licensee shall not transfer or distribute the
Licensed Product to others, and this Agreement shall automatically terminate in the event of such a transfer or
distribution. Licensee shall not copy or modify the Licensed Product, except that Licensee may copy the Software for

the sole purpose of backup as long as all copyright and other notices are reproduced and included on the backup

copy.

2. Term

This License Agreement is effective until terminated. Licensee may terminate this License Agreement by returning the
Licensed Product to Licensor. Licensor may terminate this License Agreement if Licensee breaches any of the terms
and conditions. Upon termination of this License Agreement for any reason, Licensee shall return the Licensed
Product to Licensor. All provisions of this Agreement relating to disclaimers of warranties, limitation of liability,

remedies, or damages, and Licensor's proprietary rights shall survive termination.
3. Object Code

The Software is delivered in object code only. Licensee shall not reverse compile or otherwise reverse engineer the

Software. Licensee shall not decompile the code for the purposes of developing a competing product.
4. Limited Warranty

Licensor does not warrant that the functions contained in the Licensed Product will meet Licensee's requirements or
that the operation of the Software will be uninterrupted or error-free. Licensor does warrant that the media on which
the Software is furnished will be free from defects in materials and workmanship under normal use for a period of
thirty (30) days from the date of delivery ("Warranty Period"). Any other software and any hardware furnished with
or accompanying the Software is not warranted by Licensor. Licensee's exclusive remedy under this limited warranty
is the replacement of any defective physical media on which the Software is furnished, as provided below. To receive
a replacement for defective media under this limited warranty, return the defective media to Supplier during the

Warranty Period, with proof of payment.



EXCEPT AS PROVIDED ABOVE, THE LICENSED PRODUCT IS PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND,
EITHER EXPRESSED OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, AND THE ENTIRE RISK AS TO THE QUALITY AND
PERFORMANCE OF THE LICENSED PRODUCT IS WITH LICENSEE.

5. Limitation Of Liability

LICENSOR'S SOLE OBLIGATION OR LIABILITY UNDER THIS AGREEMENT IS THE REPLACEMENT OF DEFECTIVE
MEDIA ACCORDING TO THE LIMITED WARRANTY ABOVE. IN NO EVENT WILL LICENSOR BE LIABLE FOR ANY
CONSEQUENTIAL, INCIDENTAL OR INDIRECT DAMAGES, INCLUDING, WITHOUT LIMITATION, ANY LOSS OF DATA,
OR LOSS OF PROFITS OR LOST SAVINGS, ARISING OUT OF USE OF OR INABILITY TO USE THE SOFTWARE OR
DOCUMENTATION (OR ANY HARDWARE FURNISHED WITH THE SOFTWARE), EVEN IF LICENSOR HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY THIRD PARTY. IN NO EVENT
SHALL LICENSOR BE LIABLE FOR ANY DAMAGES.

6. General

Any attempt to sublicense, assign or transfer any of the rights, duties or obligations hereunder is void, unless
Licensee has been given "Reseller” status by Licensor. This Agreement shall be governed by and interpreted under

the laws of the Singapore.
7. Payment

Licensee shall pay the Total Fee in accordance with the terms of payment set forth by Licensor. Licensee shall pay all
invoices rendered by Licensor within Seven (7) calendar days after the invoice date, or within a time frame agreed
upon by Licensor. If Licensee fails to pay any amount due within Seven (7) days from the invoice date, Licensee shall
be responsible to pay to Licensor late charges equal to the lesser of 1.5% per month or the highest interest rate
allowable by applicable law, together with all expenses and collection costs, including reasonable attorneys' fees,
incurred by Licensor in enforcing the Agreement. Licensee shall reimburse Licensor for any out-of-pocket expenses
incurred in connection with duties performed by Licensor hereunder. Upon request, Licensor shall provide Licensee

with reasonable documentation evidencing the out-of-pocket expenses incurred by Licensor
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Minimum System Requirements

y Web Server
\
\ e .Net Framework 2.0 or above {Included in the installation disk}
®  Windows XP Professional* / Windows server 2003 or above
e [|IS5.00r 6.0 or above
® 512 megs RAM
e  Hard drive Space: 100 megs

e  Database: SQL EXPRESS 2005 {Included in the installation disk}

*Note: Windows XP Home \ Vista home or Windows 7 Home editions do not include 11S, therefore is not

supported.

. . Client PC

oL
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How to Get Support

A&B PAYROLL offers free technical support to our customers under support

maintenance contract.

Our technical support team is committed to providing superior support service, and is
available Monday to Friday, 9AM - 5PM Singapore Standard Time. We typically answer

inquiries within a few hours and within two business days at most.

Contact Information:

Email: support@smepayroll.com

Website: http://www.smepayroll.com
Phone: +65 — 6223 7996

Fax: +65 — 6220 4532
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SMEPAYROLL MODULES

Admin Management Module:

LS8 ya

Admin Management Module - manages system preferences Company setup,

holiday’s management, Users & User rights as well as system wide lookups.

Employee Management Module:

&

Employee Management Module covers the entire employee information as well

as overtime rate.

Claims Management Module:

0 3 3 13 2

Claim Management Module covers a complete flow of claim processing in a

company. Starting from claim application to approval.

Leave Management Module:

- BRBEBCGH

Leave Management Module covers a complete flow of leave processing in a

company. Starting from leave application to approval.
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Smepayroll Modules

Payroll Management Module:

EEERBE L E

Payroll Management Module covers additions, deduction, submission,
approval, processing and printing of payroll

Management Reporting Module:

Management reporting module covers all the reports, cpf submission, IR8A

forms printing and Bank Giro’s.

Reminder & Alert Module:

Reminder & Alert Module covers system defined reminders and alerts like

leave approval pending, different passes expiry, etc.
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Admin Management Module:

Admin Management Module covers system preferences and settings like company setup info, User

rights, workflows, imports, and other

As shown in figure following are the management options of Admin Module:

— Manage Company Information o Manage User's Security
Manage your company information. Add new company and 1 Manage User Group rights, Add new User Group or edit
update the existing information. i existing User Group security rights.
Manage Settings (Lookups)
Manage all your DropDowns information. Add new types or a hl‘:anagel'lworkwwkﬁ | informati
update the existing information. anage all your wiarkiiaw informatan.
Manage Imports o Other Managements
Impaorts Management 4 Other Managements
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Admin Management

{Manage Company Information}
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— Manage Company Information
Manage your company information. Add new company and
update the existing information.

Under Manage Company Information user can create new companies, view or edit the existing

companies.

When a user clicks on Manage Company Information link they would go to the following screen (when

logged into Demo Company):

View Company Information:

View Companies

Total Licenced : 350 Licence Used : 5 Licence Remaining : 345 Back

E DPT Demo Company Pte Ltd 0 SINGAPORE  #

B sue SMEPAYROLL PTE LTD 62970868 smepayroll@support.com SINGAPORE  #

B Add New Company

If a user clicks on Manage Company Information link when logged in any other company rather than the

Demo Company they would only be able to view or edit information of currently logged in company

User can also have a view of License status under the VIEW COMPANY label.
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Adding New Company:

To add a company login to Demo Company, Once successfully logged in click on Admin Management,

then click Manage Company Information.

—

=

Manage Company Information

Manage your company information. Add new company and

update the existing information,

Click on Add New Company link found at the bottom of the company list (As shown in screen below).

Once the user clicks on Add New Company Link the following window opens with 7 different tabs:

Add/Edit Company

Address Setup |
Preferences Setup (A) Company

Prefix Code:

IRBA Setup o

Giro Setup
(B) Address

SR Address Line 1:

User Setup 18, KALLANG PLACE

CSN Setup City:
SINGAPORE
Postal Code:
339156
(C) Contact

Email:

smepayroll@support. con

Fax:
52204532

Address Setup
Preference Setup
IRAS Setup

Giro Setup

Email Setup
User Setup

CSN Setup

N o g s~ w0 Db PR

Company Name:
SMEPAYROLL PTE LTD

Address Line 2:
=06 - 08
State:
SINGAPORE
Country:

| SNGAFORE

Phone:
652970868
Website:

wiwwy. smepayroll.com

USER GUIDE — A&B PAYROLL VERSION 9.0




Address Setup:

Address Setup
Preferences Setup | (A) Company
1 Prefix Code:

REASetp | gue

Gira Setup

Company Name:
SMEPAYROLL PTELTD

| (B) Add

Email Setup Address Line 1: Address Line Z:

UserSetup | 16, KALLANG PLACE =06 -08

CSN Setup | Gity: State:

| SINGAPCRE SINGAPCRE

Postal Code: Country:
339158 SINGAPORE ;
(C) Contact
Email: Phone:
smepayrol @support.con 62970868
Fane: Web

62204532

www.smepayroll,com

This is basic company contact information tab. Fields under this tab are defined below:

(A) Company

1. Prefix code*

2. Company Name*

(B) Address

Address Line 1
Address Line 2
City

State

Postal Code

©® N o o &~ w

Country

(C) Contact

9. Email
10. Phone
11. Fax
12. Website

* Denotes compulsory Field

: Prefix code is used to prefix employee number

: Input full Company Name (As this will be displayed in the reports)

: Company address — Registered address line 1

: Company address — Registered address line 2

: Company address - City

: Company address - State

: Company address — Postal Code of registered address 1

: Company address — Country

: Company'’s primary email address
: Company'’s primary phone number
: Company’s primary fax number

: Company’s website
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Preference Setup:

Add/Edit Company

Address Setup
Preferences Setup
IR8A Setup

Giro Setup

Email Setup

User Setup

CSN Setup

(A) wWorkingday Setup
Mo Of Worki ys:*
5 -

(B) Leave Model
Leave Model

|Fixed Yearly - Normal

| {C) Email Alerts

Alert For Leaves:

Alert For Pa

Yes g

(D) Rounding Decimal

Inpaid Leaves

Timesheet

@res O

CC For Leave:
smepayroll@anbgroup.a

CC For Claims:
smepayrol @anbgroup.o
CC For Payroll;

smepayroll@anbgroup. o

Additions (Claims, Ow iables, Other Additions):

: 2 -

Deductions NetPay

2 - 5 =
(E) CPF Ceiling
Manthly CPF Ceiling ey
(F) Payslip

Basic Leaves o
Fomat1 = (oweare] = .
(G) Payroll

Payroll Type

| Monthly -

This is company preference information tab. Fields under this tab are defined below:

(A) Workday Setup

1.
2.

No. of working days*

Timesheet

(B) Leave Model

3.

Leave Model *

(C) Email Alerts

Alerts for leaves
CC for Leave
Alerts for Claims
CC for Claims
Alerts for payroll

CC for Payroll Alerts

: Selection of number of working days in week

: Selection whether company uses timesheet for payroll calculation.

: Selection of Annual leave model practised by the company

: Preference to choose to send and receive email alerts for leaves

: Email Address to which all leave alerts are copied to (CC)

: Preference to choose to send and receive email alerts for Claims
: Email Address to which all Claims alerts are copied to (CC)

: Preference to choose to send and receive payroll alerts for leaves

: Email Address to which all payroll alerts are copied to (CC)
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(D) Rounding Decimal

10. Basic Pay / Unpaid Leaves

11. Additions (Claims, Overtime
Other Additions)

12. Deductions

13. Net Pay

(E) CPF Ceiling

(F) Payslip

16. Payslip Print Format
17. Enable ePayslip

(F) Payroll

18. Payroll Type

* Denotes compulsory Field

: Rounding Basic pay and unpaid leaves decimal value

- options available 0, 2, 3, Unlimited

: Rounding payroll addition types decimal value

- options available 0, 2 , 3, Unlimited

: Rounding payroll deduction types decimal value

- options available 0, 2, 3, Unlimited

: Rounding Net pay decimal value

- options available 0, 2, 3, Unlimited

: Choose a payslip formats.

: Option to enable sending electronic payslip

: Type of payroll Monthly or Bi-monthly




=y

Additional Information for Fields in Preference Tab (Company Management):

LEAVE MODELS (Annual Leaves):

Fixed Year / Year of Service - Normal: Under this leave model, all the leaves are available to an

employee at any given time of the year.

: An employee has joined the company on 01. Jan and has 14 Annual leaves entitled for
that year. So if the employee is applying for leave in the month of April he/she would have 14 leaves

available to consume.

Fixed Year / Year of Service - Prorated: Under this leave model, leaves available to an employee

are prorated based on number of months of service.

: An employee has joined the company on 01. Jan and has 14 Annual leaves entitled for
that year. The leaves will be prorated by the formula — 14 (Leaves) /12 (Months) = 1.16 leaves earned
per month. So if the employee is applying for leave in the month of April he/she would have 3.48

leaves available to consume.

(i.e.) 1.16 X 3 months {Jan — Mar (completed months)} = 3.48

Fixed Year / Year of Service - Prorated (Floor): Under this leave model, leaves available to an

employee are prorated based on number of months of service.

: An employee has joined the company on 01. Jan and has 14 Annual leaves entitled for
that year. The leaves will be prorated by the formula — 14 (Leaves) /12 (Months) = 1.16 leaves earned
per month. So if the employee is applying for leave in the month of April he/she would have 3 leaves

available to consume.
(i.e.) 1.16 X 3 months {Jan — Mar (completed months)} = 3.48

As we are using prorated by floor the decimals are dropped so leaves available = 3

Fixed Year / Year of Service — Prorated (Ceiling): Under this leave model, leaves available to an

employee are prorated based on number of months of service.

: An employee has joined the company on 01. Jan and has 14 Annual leaves entitled for
that year. The leaves will be prorated by the formula — 14 (Leaves) /12 (Months) = 1.16 leaves earned
per month. So if the employee is applying for leave in the month of April he/she would have 4 leaves

available to consume.
(i.e.) 1.16 X 3 months {Jan — Mar (completed months)} = 3.48

As we are using prorated by ceiling the decimals are considered so leaves available = 4



IRAS Setup:

Address Setup
Preferances Setup (A) IR8S Information
Authorized person: Authorized person Designation:
R84 Setup Steven DIRECTOR
Giro Setup Authorized person's Email-ID:
Email Setup smepayroll@support. com
e Company ROC: Company Type
ser Sety (D 3|
= P 2200334494 UEN-Business Registration number is + |
CSM Setup

Under the IR8A setup the user will input the following information:

(A) IRAS Information

1. Authorized person* : Authorized person’s name to be printed on IR8A forms

2. Authorized person’s designation *: Authorized person’s Designation to be printed on IR8A forms
3. Authorized person’s Email ID*  : Authorized person’s email to be printed on IR8A forms

4. Company ROC* : Company ROC number to be printed on IR8A forms

5. Company Type* : Company Type to be printed on IR8A forms

* Denotes compulsory Field
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Giro Setup:

Add/Edit Company

Address Setup s Sotine

Preferences Setup

DBS/POSB

IRBA Setup

Giro Setup

Email Setup

User Setup

CSN Setup

Bank Name:

Value Date:

Branch Code:

Bank Accho:

Account Name:

Company Code provided by Bank:

Approver Code provided by Bank:

Operator Code provided by Bank:

(+) Add Hew Bank details ¥ Refresh

7171 7171 . 3452 i
Editing the details
26 [cannot be & sunday or public holiday]
B
] [Applicable for DBS Bank orly]
] [Applicable for Mizuho Bank only]
Li [Applicable for Mizuho Bank only]

Once the company name and company preference are saved user will be able to setup the Bank Giro

account for payment of salaries to the employees. To create a new bank giro account click on Add New

Bank Details

Bank name

Value Date

Bank Branch Code
Bank Account Number

Bank Account Name

: Select bank name from the drop down of available banks.
: Date of salary transfer
: Banks branch code where the bank account is opened

: Company'’s bank account number

© N o g~ bR

Company code provided by bank
Approver code provided by bank
Operator code provided by bank

: Company'’s bank account name

Then click insert to save the information.

: (Applicable to DBS Bank )
: (Applicable to Mizuho Bank )
: (Applicable to Mizuho Bank )
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Email Setup:

smepayroll@anbgroup.o

(B) Email Alert Template

Leave request Message:

Lea

Claim Request M

Save

SMTP Server
mail.smepayrall.com
S5L Enabled

S|
Mo -

[ : | [ TestEmai

Address Setup
Preferences Setup | (A) SMTP Mail Server Default Settings
1 Sender Address:

|R8A Setup smepayroll@anbgroup.o
Giro Setup | sMTP Port

Email Setup =

User
Userdetp smepayrall@anbgroup.o
Seiseto | Payroll Approver Email

Greetings,

Leave application submitted by: @emp_name.
Type of leave applied: @leave_type.

Leave balance as of today: @leave_balance,

Greetings, @approver has @status your applied leaves from

@from_date to @to_date REMARKS: @reason;

Thanks and Regards

Advanced & Best Technologies Pte Ltd
5.

Do not Delete

Greetings, Payroll for the period @month / @year has been
submitted by @hr for your appropal.
Please review the payroll and update the status,

Do not Delete or Update @emp_n om_date, @to_date

ok and Danacd

Greetings, @emp_name has requested claim for the month of
@month @year;

Do rot Delete or Update

1ame, @from_date, @to_date

Thanks and Regards
A A % Bt Toackeal

Aot td

Greetings, @approver has @status your applied daim for the month
of @month @year;

8 2 51 0 1 O

‘Thanks and Regards
" A % Dot

Tochoalamion Mo Lid

Under the payslip setup tab user would input information related to payslip. User Following are the email

setting for sending out payslips through email. If user does not intend to send payslips via email and

send leave or claim alerts user can ignore the email setup fields.

(A) SMTP Mail Server Default Setting

Sender Address
SMTP Server
SMTP port

SSL Enabled
User

Payroll Approver Email

N g s~ bR

Password

(B) Email Alert Template

8. Leave request Message

Leave Update Message
10. Submit Payroll Message
11. Claim Request Message

12. Claim Update Message

: Email address that will be used to send emails

: Email server SMTP address ex: mail.smepayroll.com
: Email server SMTP port ex: 25

: Option to enable SSL if your mail server uses one.

: Email senders username

: Email address of payroll approval

: Email senders password

: Default message — for Leave request

: Default message — for Leave update (Approval/rejection)
: Default message — for Payroll submission

: Default message — for claim request

: Default message — for claim update (Approval/rejection)
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User Setup:

Add/Edit Company

Address Setup

\
Preferences Setup ‘
IR8A Setup - 1 | 1 .
irosenp | CHUACHENG HOE SMES Active Employee HUA@anbaro ;
Email Sewp | LEE TIONG HOCK SMET7 Active Employee FE@a #
Usersetup | AUNG KO SANG SMEAdmIn Active Super Admin sung Esrbgroup.co P
CSNSetup | CHARLES LOOD SHE4 Active Employee HARLES @anbgroup co 7
JULIA BTE DERIS SMES Active Employee LTA@anbgrou Va
|

Send Emails For All

Once the new company is added successfully a default employee is also added in the company with

super admin rights.

The user will use this account to access the newly created company. For Example: A new company is
added with a prefix code as TEST, A default username: TESTadmin would be created with a default

password: TEST_admin.

Nots: When an employee is added under the employee module, their user account is automatically

created in the system (For employee’s login purpose).

The user accounts can be viewed and managed under the user setup tab of the company. Employee

user accounts can be enabled or disabled thus restricting their access to the software.
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CSN Setup:

Add [Edit Company

ACOress SelUp | CsN Setup: ‘

Preferences Setup

IR8ASetup |

Giro Setup | 232454443351 -PTE-01
Email Setup | Editing the details
User Setup ' CSN:E_Z_324S444335L _—_PTE =01

| (+ Add New CSH details “ 5 Refresh

C3SN 3etup

CSN = CPF Submission Number

Since 1 January 2009, all entities registered in Singapore can transact with government agencies using
their Unique Entity Numbers (UEN). The UEN is like the NRIC number of the entity for identification

purposes.

To transact with CPF Board, employers will use the CPF Submission Number (CSN), which comprises the
“UEN + CPF Payment Code”. The CSN also identifies the types of payments that employers are making
to the Board.

For employers who are individuals hiring local employee’s e.g. personal driver, gardener, local domestic
worker etc., the CSN is the “NRIC/Foreign Identification Number (FIN) + CPF Payment Code”. For
individuals hiring foreign domestic workers or the self-employed, the CSN is the NRIC/FIN.

A company can have multiple CSN numbers, to add a CSN number, click on Add New CSN details.
Enter the CSN number and click on update button. Once the CSN number is created, it will be available

in the employee profile.
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Admin Management

{Manage User’s Security}
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Manage User's Security
Manaage User Group rights, Add new User Group or edit
N existing User Group security rights,

User Rights:

SMEPayroll is very flexible and configurable to suit any company’s requirements in terms of security

rights. Any number of security groups can be created each with their respective rights.
In simple words every individual employee can have a different rights profile when they log into the
system. The system can be configured in a way that the view of system is different for HR,

Management, regular staff, etc.

By default 3 User security groups are available in the system; additional user security groups can be

created.

Employee : The Group has normal employee rights like apply leave, apply claims etc
Super Admin : The Group has system wide rights to all features and tasks

HR : The Group has most of system rights mainly payroll processing and Leave

Management

List of Groups

Back

" Employee Rights £ o
& HR Rigts # @

+) Add New User Group

Super Admin

€ Refresh

All the rights for above group can be modified; except Super Admin. The employees can be associated

or linked through the employee module to specific user security group.
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Assigning User Rights:

To assign rights to the security user groups click on rights option next to the security user group name.

The rights are properly categorised based on the modules available in the system in respective tabs, the

rights listed are properly arranged with descriptions, making it easier for user to assign rights.

Reminders tab
Employee tab
Leaves tab
Claims tab
Timesheet tab
Payroll tab
Reports tab
Admin tab

© ©® N o g M w NP

Inventory tab

Assign Users Rights

| Reminders  Rights For Reminders

Employee
e8| [ ReminderModule Reminders
Claims
[Tl Employees on Leave Reminder Reminders
Timesheet T i ¢
[Tl Employees Requesting for Leave Reminder Reminders
Payrall
7] Pass Expiring Reminder Reminders
Reports
- [T Passport Expiring Reminder Reminders
Admin
. C50C Expiring Reminder Reminders
Inventory - ikt
7] Insurance Expiring Reminder Reminders
7] Employees Birthday Reminder Reminders
[T Probation Expiring Reminder Reminders
[T Other Certificates Expiring Reminder Reminders
7] Yearof Service Reminder Reminders

Rightto the main Reminder module

Right to view list of employees on leave

Right to view list of employees requesting for leave

Right to view list of employees whose pass is expiring

Rightta view list of employees whose passport is expiring

Right to view list of employees whose csocis expiring

Rightto view list of employees whose insurance is expiring
Rightto view list of employees birthday

Rightta view list of employees whose probation is expiring

Right to view list of employees whose other cerificates are expiring

Rightto view list of employees with year of senice

To give a rights simple check the check box option against the right, and to remove a right uncheck the

check box against the right.
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Admin Management

{Manage Settings (Lookups)}
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Manage Settings (Lookups)
Manage all your DropDovwns information. Add new types or
update the existing information,

Manage Setting:

Under Manage Settings (Lookups) user can add/edit or delete information for following master setups:

Additions Agent

Banks Certificate Category
Country Deductions
Department Designation
Document Category MYE Certificate
MNationality Race

Religion Safety Pass

Trade Training Course

01. Additions (Payroll additions types like Commissions, Bonus etc)
02. Agents

03. Banks (Ex: DBS, POSB, etc)

04. Certificate Category (Insurance, Passport, etc)

05. Country (Ex: Singapore, India, Malaysia, etc)

06. Deductions (Payroll deductions types like loans, Advances etc)
07. Departments (Ex: Accounts, IT, etc)

08. Designations (Ex: Manager, Director etc)

09. Document Category (Academic, Professional, etc)

10. YMYE Certificate

11. Nationality ( Ex: Singaporean, American , British, Malaysian etc)
12. Race (Ex: Chinese, Hindu, Muslim, Eurasian etc)

13. Religion (Ex: Buddhist, Christian, Hindu, Muslim etc)

14. Safety Passes (Ex: Construction Safety Orientation Course - General Trade, Tunnelling, etc)
15. Trade (Ex: Painter, General worker, etc)

16. Training Courses (Ex: )



Payroll Additions: {Commissions, Bonus etc}

There are 3 different types of additions that are available in the system. User can define whether the

addition type is CPF payable, taxable or not.

1. Additions: Payroll additions types like Commissions, Bonus etc
2. Claims: types like Reimbursement for travel, food etc. and

3. Variables: Meal Allowance, attendance allowance, Transport Allowance etc.

Adition Types

Back

& Variable I | no  Ordinary IV
8 variable v2 Na Ordinary P
8l variable V3 No Ordinary > 4
Bl variable va Mo Ordinary Vi
g General Travel Allowance YES Ordinary > 4 o}
.:J General Mobile Allowances YES Ordinary Vi m
‘I General Meal Allowance YES COrdinary e w

-i- Add New Addition Type ¥ . Refresh

To add a new addition type, click on Add New Addition Type link at the bottom of the grid. Enter

the addition type and click on insert button to add the addition type or cancel button to cancel the

process.

Adition Types

Adding a New Addition Type Record
@ ceneral O Claim
Addition Type :|
CFF Payable : Type of Addition :
Is Tax Payable:
Adding a Mew Addition Type Record
B variable V1 Na Ordinary 7
Bl variable V2 No Ordinary i
Bl vaniable V3 No Ordinary ra
&1 variable V4 No Ordinary A
'I General Travel Allowance YES Ordinary P o)
Bl General Mobile Allowances YES Ordinary Vi i}
Bl ceneral Meal Allowance YES Ordinary s m
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If the addition type is CPF payable then the user will need to specify whether the addition would fall
under ordinary wages or additional wages. If the addition type is taxable then the user will need to

specify which taxable item the addition would fall under.

Tax payable options:

Select hd

B
BOMUS - MOMN COMTRACTUAL

DIRECTORS FEE

PEMNSION

ABLLOAMASMCE - TRANSPORT

ALLOWARCE EMTERTAIMMENT

ALLOWANCE - OTHERS

LIUMSURM PAYMEMT - GRATUITY {1 ko 2}

LIMSURM PAYMEMT - COMPEMSATION FOR LOSS OF OFFICE (1 to 4)
LIMSUM PAYMEMT - MOTICE PAY (1 ko 2)

[LUMSUM PAYMENT - EX-GRATIA PAYMEMT (1 ko 2)

JLUMSLUM PAYMEMT - OTHERS (1 ko 2)

MOMTHLY COMMISSION

QTHER. COMMISSIONS

.

To edit the exiting addition type, click on the pencil image & corresponding to the addition type the

user needs to edit. Edit the addition type and click on insert button to save the addition type.

To delete the addition type, click on the delete image 0] corresponding to the addition type the user
needs to delete. If there is any transaction performed with the respective addition type, the delete will

fail. Note: Addition type — variables cannot be deleted or should not be deleted.
Additional information for VARIABLES:

Under variables there are 4 variable types defined with default name V1, V2, V3, V4. User can edit the

variable names to suit there organizational needs.

Addition Type Addition Type Description &PE Type Of Wage
81 variable v No Ordinary 7
Editing Addition Type Record
Variable Type :

Addition Type :|V1
CPF Payable :| Mo w Type of Addition :| Ordinary Wage v
Formula :| Day W

Is Tax Payable:| No | v

Editing Addition Type Record




-

Example 1 (formula Day): An organisational policy is sets for Attendance Allowance - Any employee

who comes on time; this allowance is paid for each day of the month the employee fulfils the policy.
Step 1: User renames the variable V1 to Attendance Allowance and selects the formula as day.

Step 2: Under individual employees salary Tab; rate for the variable Attendance Allowance is set (For

example $1 is set for employee A)

Step 3: Under the Manage overtime {Refer page 72} in payroll module Key in the number of days the

employee came on time (For example the employee comes on time for 20 days)

Once the above fields are update - Employee A’s payroll will have an addition of $20 for Addition type
Attendance Allowance. {i.e. $1 x 20days = $20}

Example 2 (formula Time): An organisational policy is sets for Meal Allowance - Any employee who

works later than 8:30pm; this allowance is paid for each day of the month the employee fulfils the

policy.

Step 1: User renames the variable V2 to Transport Allowance and selects the formula as time and sets

time as 8:30pm

Step 2: Under individual employees salary Tab; rate for the variable Meal Allowance is be set (For

example $6 is set for employee B)

Step 3: Under the Manage overtime {Refer page 72} in payroll module Key in the number of days the

employee worked later than 8:30pm (For example the employee works for 10 days later than 8:30pm)

Once the above fields are update - Employee B'’s payroll will have an addition of $60 for Addition type
Meal Allowance. {i.e. $6 x 10days = $60}



Agent: {Agent Name}

'.:I Woh Hup (Private) Limited 68372336 68372337 Fifth Avenue Singapore 268802 7

+ Add New Agent ¥ 2 Refresh

To add a new agent, click on Add New agent link at the bottom of the grid. Enter the agent detail

and click on insert button to add the agent or cancel button to cancel the process.

To edit the exiting agent information, click on the pencil image 4 corresponding to the agent the user

needs to edit. Edit the agent information and click on insert button to save the agent information.

To delete the agent info, click on the delete image 0] corresponding to the agent, the user needs to

delete.
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Banks: {DBS, OCBC, UOB, etc}

T T T

\ ‘ \
g 7339 ocec v
g s uoB 2
& 7 DBSIPOSB v
#7463 Deutsche Bank v
& 7144 STANDARD CHARTERED BANK £
&l 7621 Wizuho 7
& 7010 ABN AMRO BANK 7
El rasa AMERICAN EXPRESS BANK LTD 7
& o047 BANGKOK BANK PUBLIC CO LTD Vs
&l 7085 BANK OF AMERICA 7

To add a new bank type, click on Add New bank Type link at the bottom of the grid. Enter the bank

type and click on insert button to add the bank type or cancel button to cancel the process.

To edit the exiting bank type, click on the pencil image 7 corresponding to the bank type the user

needs to edit. Edit the bank type and click on insert button to save the bank type.

To delete the bank type, click on the delete image ] corresponding to the bank type the user needs to

delete.
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Country: {Singapore, India, Malaysia, etc}

€] smcaPore el
B AFGHANISTAN N
Bl aLBanA an:!
€] ALGERIA VAN
€] ancoLa /7 o
HJ Antarctica N |
€] sRGENTINA el
€] ARMENIA AN |
€] sruBA an:!

+) Add New Country ¥ . Refresh

[«][«J[1]2 34567891 ..M Pagesize 20 ~ 249 items in 13 pages

To add a new country type, click on Add New Country Type link at the bottom of the grid. Enter the

country type and click on insert button to add the country type or cancel button to cancel the process.

To edit the exiting country type, click on the pencil image 4 corresponding to the country type the

user needs to edit. Edit the country type and click on insert button to save the country type.

To delete the country type, click on the delete image 0} corresponding to the country type the user

needs to delete.
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Payroll Deductions: {loans, Advances, etc}

User can define different types of payroll deductions as well as edit the existing ones.

€ uedical No Pl |
‘;I Loan Yes S o
Bl Advance Mo Fal |
B T Yes Pl
.-’ Overpaid Mo

|+ Add New Deduction Type ¥ 5 Refresh

To add a new deduction type, click on Add New Deduction Type link at the bottom of the grid. Enter

the deduction type and click on insert button to add the deduction type or cancel button to cancel the

process.

To edit the exiting deduction type, click on the pencil image 7 corresponding to the deduction type

the user needs to edit. Edit the deduction type and click on insert button to save the deduction type.
To delete the deduction type, click on the delete image 0] corresponding to the deduction type the user

needs to delete. If there is any transaction performed with the respective deduction type, the delete will

fail.
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Department: {Accounts, Admin, Sales, etc}

Manage Department

Ba

3
I|

i admin @ Finance

i Sales & Marketing

il clientAccounting & Tax Senices
il Accounts

i

(+) Add Hew Department ¥, Refresh

To add a new department type, click on Add New Department Type link at the bottom of the grid.

Enter the department type and click on insert button to add the department type or cancel button to

cancel the process.

To edit the exiting department type, click on the pencil image 7 corresponding to the department

type the user needs to edit. Edit the department type and click on insert button to save the department

type.

To delete the department type, click on the delete image W corresponding to the department type the

user needs to delete.
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Designation: {Manager, Director, Hr Executive, etc}

Manage Designation

Back

T N [
il Executive - Hr
.| Executive Director
il Director

i wmo

{4 Add New Designation ¥ » Refresh

Designation added ully.

To add a new designation type, click on Add New Designation Type link at the bottom of the grid.

Enter the designation type and click on insert button to add the designation type or cancel button to

cancel the process.

To edit the exiting designation type, click on the pencil image 7 corresponding to the designation type

the user needs to edit. Edit the designation type and click on insert button to save the designation type.

To delete the designation type, click on the delete image 0] corresponding to the designation type the

user needs to delete.
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Document Category: {Academic, Professional, Social, etc}

Manage Document Category

Back

Category Name: ‘

B Academic Education

Bl Award & Achievment

E] Professional Services
B Social Senices

# Technical Education

.Z: Vocational Education

Bl others

(#) Add New Document Category “ 4 Refresh

To add a new document category, click on Add New Document Category link at the bottom of the

grid. Enter the document category type and click on insert button to add the document category type or

cancel button to cancel the process.

To edit the exiting document category type, click on the pencil image 7 corresponding to the
document category type the user needs to edit. Edit the document category type and click on insert

button to save the bank type.

To delete the document category type, click on the delete image ] corresponding to the document

category type the user needs to delete.
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MYE Certificate:

Certificate BCA34990820 Prior App Ref REF67-228 Prior App
Moz Ne: Granted:
?:;er-wal AP ||27689-88 lesue Date:  [07/02/2010 Val Start Date: 07/02/2010
Val End Date; [07/02/2011 File Name: '

Sl
Mo records to display.

+ Add New MYE Certificate “ 5 Refresh

To add a new MYE Certificate, click on il Add New MYE Certificate link at the bottom of the grid. Enter

the following:

Certificate Number
Prior Approval Ref
Prior Approval Granted
Approval Type

Issue Date

Val Start Date

Val End Date

© N o o~ Db PR

Upload certificate

Click on Add button to add the MYE Certificate or cancel button to cancel the process.

To edit the exiting MYE Certificate, click on the pencil image 7 corresponding to the MYE Certificate
the user needs to edit. Edit the MYE Certificate and click on Add button to save the MYE Certificate.

To delete the MYE Certificate, click on the delete image 0] corresponding to the MYE Certificate the

user needs to delete.
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Nationality: {Singaporean, American, Malaysian, Indian, etc}

B AFcHaN Pl
B ALBANIAN Pl
#] ALGERIAN Fall ]
B AMERICAN Pl
E AMERICAN SAMOAN Pl
€] ANDORRAN S m
# ancoLan Fal |
B ARGENTINIAN il |
+ Add New Nationality ¥ . Refresh
E]E]Elz 3456789 10 .. [I][E] Page size: 20 - 272 items in 14 pages

To add a new Nationality type, click on Add New Nationality Type link at the bottom of the grid.
Enter the nationality type and click on insert button to add the nationality type or cancel button to

cancel the process.

To edit the exiting nationality type, click on the pencil image 4 corresponding to the nationality type

the user needs to edit. Edit the nationality type and click on insert button to save the nationality type.

To delete the nationality type, click on the delete image‘ 0] corresponding to the nationality type the

user needs to delete.

Note: Do not be deleted Nationalities until unless necessary as these would ne used in the IR8A

submission
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Race: {Chinese, Hindu, Muslim, Eurasian, etc}

Chinese
Malay
Indian

Others

+) Add New Race ¥ » Refresh

To add a new Race type, click on Add New Race Type link at the bottom of the grid. Enter the race

type and click on insert button to add the race type or cancel button to cancel the process.

To edit the exiting race type, click on the pencil image e corresponding to the race type the user

needs to edit. Edit the race type and click on insert button to save the race type.

To delete the race type, click on the delete image 0} corresponding to the race type the user needs to

delete.
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Religion: {Buddhist, Christian, Hindu, Muslim, etc}

':I Muslim

Bl Hindu

€ christian
‘J Buddhism
':I Free Thinker
-:I Others

Bl catholic e

+) Add New Religion ¥ » Refresh

NN N N
& &8 & & & & &

To add a new Religion type, click on Add New Religion Type link at the bottom of the grid. Enter the

religion type and click on insert button to add the religion type or cancel button to cancel the process.

To edit the exiting religion type, click on the pencil image 7 corresponding to the religion type the

user needs to edit. Edit the religion type and click on insert button to save the religion type.

To delete the religion type, click on the delete image 0] corresponding to the religion type the user

needs to delete.

USER GUIDE — A&B PAYROLL VERSION 9.0



Safety Pass:

E construction Safety Orientation Course &
™ Add New Safety Pass Type 2 Refresh

To add a new Safety pass type, click on Add New Safety pass Type link at the bottom of the grid.
Enter the safety pass type and click on insert button to add the safety pass type or cancel button to

cancel the process.

To edit the exiting safety pass type, click on the pencil image & corresponding to the safety pass type

the user needs to edit. Edit the safety pass type and click on insert button to save the safety pass type.

To delete the safety pass type, click on the delete image 0} corresponding to the safety pass type the

user needs to delete.



Trade: {Painter, General Workers, etc}

.::J Painter

..:I General Worker

+) Add New Trade ¥ . Refresh

To add a new trade, click on Add New trade link at the bottom of the grid. Enter the trade and click

on insert button to add the trade or cancel button to cancel the process.

To edit the exiting trade, click on the pencil image 7 corresponding to the trade the user needs to

edit. Edit the trade and click on insert button to save the trade.

To delete the trade, click on the delete image i corresponding to the trade the user needs to delete.
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Training Courses:

Id Course Name
I: 1 Metalworking (MSOC) v
gl s ssIC # o
™ _Add New Course 2 Refresh

To add a new training course type, click on k22 Add New Training Course Type link at the bottom of the

grid. Enter the training course type and click on insert button to add the training course type or cancel

button to cancel the process.

.
To edit the exiting training course type, click on the pencil image # corresponding to the training
course type the user needs to edit. Edit the training course type and click on insert button to save the

training course type.

To delete the training course type, click on the delete image 0] corresponding to the training course

type the user needs to delete.



Admin Management
{Manage Workflow}
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1 |

r Manage Workflow
‘ Manage all your Workflow information.

A workflow consists of a sequence of connected steps. SMEPayroll Workflow offers additional business
value and increased productivity for businesses that use SMEPayroll for there HR as well as payroll
activities. The workflow designer, used to create workflows, is incorporated into the SMEPayroll

application. It is available to all users with manage workflow rights.

By incorporating the workflow designer into the Web application, many features are automatically
enabled for workflows. For companies with complex approval structure implementation of a workflow

can be advantages. Currently SMEPayroll provides workflow to manage payroll approval structure only.

Manage Workflow —| Manage Workflow Group
Manage Workflow Information Manage Workflow Group Information

Manage Workflow Level Information i ,"-? Manage Employee Assignment Information

_P
% Manage Workflow Level ‘}F Assign Employee to Payroll Group

TR Assign Employee to Workflow
E,‘« Manage Payroll Workflow Assignments and Un Assignments.

SMEPayroll Workflow enables automation of business processes during which documents, information,
or tasks are passed from one party to another and actions are performed according to a set of rules.
Workflow provides many out-of-the-box components that business users and administrators can use to

model their business processes.



How does workflow work?

SMEPayroll Workflow enables automation of business processes during which documents, information,
or tasks are passed from one party to another and actions are performed according to a set of rules.
Workflow provides many out-of-the-box components that business users and administrators can use to

model their business processes.

The following step by step instruction will explain how to implement payroll workflow in SMEPayroll.

SENARIO:

Company Name: Advanced & Best Technologies Pte Ltd
Total Employees: 200
Requirement: Hierarchy structure

Payroll authority Level:

Finance Manager
HR. Manager

.| Assitant HR. Manager
HR. Executive

The scenario needs the top level group to be able to view and manager employees belonging to lower

levels. The lower level group cannot view or manage employees in top level group

Manage Workflow:

Step 1:

Create Workflow name
Manage Workflow
° Manage Workflow Information

Click on Add Workflow and enter a workflow name, we will use WF SENARIO 1 for this scenario.

B wrsENARIO1 s

+ Add Workflow “ » Refresh
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Manage Workflow Group:

Step 2:

Create Workflow groups

Manage Workflow Group
= Manaage Waorkflow Group Information

Click on Add Workflow Group, enter the names accordingly.

g FINANCE CONTROLLER

E] HRMAMAGER
B ASST HR MANAGER

S NN N
B 6 B

B HREXECUTIVE

+ Add Workflow Group “ » Refresh

Manage Workflow Level

Step 3:
Create Workflow Levels {Hierarchy}

Manage Workflow Level
d Manage Waorkflow Level Information

Select the workflow name from the dropdown list, Select the workflow type and select the payroll group

name created in previous steps. Click on Add Level button to add the levels as shown in the figure

below.
Workflow Mame : Workflow Type: Payroll Group Mame:
WF SENARIO 1 - Payral - select- - [ Add Level

g L Payraoll FINANCE CONTROLLER

g 12 Payroll HR MANAGER

g L3 Payroll ASST HR MANAGER

g L4 Payroll HR EXECUTIVE L&)
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Assign Employee to Payroll Group:

Step 4:
Assign Employee to Payroll group

,Ai -.ﬁ. Assign Employee tq Payroll Gmup_
\j Manage Employee Assignment Information

Select the payroll Group Name. For Example: Finance Controller

Payroll Group Mame ;: FINANMCE CONTROLLER -

FINAMCE CONTROLLER

HE. MAMNAGER

ASST HR MANAGER
HR EXECUTIVE
I

Select the employee names from the left grid and Click on Assign button to assign the employee as
members of the Finance Controller group. All the employee that are assigned to this group will have

Level 1 rights .i.e will be able to view and manage employee from their as well as lower groups.

Follow the same steps to assign employee to other groups HR Manager, Assistant HR Manager and HR

executive.
o Eeema el FINANCE CONTROLLER - [E
|
[T Ang Micheal [ Koh Hwee Huang Nancy
[l Anita David (1] Pagel of1, ftems1tol of 1.

[7]  Anna Steven
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Assign Employee to Workflow:

Step 5:

Assign Employee to workflow

] Assign Employee to Workflow
. Manage Payroll Workflow Assignments and Un Assignments,

Select the Workflow level. For Example: WF SENARIO 1 - L1 {L.1 = Level 1}

Payroll: -select- M

WF SENARIO 1 - L1
WF SENARIO 1 - L2
WF SENARIO 1 - L3
WF SENARIO 1 - 14

—

Select the employee names from the left grid and Click on Assign button to assign the employees to the
workflow level WF SENARIO 1 - L1. All the employee that are assigned to this group will be view and

managed by Level 1 payroll Group i.e Finance Controller Group

Follow the same steps to assign employee to other workflow levels WF SENARIO 1 - L2, WF SENARIO 1
- L3, WF SENARIO 1 - L4.

Payroll Workflow Assignment

payrol : VWF SENARIO 1 - L1 - Back

[[]  Cheewang ] . Ang Micheal
[Tl Chia Pei Fung Rekel 7] Anita David
[7]  Chiam Thard Jyee Jack [7] ' Anna Steven
[Z1 Chua Hui Ting Pearlyn (1] Pagel of 1, items1 to 3 of 3.

Once all the above steps are completed the effects can be viewed in the payroll management.

When the user logs into the system to access the payroll module, He /She will only be able to view or

manager users belonging on their workflow level or lower.
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Admin Management

{Manage Assignments}
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‘

| Manage Assignments
Manage all your Workflow information.

Manage Assignments module enables user to assign employees to different categories at one go, rather
than entering data for individual employees which could be very time consuming and non productive.

The following are the assignments currently available under this module.

1. Department Assignment
2. Leave Supervisor Assignment

3. Claims Supervisor Assignment

Manage Leave Supervisor Assignment

Department Assignments
Manage Leave Supervisor Assignments and Un Assignments.

Manage Department Assignments and Un Assignments,

ﬁ Manage Claim Supervisor Assignment
|

Manage Claim Supervisor Assignments and Un Assignments.
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Department Assignment:

How to assign department to multiple employees?

Step 1:
Click on Department Assignment under the Manage Assignment

Department Assignments
Manage Department Assignments and Un Assignments.

Select the Department name

-select-

Department :

ADMIMISTRATION
SALES & MARKETING
ACCOUNTS

IT SUPPORT

Step 2:

Select the employee names from the left grid and Click on Assign button to assign the employee

to selected department, for this scenario Administration department.

Department : ADMINISTRATION - E

Ang Micheal Mo records to display.
Anita David E Pagel ofl, iterns 0 to 0 of 0.
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Manage leave Supervisor Assignment:

How to assign leave Supervisor to multiple employees?

Step 1:

Click Manage leave Supervisor Assignment under the Manage Assignment

Manage Leave Supervisor Assignment
Manage Leave Supervisor Assignments and Un Assignments.

Select the leave Supervisors name

Leave Supervisor :

-select- -

Step 2:

Ang Micheal
|Anita David

Select the employee names from the left grid and Click on Assign button to assign the leave

Supervisor for the selected employees, for this scenario Ang Micheal.

Leave Supervisar ; Ang Micheal -

Anita David

Mo records to display.

m Danc1 ~f1
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Manage Claim Supervisor Assignment:

How to assign Claim Supervisor to multiple employees?

Step 1:
Click Manage Claim Supervisor Assignment under the Manage Assignment

Manage Claim Supervisor Assignment
Manage Claim Supervisor Assignments and Un Assignments,

Select the Claim Supervisors name

Claim Supervisor 1 Anita David -
Ang Micheal H
Anita David

Step 2:
Select the employee names from the left grid and Click on Assign button to assign the Claims

Supervisor for the selected employees, for this scenario Anita David.

Claim Supervisor :  Anita David - Ba

Ang Micheal Mo records to display.
— m Pagel of 1, items 0 to 0 of 0.
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Employee Management

{Employee}
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Employee Groups:

Employee Groups
Create Employee Groups for better management of

Employee Rights and categorising them into right groups.

Employee Group — Employee’s can be grouped into different employee groups like Staff, Management

etc. Before employee is added in the system it's important to define all the employee groups.

L3
“
&

Staff

L3

Management ya (i}

+ ' Add New Employee Group ¥ . Refresh

To add a new Employee group, click on L] Add New Employee group link at the bottom of the grid.

Enter the employee group and click on insert button to add the employee group or cancel button to

cancel the process.

To edit the exiting employee group, click on the pencil image 4 corresponding to the employee group

the user needs to edit. Edit the employee group and click on insert button to save the employee group.

To delete the employee group, click on the delete image fil corresponding to the employee group the

user needs to delete.
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Employee:

User can view the list of all employees as well as add, edit or terminate employees based on rights.

Employee
Manage your Employee's information. Add new Employee's

or update the existing employee's information.

[+]

8

@
@
[
@
&
@

8
2

E Add New Employee

AUNG KO SANG

CHARLES LOO

CHUA CHEMG HOE

JULIA BTE DERIS

LEE TIONG HOCK

SC

SC

T

5C

517146380

S2694243H

S0275697H

57608469F

513982832

Staff

Staff

Staff

Staff

Staff

001

002

003

004

005

Executive - Hr
Executive Director
Director

MD

Executive Director

AN N SN

A

To add new employee click Add New Employee link at the bottom of the tab, and user will be directed

to a window containing 15 different tabs:

Perzonal Info

Contact info

Job Info

Salary Info

Bank Info

Foreign Worker

Remarks

Leave Info

Certificate Info

Safety Info

Training Info

Item Issued Info

File Upload Info

Progression Info

Family Info
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Personal Info:

(A) Personal Information

Employee Number: *First Name: Last Mame: *Sex:
SME3 ALING KO SANG Male
Marital Status: Relgion: Blood Group: Time fCard/Swipe /Punch ID:
Single w Budhist * O+ ool
AliasfLogin ID: Place of Birth: *Nationality: Country of Residence:
Aung SINGAPORE - SINGAPOREAN + SINGAPORE
(B) Rights Information
Login Rights: Employee Group:
Super Admin » 5Staff -
(C) Contact Information
Phone: Mobile: Email:
63372336 945673596 aung@smepayrall.com
(D) other Information
*Employer CPF Mumber: CPF Confribution Sector: Employee Photo:
23245444335 -PTE-01 w Private Sector Employees -

(A) Personal Information

1. Employee Number : This is an auto field and also servers as employee’s login user name.
2. First Name* : Employee’s First Name
3. Last Name : Employee’s Last Name
4. Sex* : Employee’s Sex
5. Marital status : Employee’s Marital Status (Ex: Married, Single, Divorced, etc)
6. Religion : Employee’s Religion (Ex: Buddhist, Hindu, etc)
7. Blood Group : Employee’s Blood Group (Ex: O+, etc)
8. Time Card : Employee’s Time card Number (Ex: 0001, etc)
9. Alias : Employee’s Alias
10. Place of Birth : Selection of Employee’s Place of Birth
11. Nationality : Selection of Employee’s Nationality
12. Country of
Residence* : Employee’s Country of Residence
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(B) Rights Information

13. Login Rights
14. Employee Group

(C) Contact Information

15. Phone
16. Mobile
17. Email

(D) Other Information

18. Employer CPF A/C
19. CPF Contribution
Sector

20. Employee photo

* Denotes compulsory Field

: Selection of User (Rights) Group the employee belongs to

: Employee’s group (Ex: Staff, Management, etc)

: Employee’s Phone Number
: Employee’s Hand Phone Number

: Employee’s Email Address

: Select employers CPF Submission Number (CSN)

: Employee’s CPF Group (Ex: Private sector, Government Sector, etc)

: Employee’s Photo ( Upload)



Contact Info:

(A) Local Address Information

Eloick StreetBuilding:

04 DELTA AVEMUE s 04

m
fid

Fostal Lode:

161004

(B) Foreign Address Information
Aodress-1: Address-2:

MA MNA MA

Contact Perzon: Belationshio: hone-1r homE-2
Lontact Fersol REIGnonsnp: Fhone- Fhone-2

Stella Wife 68372336 62237996

(C) Emergency Contact Address Information

AOOress, Remarks:

MNA NA

(A) Local Address Information

1. Block : Employee’s Singapore’s Formatted Address — Block No

2. Street / building : Employee’s Singapore’s Formatted Address — Street Name
3. level : Employee’s Singapore’s Formatted Address — Level

4. Unit : Employee’s Singapore’s Formatted Address — Unit

5. Postal Code : Employee’s Singapore’s Formatted Address — Postal Code

(B) Foreign Address Information

6. Address 1 : Employee’s Foreign Address Line 1
7. Address 2 : Employee’s Foreign Address Line 2
8. Postal Code : Employee’s Foreign Postal Code

(C) Emergency Contact Address Information

9. Contact Person : Employee’s Emergency Contact Person

10. Relationship : Employee’s relationship with Emergency Contact Person
11. Phone-1 : Emergency Contact Person phone Number 1

12. Phone-2 : Emergency Contact Person phone Number 2

13. Address : Emergency Contact Person Address

14. Remarks : Any specific remarks to take note of in case of emergency

* Denotes compulsory Field




J

ob Info:

(&) Job Information

FYnimina Data:
0 J Late.

01/01/2008

]

Terminate Reason:

(B) Other Information
Designation:

Executive - Hr

(C) Alert Supervisor

Leave Superwvisor:

CHUA CHENG HOE -

(D) Workflow

Payroll:
Management Level -L1 -

(A) Job Information

o o b~ w e

Joining Date*
Probationary Period
Confirmation Date
Termination Date
Termination Remarks

Birth Date*

(B) Other Information

Designation
Department
Trade

10. Highest Education

(C) Alert Supervisor

11. Leave Supervisor

12. Claim Supervisor

(D) Workflow

13. Payroll

T e T e —
L0 anon L

Jate.

1 |

3 ¥ |01,/01/2008

*=girth Date:
oirtn Uate!

22/04/1979 | [EH

Department:

Highest Ed

Admin & Finance Masters
Claim Supervisor:
JULTA BTE DERIS -

: Employee’s Joining Date
: Employee’s Probationary Period. (In months).
: Employee’s Job Confirmation Date
: Employee’s Termination Date

: Employee’s Reason for Termination

: Employee’s Date of Birth

: Selection of Employee’s Designation
: Selection of Employee’s Department
: Selection of Employee’s Trade

: Selection of Employee’s highest

to the email address specified

to the email address specified

Employee’s workflow level

* Denotes compulsory Field

: Employee’s leave Supervisor; Email request for leaves will be sent

: Employee’s Claim Supervisor; Email request for Claims will be sent

]



Salary Info:

(A) Salary Information

Employee Pass Type:

Singapore Citizen

Yes -

(B) Rate Information

56D
@ Daily Rate(MOM Daily B

(C) Overtime Information

(D) Variable Information

[Variable-1]

(E) CPF Information

(F) Funds Information

*Race:
Chinese -

(A) Salary Information

1. Employee Pass Type*
NRIC, FIN
3. Date of PR

4. Email Pay Slip

(B) Rate Information

5. Basic Pay/ Pay Rate
6. No. of Working days*

*WNRIC/FIN: NRIC «
517146390

[Variable-2]

0
5]
i
T
m
=]
=

i
i

[Variable-3]

: Employee’s Pass Type ( Ex: Citizen, PR, EP, WP)

: Employee’s Identity (Ex: NRIC, FIN, etc)
: Employee’s Date of Permanent Residence (Required for CPF
contribution rate for PR 1 and 2nd year calculation)

: Enable or disable email Pay Slip option for Employee

: Employee’s Basic salary

: Employee’s Working Pattern (Required for leave as well as rate

Calculations

7. Pay Frequency (Monthly

/Hourly / Daily)
8. Daily Rate (MOM)

9. Daily Rate (Manual)

[Variable-4]

: Employee’s Salary Payment type, either fixed monthly, Daily or Hourly

: Employee’s Daily Rate calculated based on basic pay using Ministry of

Manpower formula (i.e) {Monthly Basic Pay / Days in the month}

: Manual Employee’s Daily Rate



R
10. Hourly Rate (MOM) : Employee’s Hourly Rate calculated based on basic pay using Ministry of
Manpower formula (i.e) {12 * Monthly Basic Pay / 52 Weeks * 44 Hours}
11. Hourly Rate (Manual) : Manual Employee’s Hourly Rate

(C) Overtime Information

12. O.T Entitled* : Selection of Employee’s overtime entitled (YES or NO)
13. Overtime 1 Rate
14. Overtime 2 Rate

(D) Variable Information

15. Variable 1 (V1) : Variable Payment rate for variable V1 {Variable can be renamed to
suit the organizations needs, more info on page 27 (variables under
Additions Types)}

16. Variable 2 (V2) : Variable Payment rate for variable V2 {Variable can be renamed to
suit the organizations needs, more info on page 27 (variables under
Additions Types)}

17. Variable 3 (V3) : Variable Payment rate for variable V3 {Variable can be renamed to
suit the organizations needs, more info on page 27 (variables under
Additions Types)}

18. Variable 4 (V4) : Variable Payment rate for variable V4 {Variable can be renamed to

suit the organizations needs, more info on page 27 (variables under

Additions Types)}
(E) CPF Information
19. CPF Entitled : Selection of Employee’s CPF Entitlement
20. Employer CPF : This is an auto field for information only
21. Employee CPF : This is an auto field for information only
23.
(F) Funds Information
24. Race* : Selection of Employee’s Race
25. Fund Opt Out : Selection whether Employee wished to opt out from Funds

contribution.

30. SDL Opt Out : Selection whether Employee excluded from SDL contribution



Bank Info:

(A) Bank Information

*Pay Mode:

DEBS/POSE-3452

*FRIRO Account Name:

ALIMG KO SANG

(A) Bank Information

1 Pay Mode*

2. Giro Account No*
3. GIRO Bank Code*
4. GIRO Branch Code*
5

Giro Account Name*

* Denotes compulsory Field

*GIRO Account Mo: *GIRD Bank Code: *GIRO Branch Code:
- 053428612 DES/POSE - 035
7171

: Selection of Employee’s Salary Payment (Ex: Cash, Cheque, Giro)

: Employee’s Giro Account No. (Applicable only if pay mode is Giro)

: Employee’s Giro Bank Code. (Applicable only if pay mode is Giro)

: Employee’s Giro Branch Code. (Applicable only if pay mode is Giro)

: Employee’s Giro Acc Name. (Applicable only if pay mode is Giro)

Note: If the pay mode is other than cheque or cash all the other fields under bank info tab become

mandatory



Foreign Worker:

(A) Work Permit Information

Work Permit Mumber:

0 31786344

Date of Arrival:

24,/03,/2009

|

(B) Other Information

Shipyard Quota:

MA

Application Date: Issue Date:
02/04/2009 [E | [12/04/2009 [
~ 150 Low
atch No: Agent Hame: Photo Mo:
MA -zelect- * NA

(A) Work Permit Information

WP Number

WP Application Date
WP lIssue Date

Date of Arrival

MYE certificate
Monthly Levy
Workers Levy

FWL Code

© N o o >N PR

(B) Other Information

9. Shipyard Quota
10. Batch No.

11. Agent Name
12. Photo No.

* Denotes compulsory Field

: Employee’s Work Permit Number
: Employee’s Work Permit Application Date

: Employee’s Work Permit Issue Date

: Employee’s Giro Acc Name. (Applicable only if pay mode is Giro)
: Employee’s Monthly Foreign Workers Levy Amount
: Selection of Foreign Workers Levy type — High or Low

: Employee’s Foreign Workers Levy Code

: Employee’s Shipyard Quota
: Employee’s Insurance Number
: employee’s Agent Name

: Employee’s Photo Number (Client Reference)

n

1 |

: Employee’s Giro Branch Code. (Applicable only if pay mode is Giro)



Remarks:

Remarks

This an open feild to write any remarks pertaining to the employee.

This is an open field to write remarks or comments for a specific employee about his performance, office

behaviour, attitude etc.
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Leave Info:

Year: 2010 - Update Joining Date: 01 Jan 2008 Confirm Date: 01 Jan 2008 Leave Model: Fixed Yearly-Mormal Work Days in Week: 5

*CAL=Company Allowed Leaves ¥LYL=Last Year Leaves *CYL=Current YearLeaves *CMLE=Current Month Leaves Earned

ﬁ Annual Leave 14.0 0.0 0.0 0.0 0.0
ﬁ Child Care Leave 6.0 0.0 6.0 0.0 00 0.0 0.0
ﬂ Sick Leave 14.0 0.0 0.0 0.0 0.0 0.0

Enter Current Year Leaves and Last year leaves if available for Annual leave, for rest of the leave

types enter current available leaves and click on Update button.

Year: 2010 - Update Joining Date: 01 Jan 2008 Confirm Date: 01 Jan 2008 Leave Model: Fixed Yearly-MNormal Work Days in Week: 5

*CAL=Company Allowed Leaves *LYL=Last YearLeaves *CYL=Current YearLeaves *CMLE=Current Month Leaves Earned

E1  Annual Leave 140 0.0 14.0 00 0.0 0.0 0.0 14.00
@  Child Care Leave 60 0.0 6.0 00 00 00 0.0 6.00
B sickLeave 140 0.0 14.0 00 00 0.0 0.0 14.00

Click on detail button next to the leave type to have a detail view of the leaves.

Year: 2010 - Go Back Joining Date: 01 Jan 2008 Confirm Date: 01 Jan 2008 Leave Model: Fixed Yearly-Normal Work Days in Week: 5

*CAL=Company Allowed Leaves ¥LYL=Last Year Leaves *CYL=Current YearLeaves *CMLE=Current Month Leaves Earned

ﬁ January 14 1] 14 14.00 0 1] 14.0
ﬁ February 14 1] 14 14.00 0 0 14.0
'ﬁ March 14 0 14 14.00 0 0 14.0
ﬁ April 14 0 14 14.00 0 0 14.0
ﬁ May 14 0 14 14.00 0 1] 14.0
B June 14 1] 14 14.00 0 0 140
ﬂ July 14 1] 14 14.00 0 1] 14.0
ﬁ August 14 1] 14 14.00 0 0 14.0
& September 14 0 14 14.00 0 0 140
ﬂ October 14 0 14 14.00 0 0 14.0
‘ﬁ November 14 1] 14 14.00 0 1] 14.0
ﬁ December 14 1] 14 14.00 0 0 14.0

Once the leaves are saved the employee will be able to use the application for applying leaves.
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Certificate Info:

ﬂ Insurance IMN528700067 01/04/2009  01/04/2011 Singapore

&l Passport AZOR22030 04/04/2000 04/04/2011 Singapore

+ Add New Certificate

To add certificate info click Add New Certificate.

Fill in the following fields:

1. Category Name : Name of the Category {Insurance, Passport, etc}
2. Certificate Number  : Certificate number

3. Test Date : Test date of the certificate

4. Issue Date : Issue date of the certificate

5. Expiry Date : Expiry Date of the certificate

6. Issue Location : Location where the certificate was issued

7. lIssued By : Certificate issued by {Authority Name}

8. Remarks : Any remarks regarding the certificate

AlA
SINGAPORE

Once the above information is entered click on add button to save the information.
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Safety Info:

—

SAFETY PASS SPO3200834 07/04/2011 T

+ Add Hew Safety Pass ¥ » Refresh

To add safety pass info click Add New Safety Pass.

Fill in the following fields:

9. Safety Type : Name of the safety pass type
10. Safety Pass No. : Safety pass number
11. Expiry Date : Expiry of the safety pass

Once the above information is entered click on add button to save the information.
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Training Info:

Metalworking
S PASS TUAS 01/04/2010 1 # T
CS0C PASS JURONG 01/04/2008 2 # T

+ Add New Training ¥ . Refresh

To add training info click Add New Training.

Fill in the following fields:

12. Course Name : Name of the training course name

13. Result : Result of the course {Pass, Fail, Etc}

14. Venue : Venue of the training course

15. Course Date : Date of training Course

16. No. of Attempts : Number of attempts taken for the training course.

Once the above information is entered click on add button to save the information.
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File Upload Info:

(A) File Information

Category Name: Document Mame: Select File:
- [ Browss... | Submit |

li?g to group or reorcier

'EI Academic Education 0 Level Cert 0 LEVEL.docx E
5}

i:i Academic Education A Level Cert A LEVEL .docx

File upload Info tab allows user to upload any document pertaining to the employee Academic
Education, Professional services, Awards & Achievements, Technical Education, Vocational Education
and other categories.

More categories can be created under manage setting option in the admin management module.

To upload file select the category name, give a relevant document name, browse for the file and click on
submit button to upload and save the file.
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Progression Info:

(A) Pay History Information

*From Date: Pay Frequency: *Mo of Work Days: Department:
|g]'m4fgggg | ‘ Monthly - 5 +  Admin @ Finance -
*BasicPay/PayRate: Hourly Mode: *Hourly Rate: Daily Mode: *Daily Rate:
Auto * 1573 Auto * 135,36
Designation: OT Entitled: CPF Entitled: OT-1Rate: OT-2 Rate:
Executive -Hr * Yes * Yes - 15 2

| Update Pay Record |

&1 o7/04/2000 Brecutive-  Admin@ v 45 2 s 1573 13636
Hr Finance

Progression info tab records all the changes pertaining to the employee in terms of:

Basic pay

Pay frequency {Monthly, Hourly or Daily}
Number of working days pattern

Department

Hourly Rate calculation mode {Auto or Manual}
Hourly Rate

Daily Rate calculation mode {Auto or Manual}

Daily Rate

© 0o N o g &~ w DN PR

Designation

10. Overtime Entitlement
11.CPF Entitlement
12.Overtime 1 Rate
13.Overtime 2 Rate

Update any of the above parameter that need to be changed and click Update Pay Record button. The

“From Date” parameter will define the date from which the new change will takes affect.

USER GUIDE — A&B PAYROLL VERSION 9.0



Family Info:

g stella Spouse  07/04/1978 08/04/2003 Female Singaporean

ﬁ Anna Children  07/02/2005 Female Singaporean

':’ Andy Children  07,/04,/2007 Male Singaporean

+ | Add Hew Family Information ¥ . Refresh

To add family info click Add Family Information.

Fill in the following fields:

17. Name : Name of the family member

18. Relationship : Relation with the family member

19. Date of Birth : Date of birth of the family member

20. Date of Marriage : Date of marriage of the family member

21. Sex : Sex of the family member

22. Phone : Phone number of the family member

23. ID No. : ldentification Number of the family member { NRIC / FIN / etc}
24. Status : Status of the family member {Singaporean / Non- Singaporean}

Once the above information is entered click on add button to save the information.

Note: Family information is required to calculate child care leave eligibility.
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Claims Management

{Claim application to approval Process}
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Claims Management Module:

Claims Management Module covers the claims application, relevant document upload and approval

process. As shown in figure following are the management options of claims Module:

Apply Claims N

- ) ' Claims Status
Apply Claim and submit for approval to your supervisor, You . )
can also view the status of applied daims, [ View the status of al the daim’s applied.

Approved Claims Rejected Claims
View all the Approved Claims. View all the Rejected Claims.

Claims Pending for Approval
View all the Approved Claims.
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Claims Process:

Apply Claims
Apply Claim and submit for approval to your supervisor, You
can also view the status of applied daims.

User (Employee) can apply for different types of claims from this link.

Employee Name  Claim Type Department Amount Pariod Attached Document Remarks
' ' ' ' ' 'l 'l
Mo records to display.
™ _Add New Claims 2 Refresh
Step 1:

To add a new claim, click on L Add New Claims link at the bottom of the grid.

Employee Name Claim Type Department Amount Period Tl Remarks
7 g T g g N 7

Adding 3 Mew Record

Employee AUNG KO SANG ~ Approver: JULIA BTE DERIS

Amount Only = 100

Transaction Period * From|01-042010 |EH - 30042010 |4

Receipt Upload Selec Clea

Claims Type GENERAL REIMBURSEMENT -

e Applying claims for general reimbursement.
Insert l [ Cancel ]

User will input the following fields to apply for a claim:

1. Employee : Selection of Employee Name

2. Amount Only * : Claim Amount

3. Transaction period* : Claim applied for the period From - To

4. Receipt uploaded : Upload Claim document if any

5. Claims type : Selection of claim type ( Ex: Travel, medical Reimbursement)

6. Remarks - Any remarks pertaining to the Claim

* Denotes compulsory Field



Click Insert to add the claim.

Step 2:
Submitting Claim:

_ - Attached
Employee Name Claim Type Department Amount Period D t Remarks
' ' 'l 'l 'l 'l 'l
- Applying claims for
8] anGkosang  SENERML o Admin @ Finance 10000 1/4 /2010 Open Document  general
reimbursement.
™ _Add New Claims 2 Refresh

Submit Claim

Once the claim is added user can select the claim and submit for approval; an email will be sent to the

respective supervisor for approval.

Following are the messages the user receives once the claim is submitted.

i ™y i B
Message from webpage ﬂ Message from webpage ﬁ
Claims Submitted Successfully for: . Email Send successfully to:
AUMNG KO SANG . AUNG KO SANG

T

From: payroll@anbgroup.com

Tao: CHUA@anbgroup. com

Cc aakash@anbgroup.com

Subject: Claim Request By AUNG KO SANG

Greetings, AUNG KO SANG has requested claim for the month of April 2010;

Thanks and Regards
Advanced & Best Technologies Pte Ltd
Office: 6837 22336 | 6223 7996 Fax: 6220 4532 www.anbagroup.com

HR, Super Admin or any other user group with appropriate rights can also apply claims on behalf of the

employee.
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Step 3:
Approve / Reject Claim:

Claims Pending for Approval
Manage your employee's claim information. Approve or reject
submitted daim's,

Supervisors (HR / Super Admin) can view pending Claims for approval. {Provided the appropriate rights

are given to the group}. Once a Claim is applied an email alert is received by supervisor.

€ o AUNG KO SANG GENERAL REIMBURSEMENT ‘;:’;' :e@ 100.00 42010 Open Docuemnt

Employee Remarks:

Approve Claim ] [ Reject Claim

The supervisor can approve or reject applied claims and input any remarks if required. Once the claim is
been approved or rejected an email is sent to the respective user letting them know that the claim

status has been updated.

If the claim is approved it will automatically added to employee’s additions (Payroll additions) and would

appear in that particular month’s payroll.
Search: 2010 « Employee:  AUNG KO SANG ~ Month: Al = |:

Additions For
Year

Description Amount Period Cpf Approval Date

Type Status

i
GEMNERAL REIMBURSEMENT 100.00 01/04/2010 NO Claim rd w

If the claim is rejected no action will be taken at the payroll level, the user can apply again the claim if
any changes are required by the supervisor (Same claim transaction cannot be used to reapply a new

claim transaction has to be created.)
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Step 4:

Viewing Status of Claims applied:

Claims Status
Yiew the status of all the claim's applied.

User can view the status of all there applied claims. {Approved, Rejected, Open, Etc}

ﬂ AUNG KO SANG GEMNERAL REIMBURSEMENT A.dmm @
Finance

AUNG KO SANG GEMERAL REIMBURSEMENT A.dmin @
Finance

AUNG KO SANG GEMERAL REIMBURSEMENT A.dmin @
Finance

100,00

300.00

04,/01/2010

04,/01/2010

04,/01/2010

Approved

Rejected

Open

Applying

claims for
general
reimbursement.
- SMEAdmin:

Applying for
reimbursement
- SMEAdmin:

Supervisor can edit the existing claim period (month) for pending claims if required to assign the claim

to different month’s payroll. To edit the exiting claim, click on the pencil image & corresponding to the

claim. Edit the claim period and click on insert button to save the claim.

The user can have other views like viewing only approved claims and viewing only rejected claims.

Approved Claims
View all the Approved Claims,

Users can view all the approved claims for current and past year.

View Approved Claims

Employee: AUNG KO SANG ~ 2010

Admin @

.EI AUNG KO 5ANG GENERAL REIMBURSEMENT 3
Finance

100.00

4 /2010

Approved

Applying claims for general
reimbursement. -
SMEAdmin:
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Rejected Claims
View all the Rejected Claims.

Users can view all the Rejected claims for current and past year.

Admin @ Applying for
g AUMG KO SANG GEMERAL REIMBURSEMENT - 20000 4 /2010 Rejected reimbursement
Finance - SMEAdmin:
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Leaves Management

{Leaves}
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Leave Management Module:

Leave Management Module covers a complete flow of leave processing in a company. As shown in figure

following are the management options of Leave Module:

Apply Leave

Apply Leave and submit for approval o wour supervisor,
You can also view the status of total leave

Allowed, leave taken till date and balance leave.

Approved Leave
Wiew all the Approved leave's.

Pending Approval
Manage vour emplovee's leave information. Apprave or reject
subrmitted leave's,

Leave Types

Manage leave types, Add new leave types or update the
existing

information.

Manage Holidays
Wiew existing Mational Holidaws, Add new Haolidays
information.

Leave Status
‘Wiew the status of all the leave's applied,

Rejected Leave
Wiew all the Rejected leave's,

Allowed Leave
Manage leaves allowed based on Emploves Group, Add
new leaves allowed or update the existing infarmation.

Leave Transfer
Tranfering the leaves from wear to vear.

Manage Leaves
Global Update For Leave Additons and Deductions,



Leaves Management

{Leave Model Setup Process}
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Leave Model Setup Process:

To setup the leave module follow the steps below. The user needs to have Super Admin rights to set

up the leaves module as it involves setting up and modifying parameters from Admin, Leave as well

as Employee module.

Step 1:

Choose the Leave model for your company.

Go to Admin Management, Click on Manage Company Information.

o~

7 Manage Company Information
Manage your company information. Add new company and
update the existing information.
Step 2:

Click on edit icon next to the company name. Go to Preference Setup Tab

Choose one of the 8 different leave models available in the system.

Address Setup
Preferences Setup {A) Workingday Setup
Mo Of Working Days: *
IRBA Setup 5 -
Giro Setup
Email Setup {B) Leave Model
Leave Model
(= il Fixed Yearly - Normal hdl
CSM Setup Fixed Yearly - Mormal

Fixed Yearly - Prorated

Fixed Yearly - Prorated [Floor)

Fixed Yearly - Prorated [Ceiling)
Yearly of Service - Normal

Yearly of Service - Prorated

Yearly of Service - Prorated [Floor)
Yearly of Service - Prorated [Ceiling)
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Leave Models are broadly divided into 2 categories - Fixed yearly and Year of service.

Fixed Yearly leave model - Leaves period - Calendar year January to December

Mr. Tan Joins on 1 June 2010. the leave period would be from 1 June 2010 to

31 December 2010, and the following year January 2011 to December 2011.

Year of Service leave model - Leaves period - Employee's joining anniversary.

Mr. Tan Joins on 1 June 2010. the leave period would be from 1 June 2010 to 30
May 2011, and the following year 1 June 2011 to 30 May 2012.

Choosing between Fixed Yearly and Year of Service leave model is very important at this stage as it

would define all further modification or additions the user will perform.

Fixed Yearly / Year of service - Normal: Under this leave model, all the leaves are available to

an employee at any given time of the year.

An employee has joined the company on 01. Jan and has 14 Annual leaves entitled
for that year. So if the employee is applying for leave in the month of January or any other month

he/she would have 14 leaves available to consume

Fixed Yearly / Year of service - Prorated: Under this leave model, leaves available to an

employee are prorated based on number of months of service.

An employee has joined the company on 01. Jan and has 14 Annual leaves entitled

for that year. The leaves will be prorated by the formula:

14 (Leaves) /12 (Months) = 1.16 * Number of completed months. So if the employee is applying for
leave in the month of April he/she would have 3.49 leaves available to consume. (i.e. 14/12 = 1.16 x
3 (Jan, Feb, March) = 3.49)




Fixed Yearly / Year of service - Prorated (Floor): Under this leave model, leaves available to

an employee are prorated based on number of months of service

An employee has joined the company on 01. Jan and has 14 Annual leaves entitled

for that year. The leaves will be prorated by the formula:

14 (Leaves) /12 (Months) = 1.16 * Number of completed months. So if the employee is applying
for leave in the month of April he/she would have 3 leaves
available to consume. (i.e. 14/12 = 1.16 x 3 (Jan, Feb, March) = 3.49 in the concept of floor all the

decimal are dropped = 3)

Fixed Yearly / Year of service - Prorated (Ceiling): Under this leave model, leaves available to

an employee are prorated based on number of months of service

An employee has joined the company on 01. Jan and has 14 Annual leaves entitled

for that year. The leaves will be prorated by the formula:

14 (Leaves) /12 (Months) = 1.16 * Number of completed months. So if the employee is applying for
leave in the month of April he/she would have 4 leaves available to consume. (i.e. 14/12 = 1.16 x 3

(Jan, Feb, March) = 3.49 in the concept of ceiling the decimal are raised = 4)

Step 3:
Setting up Leaves Allowed at company level, later we will setup leaves allowed at employee level.

Go to Leave Management, Click on Allowed leave.

— Allowed Leave
I ; i Manage leaves allowed based on Employee Group, Add
||

new leaves allowed or update the existing information.

Based on your selection Fixed yearly or Year of service the following screen will be available.



Fixed yearly:

HR User can define the number of leave’s available for the different employee group under the system.

Any number of employee groups can be created and any number of leave types can be defined.

Yearly Leaves Allowed For Employee Groups

Employee Group : Management «  Leave Year: 2010

B Annual Leave 14

.:I Compassionate Leave
.rl Hospitalisation Leave
E] Leavel Or Absence(LOA)
.rl Marriage Leave

.:I Maternity Leave

.rl Paternity Leave

.:I Sick Leave 14

Select the employee group and the leave year in which the user needs to define the leaves allowed. For
Example the following is the company policy for management group employees.

Annual Leave: 14

Sick leave: 14

Select - Employee Group: Management - Leave Year: 2010 - Click Go button

Enter 14 under column “No. of leave allowed” for Annual and Sick leave types.
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Year of Service:

HR User can define the number of leave’s available for the different employee group under the system.

Any number of employee groups can be created and any number of leave types can be defined.

Yearly Leaves Allowed For Employee Groups

Employes Group : Management v Leave Year: 2010 v Back

il .
BI  Compassionste Leave

.xl Hospitalisation Leave
Bl Leavel Or Absence(LOA)
B Marriage Leave

B Maternity Leave

.1' Paternity Leave

Sick Leave 14

B 7
2 ]
3 9
4 10
5 11
6 12
7 17

Select the employee group and the leave year in which the user needs to define the leaves allowed. For
Example the following is the company policy for management group employees.
Sick leave: 14

Annual Leave for 1 year of service: 7

Annual Leave for 2 year of service: 8

Annual Leave for 3 year of service: 9

Annual Leave for 4 year of service: 10

Annual Leave for 5 year of service: 11

Annual Leave for 6 year of service: 12

Annual Leave for 7 year of service: 13

Annual Leave for 8 year of service: 14

Annual Leave for 9 year of service: 15

Annual Leave for 10 year of service: 16

Select - Employee Group: Management > Leave Year: 2010 - Click Go button
Enter 14 under column “No. of leave allowed” for Sick leave type, and under the year of service
columns the number of annual leaves allowed based on years of service, as shown in the figure

above.
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Step 4:
Setting up leaves for employee (For the first time only, there after every year user will use leave

transfer option) Go to Employee Management, Click on Employee.

Employee
Manage your Employee's information, Add new Employee's
or update the existing employee's information.

Click on edit icon next to the employee name.

Go to leave info tab.

Personal Info

Contact info

Job Info

Salary Info

Bank Info

Foreign Worker

Remarks

Leave Info

Year: 2010 - Update Joining Date: 01 Jan 2008 Confirm Date: 01 Jan 2008 Leave Model: Fixed Yearly-MNormal Work Days in Week: 5

*CAL=Company Allowed Leaves *LYL=Last Year Leaves ¥*CYL=Current YearLeaves *CMLE=Current Month Leaves Earned

S S SR e B -~ =~ R

ﬂ Annual Leave 14.0 0.0 0.0 0.0 0.0 0.00
ﬁ Child Care Leave 6.0 0.0 6.0 0.0 00 0.0 0.0 6.00
ﬂ Sick Leave 14.0 0.0 0.0 0.0 0.0 0.0 0.00

Enter Current Year Leaves and Last year leaves if available for Annual leave, for rest of the leave

types enter current available leaves and click on Update button.
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Year: 2010 - Update Joining Date: 01 Jan 2008 Confirm Date: 01 Jan 2008 Leave Model: Fixed Yearly-Normal Work Days in Week: 5

*CAL=Company Allowed Leaves *LYL=Last Year Leaves *CYL=Current YearLeaves *CMLE=Current Month Leaves Earned

€ Annual Leave 140 0.0 14.0 00 00 0.0 0.0

€1 child care Leave 60 0.0 6.0 00 00 0.0 0.0 6.00
#  sickleave 140 0.0 14.0 00 00 0.0 0.0 14.00

Current available leaves means total leaves available to the employee. The system will automatically

prorate leaves if the prorated leave model is selected.

Click on detail button next to the leave type to have a detail view of the leaves.

Year: 2010 - Go Back Joining Date: 01 Jan 2008 Confirm Date: 01 Jan 2008 Leave Model: Fixed Yearly-Normal Work Days in Week: 5

*CAL=Company Allowed Leaves *LYL=Last Year Leaves *CYL=Current YearLeaves *CMLE=Current Month Leaves Earned

ﬂ January 14 0 14 14.00 0 0 14.0
‘ﬁ February 14 1] 14 14.00 0 0 14.0
ﬂ March 14 0 14 14.00 0 0 14.0
ﬂ April 14 1] 14 1400 0 0 14.0
'ﬁ May 14 0 14 14.00 0 0 14.0
‘ﬁ June 14 1] 14 14,00 0 0 14.0
ﬂ July 14 1] 14 1400 0 0 14.0
‘ﬂ August 14 1] 14 14.00 0 0 14.0
ﬂ September 14 0 14 14,00 0 0 14.0
‘ﬁ October 14 1] 14 14,00 0 0 14.0
‘ﬂ November 14 0 14 14.00 0 0 14.0
‘ﬁ Decemnber 14 1] 14 14,00 0 0 140

Once the leaves are saved the employee will be able to use the application for applying leaves.
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Leaves Management

{Leaves application to approval Process}
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Leave Application to Approval Process:

Step 1: Applying Leaves

Go to Leaves Module, Click on Apply Leave

Apply Leave

Apply Leave and submit for approval to your supervisar,
You can also view the status of total leave

Allowed, leave taken till date and balance leave.

Apply Leaves: Employee Name: Apply Leave Type: Approver Joining Date:
010 - AUNG KO SANG - -select- - CHUA CHENG HOE 01 Jan 2008
Leave From: Leave To: Apply Half Day Leave : Employee Group: Confirm Date:
m AM v Management 01 Jan 2008
Apply Leave On: Remarks: Leave Model: Work Days in Week:
22/04/2010 Fixed Yearly-Normal 5

01Jan 2010 - 31 Dec 2010

'I:I Annual Leave

.:I Child Care Leave

'I:I Sick Leave

14.0 0.0 14.00 0.0 0.0 0.0 0.0 14.00
6.0 0.0 6.00 0.0 0.0 0.0 0.0 6.00
14.0 0.0 14,00 0.0 0.0 0.0 0.0 14.00

*CYL=Current Year Leaves *LYCF=Last Year Carry Forward *CYLE=Current Year Leaves Earned

On the apply leave page the user can view the following:

Approver
Joining Date

Employee Group

P 0o bR

Confirmation Date

o

Leave Model

o

Work Days in week

: Leave supervisor's name
: Employee’s Joining Date
: Employee’s Employee Group

: Employee’s Confirmation Date {Employee cannot apply leave before

confirmation date}

: Employee Leave Model {Fixed year, Year of service, etc}

: Number of working days pattern for the employee

Under Leave entitlement Information:

Leave Type
CYL

LYCF

CYLE

P w0 Db PR

o

Paid Leaves

6. Unpaid Leaves

: Name of the leave {Annual, Sick, Child care, etc}
: Current Year leaves allowed
: Last Year leaves carry forward

: Total leaves earned as of the “Apply leaves on” date { Current year earned

leaves + last year leaves carry forward}

: Paid leaves taken

: Unpaid leaves taken
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7. Pending Leaves : Pending paid leaves {Waiting at the approval stage}
8. Leaves Taken : Total paid and Pending leaves

9. Balance Leaves : CYLE — leaves taken.

To apply for leaves select the leave type, enter leave from and leave to date and click on submit button.

User can also enter remarks if required before submitting the leave.

If the user wants to apply for half a day leave, click the checkbox under “Apply Half Day Leave” and
select the session, AM for morning session or PM for afternoon session. When applying for half a day

leave user can only choose one day at a time.

Scenario: Leave application from 1% April 2010 to 1°* May 2010, leave type Annual Leaves, leave

available 14.
Apply Leaves: Employee Name: Apply Leave Type: Approver Joining Date:
2010 - AUNG KO SANG - Annual Leave - CHUA CHENG HOE 01 Jan 2008
Leave From: Leave To: Apply Half Day Leave : Employee Group: Confirm Date:
01/04/2010 | = |:].:§ 010 | = AM - Management 01 Jan 2008
Apply Leave On: Remarks: Leave Model: Work Days in Week:
= Remarks Fixed Yearly-Mormal 5

01 Jan 2010 - 31 Dec 2010

'd Annual Leave 140 0.0 14.00 0.0 0.0 0.0 0.0 14.00
‘d Child Care Leave 6.0 0.0 6,00 0.0 0.0 0.0 0.0 6.00
'd Sick Leave 140 0.0 14.00 0.0 0.0 0.0 0.0 14.00

*CYL=Current Year Leaves *LYCF=Last Year Carry Forward *CYLE=Current Year Leaves Earned

Select - Apply Leave Type: Annual Leave, Leave From: 01/04/2010, Leave To: 01/05/2010 and click

submit leave request. The following message window pops up:
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’
Message from webpage ﬁ

y 1 You are applying for AUNG KO 5ANG's Annual Leave of 21 Days.
There will be 14 PAID Leaves 8 7 UM-PAID leaves.

There is 2 Public Holdiays in the selected date range.

Balance Leave Available will be: O Days.

Do you want to proceed?

The Message window has the following information:

Users name applying for leave
Leave type applied for

Number of leaves applied for
Number of paid leaves applied for
Number of unpaid leaves applied for

Number of public holidays falling in the leave period applied for

N a b~ wbdE

Balance leave available after applying the leave

If user prefers to go ahead the following message box pops up informing the leave request has been

successfully applied and email has been sent to respective supervisor and or HR.

g Y
Message from webpage ﬁ

= Leave Requested is Applied Successfully.
i l;

An email has been sent to
CHUA@anbgroup.com,aakash@anbgroup.com
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1 |

The following email will be sent to the supervisor:

From: payroll@anbgroup.com

To: CHUA®@anbgroup. com

Cc aakash@anbgroup.com

Subject: Leave Request By AUNG KO SANG
Greetings,

Leave application submitted by: AUNG KO SANG.,

Type of leave applied:Annual Leave.

Leave balance as of today: 0.

Period of leave application: 01/04/2010 to 01/05/2010.
Paid leave:14, Unpaid leave:7.

AM or PM (applicable only for 0.5 day leave):

Thanks and Regards
Advanced & Best Technologies Pte Ltd
Office: 6837 2336 | 6223 7996 Fax: 6220 4532 www.anbaroup.com

HR, Super Admin or any other user group with appropriate rights can also apply leave on behalf of the

employee.

Step 2
Approve or Reject applied Leaves

: Pending Approval
o il Manage your employee's leave information. Approve or reject
L submitted leave's,

Leave Supervisors with appropriate rights can view pending leaves for approval or rejection.

USER GUIDE — A&B PAYROLL VERSION 9.0



':I @ AUNG KO SAMG Annual Leave  01,/04,/2010 01/05/2010  22/04/2010 14 7 21

Employee Remarks:

m

Remarks

Supervisor Remarks:

Approve ] [ Reject

The supervisor can approve or reject leave applied and input any remarks if required. Once the leave is
been approved or rejected an email is sent to the respective user letting them know that the leave

status has been updated.

If there are any unpaid leaves that are approved, they will be reflected in that month’s payroll as shown

below. {There were 7 unpaid leaves in our scenario}

Employee Pay Detail

April 2010
Mame: AUNG KO SANG is 31 years &0 days. Employee Group: Management ‘Working Days in a week: 5
Emp Type: Singapore Citizen CPF Applicable: Yes Day Rate($): 154.55
Department: Admin @ Finance CPF Age Group: 1-35 Hourly Rate(5): 17.83
Pay Mode: Cheque CPF Employee Rate(%a): 20 OT Entitiled: Yes
Joining Date: 01/01/2008 CPF Employer Rate(%): 14.5 OT 1 rate: 25,745 (17.83x1.5)
Termination Date: - PR Date: - OT 2 rate: 35.66 (17.83x2)
Working Days in Payroll: 22 Act Working Days In Payrolk 22 UnPaid Leaves: 7

(A) - Actual Basic Pay: 2318.25
{Basic Pay: 3400.10 {i.e 22 x {154.55 Day rate)}} - {Unpaid Leaves(7): 1081.85(i.e 7 x {154.55 Day Rate))}

Step 3:

View Leaves Status

Leave Status
View the status of all the leave's applied.

User can view the status of all there applied Leaves. {Approved, Rejected, Open, Etc}
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Remarks -

ﬁ 22/04/2010  Annual Leave  01/04/2010 01/05/2010 Approved 14 7 21 SMEAdmin:Approved
€ 2000 UEE 0510 2052000 Rejected 2 0 2 - SMEAdmin:
ﬁ 22/04/2010  Sick Leave 12/05/2010  14/05/2010 Open 3 0 3

User can view the status of all there applied leaves for a given year. The leaves can be deleted by the

super admin for the period the payroll is not processed.

The user can have other views like viewing only approved leaves and viewing only rejected leaves.

Approved Leave
Yiew all the approved leave's,

Users can view all the approved leaves for current and past year.

Remarks - AUNG KO

Annual
ﬁ 22/04/2010 Leave 01/04/2010  01/05/2010 Approved 14 7 2 SMEAdmin:Approved SANG

Rejected Leave
| i View all the Rejected leave's,

Users can view all the Rejected leaves for current and past year.

. - AUNG KO
20/05/2010 22/05/2010  Rejected 2 0 2 SMEAdmin: | SANG

Child Care
Leave

Bl 220042010
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Leaves Management

{Other Features}
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Leave Types:

Leave Types

Manage leave types, Add new leave types or update the
existing

information.

HR User can define different type of leaves under this option. Example of different type of leaves

01.
02.
03.
04.
05.
06.
07.
08.
09.

Annual Leave

Sick / Medical Leave
Maternity Leave
Parenting Leave

Child Care Leave
Hospitalisation Leave
Compensation Leave
Marriage Leave

Leave or Absence (LOA)

A fana

Annual Leave

Sick Leave

Maternity Leave
Paternity Leave

Child Care Leave
Hospitalisation Leave
Compassionate Leave
Marriage Leave

Leavel Or Absence(LOA)

+' Add New Leave Type “ 2 Refresh
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Leave Transfer:

1', Leave Transfer
3 p Tranfering the leaves from vear to yvear,

HR or any other User Group user with appropriate right can transfer leave for employee from different

employee groups.

Select the user group {Employee Group}, Number of leaves allowed to carry forward {Forward Leaves}

and year to which the employee leaves are transferred and click on Go button

Leave Transfer Form

Employes - = = S —
Management - 10 Leaves Transfer InYear: 2011 - TransferDate: (211220110 _.j
Group : Leaves : xt ke

B [  aunGkosang | 14 10 10 14 24

Tranfer Leaves

Once the selection is done, the employees are populated into the grid with the information based on

selection.

The grid displays the following information

Employee Name

Last Year Balance Leaves {LastYrBalLeaves}

Maximum Number of Leaves that can be Carry Forward {MaxAllowedToTransfer}
Total Last Year Leaves for Transfer {TotalLastYrLeavesForTransfer}

Current Year allowed Leaves {CurrentYrLeaves}

o gk 0w D PE

Total available leaves after transfer {TotalAvlLeaves}

Select the employees and click on Transfer Leaves button to transfer leaves.
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Manage Holidays:

Manage Holidays & Others
View existing Mational Holidays. Add new Halidays information.

Public holidays for current year are automatically included in the system.

VIEW PUBLIC HOLIDAYS LIST

Year: 2010 - ck

H

01,/01/2010 New Year Day

15/02/2010 Chinese Mew Year

16/02/2010 Chinese New Year

02/04/2010 Good Friday

01/05/2010 Labour Day P ]
28/05/2010 Vesak Day ! (]
09/08/2010 National Day P ]
10/09/2010 Hari Raya Puasa P &
05/11/2010 Deepavali P ]
17/11/2010 Hari Raya Haji P [
25/12/2010 Christmas Day P4 15}

+ Add New Holiday ¥ Refresh

To add a new holiday, click on & Add New Holiday link at the bottom of the grid. Enter the holiday

name, holiday date and click on insert button to add the holiday or cancel button to cancel the process.

To edit the exiting holiday, click on the pencil image 4 corresponding to the holiday the user needs to

edit. Edit the holiday and click on insert button to save the holiday.

To delete the holiday, click on the delete image 0] corresponding to the holiday the user needs to

delete.
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Manage Leaves:

s |

X Manage Leaves
b é Global Update For Leave Additons and Deductions,

Employee Leaves can be added or deducted from Manage Leave Link. Select the following:
Year
Type of leave

Addition or deduction

Number of leaves to be added or deleted and click on Go button

Select the employees that need to be updated, you can select an individual employee or a group of
employee or all employees in the Group and click on Calculate before update button to see how the

update will affect the leaves.

Manage Leaves

Year : 2010 z Type : Annual Leave ~ Type: Addition = leaves: 1
.i ] - AUNG KO SANG -Admin @ Finance 14 15 Remarks
g [ cHaRESLOO Admin @ Finance M/A
.i [[]  CHUACHEMGHOE Admin @ Finance MSA
B [ JULABTEDERIS Admin @ Finance N/A
€] [ LEETIONG HOCK Admin @ Finance MN/A

Submit Calculate befare Update

Once satisfied with the calculation result click on submit button to make the changes effective.
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Payroll Management

{Payroll}
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Payroll Management Module:

Payroll Management Module covers additions, deduction, submission, approval, processing and printing

of payroll.
I —— Payroll Additions == Payroll Deductions
| Manage your payroll Additions information. Add new | Manage your payroll Deductions information. Add new
Payroll Additions or update the existing information Payroll Deductions or update the existing information
= . == Submit Payroll
- r[;lianage (l}vgrtlme Patv fo I [ Submit payroll for approval to & designated personel
i aNnage avertme pay rate for emplayee groups. as defined in the company management screen,

Approve Payroll G te P I
Manage your employee's payrol information. Approve f Generate Fayro
or reject submitted payral View approved payroll and generated Payrall for the manth,

o
ul v
&

C—— Print Payroll
T . - Unlock Payroll
= Frint or email the generated payroll for the current )
= manth and view previous months payroll information. Unlock the approved and generated payroll for the manth,

HR or Super Admin or any other user who has the appropriate rights to the Payroll module can perform

all the payroll functions like addition, deductions, submission, approval, generation and printing of

payroll.
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Payroll Management

{Payroll Process}
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Payroll Additions:

Step 1:
Payroll Additions

Payroll Additions
Manage your payroll Additions information. Add new
Payroll Additions or update the existing information

If there are any additions or allowance for the employee apart from his or her basic salary they can be
added under the payroll additions. General payroll additions are like Telephone allowance, Transport

allowance, General reimbursement, etc.

Notes: Addition types are added under the “Manage Settings (Lookups)” in the Admin Management

module.

To add a new Addition, click on L] Add New Addition link at the bottom of the grid.
Search; 2010~ Employes:  AUNG KO SANG ~ Month: Al - [

Additions For
Year

Description Amount Period Cpf Approval Date

Type Status

Adding a New Record
“Employes: AUNG KO SANG -
=amount Only: 500 CPF Payable: YES
*Transaction Period:  From [01-04-2010 B -  [30-042010 =
*Additions for Year: 2010 =

“Addition Type: TRANSPORT ALLOWANCE M

User will input the following fields to add a new payroll addition

1. Employee Name* : Select Employee Name

2. Addition Amount* : Enter the addition amount

3. Transaction period from* : Select the start Period {Normally Month start}

4. Transaction period To* : Select the end period { Normally Month end}

5. Additions for year* . Select the year in which the additions are applicable {for IR8S
purpose}

6. Addition Type* . Select the Addition type {This will also determine whether the

addition type is CPF payable or no}
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* Denotes compulsory Field

Click Insert to add the payroll addition.

Note: The transaction period can be for a month or few months, if you select one month, the addition
would be included into that month’s salary. If you choose few months then the addition type will be

added to all the selected months.

Once the addition type is selected the system will automatically display whether this addition type is CPF
PAYABLE or no

To view existing additions for a particular employee please select the employee name, month and year

and click the go button.

Payroll Additions

Search: 2010 Employee:  AUNG KO SANG v Month: Al v [
Description Amount Period Cpf Approval Date #gadriﬁons — Type Status

W
GENERAL REIMBURSEMENT 100.00 01/04/2010 NO Clairm rd i
TRANSPORT ALLOWANCE 500.00 01/04/2010 YES 2010 General &
™ _Add New Addition 7 Refresh

User can view the following details:

Payroll Addition Name

Payroll Addition Amount

Payroll Addition Month

Payroll Addition Applicable for CPF Contribution or no
Payroll Addition Approval Date

Payroll Addition Applicable in the year {For IRAS purpose}
Payroll Addition Type

Payroll Addition Status {Locked : The status will be update once the payroll has been processed}

© © N o o~ Re

Edit Option {Available only when payroll has not be processed}

10.Delete Option {Available only when payroll has not be processed}
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Payroll Deductions:
Step 2:

Payroll Deductions

Payroll Deductions
Manage your payroll Deductions information. Add new
Payroll Deductions or update the existing information

If there are any Deductions for the employee they can be added under the payroll deductions. General

payroll deductions are like Loans, Advances, etc.

Notes: Deduction types are added under the “Manage Settings (Lookups)” in the Admin Management

module.

To add a new Deduction, click on L Add New Deduction link at the bottom of the grid.

Payroll Deductions

Search: 2010 Employee:  AUNG KO SANG ~ Month: Al -

Emp Name Type Amount Period

Adding a New Record

Employee AUNG KO SANG - Deduction Type Loan -
Transaction Period  From 01-04z010/H  To 30-04-2010 |HH
Amount Only EU[j

| Insert | [ Cancel |

User will input the following fields to add a new payroll addition

1. Employee Name* : Select Employee Name

2. Deduction Type* : Select the Addition type

3. Transaction period from* : Select the start Period {Normally Month start}
4. Transaction period To* : Select the end period { Normally Month end}
5. Deduction Amount* : Enter the deduction amount

* Denotes compulsory Field

Click Insert to add the payroll deduction.
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Note: The transaction period can be for a month or few months, if you select one month, the deduction
would be included into that month’s salary. If you choose few months then the deduction type will be

added to all the selected months.

To view existing deductions for a particular employee please select the employee name, month and year

and click the go button.

Payroll Deductions

Search: 2010 - Employes:  AUNG KO SANG + Month: Al - Back
Emp Name Type Amount Period

£ AUNG KO SANG Loan 600.00 01/04/2010 #

1 _Add New Deduction 2 Refresh

User can view the following details:

Employee Name

Payroll Deduction Type

Payroll Deduction Amount

Payroll Deduction Month

Edit Option {Available only when payroll has not be processed}

2L A

Delete Option {Available only when payroll has not be processed}
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Payroll Overtime:

Step 3:

Payroll Overtime

= N =
I Manage Overtime Pay
- 4
&

Manage overtime pay rate for employee groups.

Select the Year, month from and to dates and click the go button.

Employee Overtime

Year: | 2010

Month & | April

LEETIO

AUNG KO SANG 0

CHARLES LOO

&
=

& CHUA CHENG HOE
£ JUUIA BTE DERIS
%

NG HOCK

001

002

003

UL
UL
LI
1
I

005

User can enter the following for individual employee:

01.

02.

03.

04.

05.
06.
07.
08.

Normal Hours {NH}

Overtime 1 Hours {OT-1 Hrs}

Overtime 2 Hours {OT-2 Hrs}

Days Worked {Days Work}

V1
V2
V3
V4

. Input the number of normal hours worked during the
selected period. {This field is for hourly paid employee}

: Input the number of overtime 1 hour worked during the
selected period.{This field is for hourly/monthly paid
employee}

: Input the number of overtime 2 hour worked during the
selected period.{ This field is for hourly/monthly
employee}

. Input the number of days worked during the selected

period{ This field is for Daily paid employee}

: Input the number of days for selected period

: Input the number of days for selected period

: Input the number of days for selected period

: Input the number of days for selected period

After entering the hours have to click submit button to save it.

Note: When entering the hours and minutes value for Normal hours, Overtime 1 and

Overtime 2 — please enter in normal minutes (ex: 30.45 i.e. 30 hours and 45 minutes)
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Submit Payroll:
Step 4:
Payroll Submission
- Submit Payroll

I e Submit payroll for approval to a designated personel
az defined in the company management screen,

For Submitting payroll for the employees please follow the following steps:

1. Select the month and year for which you would like to submit the payroll, and click the go

button. The current month and year is selected by default.

Submit Payroll

Year ; | 2010 - Month : | April v Back
( Expart to Excel ] [ Export to Word | [ClExports all pages
. -'u"-'-J:l-‘il- Employee Name - Department  BasicPay  Additions NH o1 ‘0T2  Deductions Netpay |
© [0 | AUNGKOSANG Admin @ Finance 340010 600,00 0.00 0.00 0.00 1381.00 261910  Detail
1:; [[1 CHARLESLOO Admin @ Finance 6999.96 0.00 0.00 0.00 0.00 901.00 609896  Detail
© [ CHUACHENGHOE  Admin @ Finance 450010 0.00 0.00 0.00 0.00 901.00 359910  Detail
1:; []  JULIA BTE DERIS Admin @ Finance 1499.96 0.00 0.00 0.00 0.00 299,50 120046  Detail
© [0 | LEETIONG HOCK Admin @ Finance 6520004 0.00 0.00 0.00 0.00 901.00 5299.04  Detail

Please make sure that you have settled all the leaves, additions,deductions for above listed employees.
Once the payroll is approved, ALL Transactions will be locked for security reasons (For Example: Leaves, Additions, Deductions)

| Submit For Apri |

2. Once selected you can view all the employees with there Basic Pay, Additions, Normal Hours (NH),
Overtime 1 (OT 1), Overtime 2 (OT 2), Deductions and Net Pay.

3. Click on the Detail button corresponding to the employee to see more information regarding that
individual employee’s salary. {View figure under View Payroll Details for individual employee}

4. Click the check box next to the employee name to submit payroll for approval. You can alternatively
also click on the check box on the header row to select all employees

5. Once all desired employees are selected click on submit for approval button.
All the selected employees submitted for approval will not be available in the current screen and
would be available for approval payroll screen.

7. View Pay report button will show the details of payroll of all the employees. {View figure under View

report}

Note: Once the payroll of an employee is submitted for approval all his or her transaction for the

particular month of the year would be locked down (ex: leaves, timesheet, additions, deductions).

USER GUIDE — A&B PAYROLL VERSION 9.0



View Payroll Details for individual employee:

April 2010
Name: AUNG KO SANG is 31 years & 0 days. Employee Group: Management Working Days in a week: 5
Emp Type: Singapore Citizen CPF Applicable: Yes Day Rate($): 154.55
Department: Admin @ Finance CPF Age Group: 1-35 Hourly Rate($): 17.83
Pay Mode: Chegue CPF Employee Rate(%): 20 OT Entitiled: Yes
Joining Date: 01/01/2008 CPF Employer Rate{%): 14.5 OT 1 rate: 26.745 (17.83x1.5)
Termination Date: - PR Date: - OT 2 rate: 35.56 (17.83x2)
Working Days in Payroll: 22 Act Working Days In Payroll: 22 UnPaid Leaves: -
(A) - Actual Basic Pay: 3400.10
{Basic Pay: 3400.10 {i.e 22 x {154.55 Day rate))}
ADDITIONS DEDUCTIONS
GEMERAL REIMBURSEMEMNT:  600.00 EMPLOYEEE CPF CONTRIBUTIONS:  780.00
TRAMSPORT ALLOWANCE: 500,00 {(3900.1 Ord Wages } x20% (CPF Rate)}
(3900.10 Calculate on Fund) CDAC: 1.00
Loan: 600.00
(B) ADDITIONS(S): 600.00 (C) DEDUCTIONS(S): 1381.00
{(A+B)-C} Net Pay($): 2619.10
Gross Pay™: 4000.10
*Employer CPF Contribution:™ 566.00
SDL*: 9.75

This is comprehensive information, which gives the HR person 360 degree view of the employee’s

payroll details and related information.

Employee Name & Number of years and days old he or she is.
Employee Type {Singaporean, SPR, Dependent SPR,EP, S Pass, DP}
Department Employee belongs to

Payment Mode {Cash, Cheque, Bank Giro}

Employee Joining Date

Employee Termination Date

Number of working days in the current month

Employee Group employee belongs to

© ©®o N o g M DN PE

Employee is applicable for CPF {Yes or No}

-
o

. Employee’s CPF Age Group {1-35, etc}

=
[N

. Employee’s CPF contribution rate

-
N

. Employer’'s CPF contribution rate

-
w

. Permanent Residence (PR) Date {To make sure employee PR year and CPF rate are correct}

=
N

. Actual number of working days of the employee in the current month

=
(&)

. Employee’s working pattern {5 days, 5.5 Days, 6 Days, & Days}

-
(o]

. Employee’s Daily Rate

=
~

. Employee’s Hourly Rate

-
[ee]

. Employee overtime entitlement {Yes or No}

=
[{e]

. Employee’s Overtime 1 Rate

N
o

. Employee’s Overtime 2 Rate

N
[y

. Employee’s Unpaid Leaves in the current month



22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

Actual Basic Salary = Basic Salary — Unpaid Leaves
Additions

Deductions

CPF calculation for ordinary and additional wages
Funds contribution

Gross Pay = Actual Basic Pay + Additions

Net Pay = (Actual Basic Pay + Additions) — Deductions
Employers CPF Contribution

SDL Contribution and

Leaves Status { Earned, Paid, Unpaid, Balance}

View pay Report:

1 |



Pay Detail Report

Employee Name Actual Basic o1 o2 M};’t'_":"‘s
AUNG KO SANG 3400.10 0.00 0.00 500,00
CHARLESLOO 5999.96 0.00 0.00 0.00
CHUA CHENG HOE 500,10 0.00 0.00 0.00
JULIA ETE DERIS 149996 0.00 0.00 0.00
LEE TIONG HOCK 5200.04 0.00 0.00 0.00
Total: 22600.16 000 000 600.00

Information available in this report:

Employee’s Name

Employee’s Actual Basic
Employee’s Overtime 1 Amount
Employee’s Overtime 2 Amount

Employee’s Total Payroll Additions

Employee’s Gross Pay

Employee’s CPF Contribution Amount

© ® N o ok~ 0N

Employer’'s CPF Contribution Amount
10. Employee’s Fund Name

11. Employee’s Fund Amount

12. Employee’s Total Payroll Deductions

13. Employee’s Net Pay

And a group total in the bottom.

Gr(cg’sF;'av Gross Pay
3900.1 4000.10

4500 6999.96

4500 4500.10
1459.96 14599.96
4500 6200.04

18900.06 23200.16

Employee’s Gross Pay Applicable for CPF Calculation

Employee
CPF

730
900
900
299
900
3779.00

Employer
CPF
566
653
B853
218
653
2743.00
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Fund Type

CDAC
CDAC
CDAC
CDAC
CDAC

Fund Amount

‘ |
a

Total Net
Deductions Pay
1381.00 2615.10
901.00 6098.96
901.00 3599‘10[
299.50 1200. 46
901.00 5299.04
4383.50 18816.66



Approve Payroll:
Step 4:
Payroll Approval or Rejection

Approve Payroll
Manaage your employee's payrall information. Approve
or reject submitted payroll,

For approving payroll for the employees please follow the following steps:

1. Select the month and year for which you would like to approve the payroll and click the go
button. The current month and year is selected by default.

2. Once selected you can view all the employees submitted for approval with there Basic Pay,
Additions, Normal Hours (NH), Overtime 1 (OT 1), Overtime 2 (OT 2), Deductions and Net Pay.

Approve Payroll
Year : | 2010 Month : | April -

[ Export to Excel ] [ Export to Word ] [IExports all pages View Pay Report

2 I AUNG KO SAMG Admin @ Finance 340010 600.00 0.00 0.00 0.00 1381.00 2619.10
!:;‘ [ CHARLES LOO Admin @ Finance 6999.96 0.00 0.00 0.00 0.00 901.00 6098.96
: = CHUA CHENG HOE Admin @ Finance 450010 0.00 0.00 0.00 0.00 901.00 3599.10
!:;‘ [F] JULIA BTE DERIS Admin @ Finance 1499.96 0.00 0.00 0.00 0.00 299.50 120046
: = LEE TIONG HOCK Admin @ Finance 6200.04 0.00 0.00 0.00 0.00 901.00 5209.04

[ Approve For April ][ Rejeet |

3. Click the check box next to the employee name to approve or reject the payroll. You can
alternatively also click on the check box on the header row to select all employees

4. Once all desired employees are selected click on approve or reject button accordingly.

Employees whose payroll is approved will not be available in the current screen and would be available

for generating payroll screen.

Employees whose payroll is rejected will not be available in the current screen and would be sent back

to submit payroll screen for modifications.

Note: Once the payroll of an employee is approved all his or her transaction for the particular month of

the year would be locked down (ex: leaves, timesheet, additions, deductions).
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Generate Payroll:
Step 5:

Payroll Generation

Generate Payroll
View approved payroll and generated Payroll for the manth.

For generate payroll for the employees please follow the following steps:

1. Select the month and year for which you would like to generate the payroll and click the go
button. The current month and year is selected by default.

2. Once selected you can view all the approved payroll employees with there Basic Pay, Additions,
Normal Hours (NH), Overtime 1 (OT 1), Overtime 2 (OT 2), Deductions and Net Pay.

Generate Payroll

Year ; | 2010 - Month : .5\D!'i|. -
[ Eworttobxeel  |[ EwporttoWord ] [JExports all pages

& = AUMG KO SANG Admin @ Finance 340010 600.00 0.00 0.00 0.00 1381.00 2619.10
& | CHARLES LOO Adrmin @ Finance 6999.96 0.00 0.00 0.00 0.00 901.00 6098.96
& = CHUA CHENG HOE Admin @ Finance 450010 0.00 0.00 0.00 0.00 901.00 3599.10
& 0O JULIA BTE DERIS Admin @ Finance 140996 0.00 0.00 0.00 0.00 299.50 120046
& = LEE TIOMNG HOCK Admin @ Finance 620004 0.00 0.00 0.00 0.00 901.00 5299.04

[ Generate Payroll For April ]

3. Click the check box next to the employee to generate the payroll. You can alternatively also click on
the check box on the header row to select all employees
4. Once all desired employees are selected click on Generate Payroll button to generate the payroll for

the selected month.

Note: Once the payroll of an employee is generated all his or her transaction for the particular month of

the year would be locked down (ex: leaves, timesheet, additions, deductions).
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Print Payroll:

Step 6:
Print / Email Payslips
C =] Print Payroll
I —AH Print or email the generated payroll for the current
1 C1 month and view previous months payroll infarmation.

For printing payroll for the employees please follow the following steps:

1. Select the month and year for which you would like to print the payslip and click the go button.
The current month and year is selected by default.

2. Once selected you can view all the payroll generated employees with there Basic Pay, Additions,
Normal Hours (NH), Overtime 1 (OT 1), Overtime 2 (OT 2), Deductions and Net Pay.

Print Payroll

Year : [ 2010 v' Month : iprll -

[ ExportioExcel ][ Export to word | [ClExports all pages

AUNG KO Admin @

=

C | CANG aung@smepayroll.com B once 340010 600.00 0.00 0.00 0.00 1381.00 2819.10 é;
CHARLES Admin @

$ charles@smepayrollcom o1 £999.96 0.00 0.00 0.00 0.00 0100 609896 4
CHUA :

& cHeng chua@smepayroll.com | Admin @ 450010 0.00 0,00 0.00 0.00 90100 359910 é,}
HOE Finance
JULABTE . Admin @

g DERIS julia@smepayroll.com Ehance 1439.96 0.00 0.00 0.00 0.00 299,50 120046 é}

@ LEETIONG Admin @

“  Hock lee@smepayroll.com B e 6200.04 0.00 0.00 0.00 0.00 901.00 5299.04 @

Epayslip will not be emailed to employees whose emall address is not available in the system.

[ Print Payslip For April ] [ Email Payslip ]

3. Click the printer icon for the respective employee to print the payslip. You can alternatively also
click on the Print Payslip button to print all employees’ payslips.

4. Click on Email Payslip to send the payslip to all the employee’s with a valid email address.

Note: Only the employee’s whose “Email Pay Slip” option is selected to yes under employee profile will

receive the email. The payslip will be in a PDF format {attached to the email}

Email Pay Slip:

N -
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Payroll Management
{Other Options}
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Unlock Payroll:

Unlock Payroll
Unlock the approved and generated payroll for the manth.

Once the payroll is approved or generated the additions, deductions, Overtime, Claims as well as leaves
for that month are locked. If the user needs to make the changes to any of the above for an employee

whose payroll is processed would need to unlock the payroll.

Users with rights to unlock payroll will be able to unlock payroll for any employee for any period. To

unlock payroll select the month and the year and click on go button.

Unlock Payroll

Year : -20 10 = | Month: i-f\_P:il__ v,
I — } | | _ _
] AUNG KO Admin @
@ SANG aung@smepayroll.com Figiea 340010 600,00 0.00 0.00 0.00 1381.00 261910
CHARLES Admin @
g [ LO0 charles@smepayroll.com Einie 6999.96 0.00 0.00 0.00 0.00 901.00 6098 96
a GHLE, Admin @
@ [0 CHENG chua@smepayroll.com g 4500.10 0.00 0.00 0.00 0.00 901.00 3509.10
Finance
HOE
JULIA BTE L Admin @
,Q DERIS Julia@smepayroll.com Eoinie 1499.96 0.00 0.00 0.00 0.00 299.50 120046
] LEE TIONG Admin @
< HOCK lee@smepayroll.com Figha 6200.04 0.00 0.00 0.00 0.00 901.00 5299.04

[ Unlock Payroll For April |

Employees whose payroll is either approved or generated for the selected month will be populated in the

grid. Select the employee or employees that need to be unlocked and click on unlock Payroll button.

Once an employee’s payroll is unlocked their transaction will go back to submit payroll.

- Submit Payroll
Submit payroll for approval to a designated personel

az defined in the company management screen,
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Reports Management
{CPF, AMCS, BANK GIRO, IRAS, Custom Reports}
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Management Reporting Module:

Management reporting module covers CPF, AMCS, BANK GIRO, IRAS file creation, Static as well as

custom reports

f [ CPE I!! IRAS

\: Create CPF file to be submitted to the CPF Board every month. \: &?‘;gaprglnt [R8A information {To be submitted to IRAS end of

[y & [El Reports

I Bank Giro E= : ;

|\5 _ Create Bank Giro file to be submitted to the bank. ﬁ ‘ gs;“rzzg?aseﬁ?om like Salary summary report, Levy repart,
Custom Reports Writer 4 i .
View various reports like Salary summary report, Levy report, F * | Additional .I'-'Iedisav.e. c““t""’_“t“’" Scheme
CPF report, etc, §s g Manage Medisave Addition, Deletion,Update.
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Reports Management
{CPF File Creation}
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CPF File Creation:

c CPF
\_F Create CPF file to be submitted to the CPF Board every month.

CPF File can be created and submitted to CPF BOARD for CPF Contribution. The system will calculate the
CPF Contribution and Funds Contribution for all CPF Payable employees.

Generate CPF File

CPF Number ; 23245444335L-PTE-01 ~  Month: April * Year: 2010 -

Contribution Summary

Total CPF Contributions:

CPF Late Payment Interest:

Fareign Worker Levy(FWL):

FWL Late Payment Interest:

Skills Development Levy(SDL):

Donation to Community Chest: Donor Count:

Total MBMF Contributions: Donor Count:

Total SINDA Contributions: Donor Count:

Total CDAC Contributions: Donor Count:

R O U R R R

Total ECF Contributions: Donor Count:

Only employees whose payroll has been generated will be available under CPF contribution summary

page for the selected month.
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o

To generate the CPF submission file > Select the CPF (CSN) Number, month and year and click the go

button. The current month and year is selected by default.

CPF Mumber : 23245444335L-FTE-01 : Month : April -  Year: 2010 - Back

Contribution Summary

Total CPF Contributions: 5522.0000
CPF Late Payment Interest:
Foreign Worker Levy(FWL):
FWL Late Payment Interest:
Skills Development Levy(SDL): 47
Donation to Community Chest: 0.0000 Donor Count:
Total MBMF Contributions: 0.0000 Donor Count:
Total SINDA Contributions: 0.0000

Donor Count:

Total CDAC Contributions: 4. 5000 Donor Count: 5

B N . TR B

Total ECF Contributions: 0.0000

Grand Total [EZEN]

Donor Count:

Employee Name Fund Type Fund Amount Employee CPF Employer CPF CPFAmount Grosspay SDL

AUNG KO SANG CDAC 1.00 780.00 566.00 1,346.00 4,000.10 Q.75

CHARLES LOO CDAC 1.00 Q00,00 653.00 1,553.00 5,909.95 11.25

CHUA CHENG HOE CDAC 1.00 Q00,00 653.00 1,553.00 4,500.10 11.25

JULIA BTE DERIS CDAC 0.50 299.00 218.00 517.00 1,409,965 3.75

LEE TIONG HOCK CDAC 1.00 Q00,00 653.00 1,553.00 6,200.04 11.25
[ submitcer ][ Back |

A summary as well as a detailed view is shown for all the employee and their contribution.

Information like:

Employee Name

Fund Name

Fund Amount Contributing
Employee’s CPF Contribution Amount
Employer’s CPF Contribution Amount
Total CPF Amount

Employee’s Gross Pay

© N o g~ w0 Db PR

Employee’s SDL Contribution Amount.

The total of all these amounts is the summary of the CPF contribution.
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To create the CPF BOARD readable file click on “Submit CPF” button, this will create and open the file.

p
File Download S

Do you want to open or save this file?

B Mame: 23245444335LPTEOL.DTL
Type: DTL_auto_file, 2.23KB
From: localhost

l Open ][ Save ] I Cancel I

Always ask before opening this type of file

l-' While files from the Intemet can be useful. some files can potentially
harm your computer. f you do not trust the source, do not open or
save this file. What 's the risk ?

Save the file on the computer, Log into CPFBOARD website @ www.cpf.gov.sg with your SINGPASS and

follow the steps to submit the file.
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Reports Management
{Bank Giro Setup & File Creation}
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Company Bank Account Setup:
Step 1:

Go to Admin Management, Click on manage company option;

e Manage Company Information
Manage your company information. Add new company and
update the existing information,

Edit the company the user wants to setup the company bank account information, Click on Giro Setup.

Giro Setup

Click on L] Add New Bank detail link at the bottom of the grid. Currently following banks are supported.

Adding the details

Bank Mame: -zelect- -
Value Date: OCBC
UoB
DBS/POSE
Branch Code: Deutsche Bark
STAMDARD CHARTERED BAM
Bark Accho: Mizuho
ABN AMR.O BAMK
CITIBAMNE
Account Name: MALAYAM BANKING BERHAD
MORDEA BAMK FINLAMD PLC
) SUMITOMO MITSUI BAMKIMG
Cod ded by Bank:
Jany .ode provided by Ban THE BANK OF TOKYO-MITSUE
THE HOMNG KOMG AMD SHANG
ver Code provided by Bank: FAR EASTERM BAME,

USER GUIDE — A&B PAYROLL VERSION 9.0



Editing the details

Bank Mame: DES/POSB
Value Date: 26
Branch Code: 081
Bank AccMo: 1473017666
Account Name: SMEPAYROLL FTELTD

Company Code provided by Bank:
Approver Code provided by Bank:

Operator Code provided by Bank:

Select bank name from the drop down of available banks.

[cannot be a sunday or public holiday]

[Applicable for DES Bank anly]

[Applicable for Mizuho Bank only]

[Applicable for Mizuho Bank only]

01. Value Date : Day of salary transfer {Ex: 24 or 30}

02. Bank Branch Code : Banks branch code number {Ex: 081}

03. Bank Account Number : Company’s bank account number {Ex: 1473017666}
04. Bank Account Name : Company'’s bank account name

05. Company code provided by bank  : ( Applicable to DBS Bank )

06. Approver code provided by bank  : (Applicable to Mizuho Bank )

07. Operator code provided by bank : (Applicable to Mizuho Bank )

Then click insert to save the information.

To edit the exiting bank, click on the pencil image # corresponding to the bank the user needs to edit.

Edit the details and click on insert button to save the bank.



1 |

Employee Bank Account Setup:
Step 2:

Go to Employee Management, Click on Employee option;

r Employee
K Manage your Employee's information. Add new Employee's
N or update the existing employee's information.

Edit the employee the user wants to setup the bank account information, Click on Bank Info.
Bank Info

(A) Bank Information

*Pay Mode: *GIRO Account No: “GIRO Bank Code: *GIRO Bran
DBS/POSBE-1473017666 - 34324209334 AMERICAM EXPRE = 7454 093
*GIRO Account Name:

AUNG KO SANG

Select the Pay Mode from the drop down of available payment methods.

1. GIRO account number: Employee’s bank account number
2. GIRO bank name: Employee’s bank name / code

3. GIRO branch code: Employee’s bank’s branch code
4.

GIRO account name: Employee’s bank account name



Bank Giro File Creation:
Step 3:

Go to Reports Management, Click on Bank Giro Link.

Bank Giro
Create Bank Giro file to be submitted to the bank.

Create Bank File

Bank: _D_ESIF:OSB 3 Bank Accho: 14?351}656 * Month : .;'Iléy - SN ?.010 -

Select the following to create the giro file for the bank:

01. Bank name
02. Bank account number
03. Month and

04. Year for which you need the file to be generated and click on go button.

Create Bank File

Bark: DESFOSE = TETE

[C]  CHUACHENGHOE 7375 uoe 298775976977 4500.00 0.0000 901.0000 3583.00

[Tl LEETIONG HOCK 1214 CITIBANK 238808700767 6200.00 0.0000 901.0000 5299.00
AMERICAMN

[Tl AUNG KO SANG 7454 EXPRESS BANK LTD 34324209834 5000.00 1334.0000 3117.8600 4133.54

[] CHARLES LOO 7214 CITIBANK 35967546345 3600.00 0.0000 721.0000 2879.00

Submit

This will display list of all employees whose payroll has been processed for that month and year. Select

the check box next to the employee and click on submit button to generate the bank giro file.

To select all employees check the checkbox on the top of the grid.
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Reports Management

{Static Reports}
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Reports:

Under reports module user can view and print reports based on rights. Reports are divided into Three

(3) categories:

If the user does not have rights to any of above 3 categories they would not be able to view any

reports. Following are the reports currently available under each category.

ﬂj—-.Pay Related Reports

Payroll Details Report

Payroll Summary Report

Payroll Summary (detail) Report
Employers CPF Contribution Report
Funds Summary Report

Funds Detail Report

SDL Detail Report

S5DL Summary Report

e

© " !Reminder Related Reports

Pass Expiry Report
Passport Expiry Report
Insurance Expiry Report
CSOC Expiry Report
Levy Report

\i--- Employee Related Reports

Employee Details Report

Employee Personal Details Report
Employee Address Details Report
Employee Job Details Report
Employee Certs/Docs Details Report
Employee Salary Details Report



Reports Management

{Custom Reports}

USER GUIDE — A&B PAYROLL VERSION 9.0



Custom Reports:

Custom reports can be created in the system based on the users requirement, the custom reports is

divided into 9 Tabs currently.

01. Employee Tab
02. Payroll Tab
03. Additions Tab

04. Deductions Tab

05. Claims Tab
06. Grouping Tab
07. Leaves Tab

08. Email Tracking Tab

Employee Payroll

-
% Deductions

\:'-.. Claims \:'-.,_ Grouping

\:'-.. Email Tracking \

Using Employee Tab:

Click on custom reports under Reports Management. Click on employee tab following options will be
available.
Please Select Department : - All Departments - »
(] Employee Name = [ Option Name =
3
=] AUNG KO SANG =] Agent name
1 CHARLES LOO 1 Alias Name
(=] CHUA CHENG HOE = =] Block Number
(=] JULIA BTE DERIS = Blocd Group
=] LEE TIONG HOCK =] Claim Supervisor
1 Confirmation Date
L4 (=] Country
B = CPF Entitiled L

Select a specific department or all departments to populate employee name in the left grid. Once the

employees are populated in the grid the user has the option to select a specific employee or select all

employees under the list.

Once the employee names are select the user can select the field names from the right grid to generate

the required report.



.

_—

Once the selection is made, click on the Generate Report button. The report is then created and

presented to the user as follows.

Custom Report Viewer

3 AUNG KO 5ANG 0
4 CHARLES LOO 0
5 CHUA CHENG HOE 0
6 JULIA BTE DERIS [}
7 LEETIONG HOCK 0

aakash 16

0+ JULIA BTE
LEE TIONG
JULIA BTE
JULIA BTE

JULIA BTE

01/01/2008
06/05/2010
22/04/1996
15/04/2001

23,/04/2006

SINGAPORE
SINGAPORE
SINGAPORE
SINGAPORE

SINGAPORE

< |=|=<|= =

22/04/1979
21/04/1980
22/04/1963
22/04/1982
29/04/1977

Accounts Director
Accounts Executive Director
m Executive - Hr

m MD

Admin @ Finance  Executive Director

The reports can be exported to the following formats

Similarly other reports can be created and exported.

. Microsoft Word, Microsoft Excel and PDF.
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Reports Management
{IRAS File Creation}

USER GUIDE — A&B PAYROLL VERSION 9.0



[y 1 IRBA
[

\; View & Print [R8A information (To be submitted to IRAS end of

A the year).

IR8A form can be printed for employees as well as e-submission of IR8A details can be submitted to

IRAS BOARD.
?’:‘(‘ IRAS Setup 1] 1Rsa
(e View &Print IRBA information (To be submitted to IRAS \: Wiew & Print IRSA information
k,_,'__, end of the year). {To be submitted to IRAS end of the year).

Setting up of Authorized person’s details under company:

Step 1:

Go to Admin Management, Click on Manage Company, Edit the company, Click on IR8A setup.

[REA Setup

Enter the following information:

(A) IR3S Information
Authorized person:

Micheal Lim

Authorized person's Email-ID:

miim@smepayroll.com

Company ROC:

200100435R.

01. Authorized person

02. Authorized person Designation

03. Authorized person’s Email-1D

04. Company ROC
05. Company Type

ALTNorized person Designanon:

Director ]

Company Type

UEM-Business Registration numbe *

: Authorized Person’s name that will be printed on IR8A

form.

: Authorized Person’s Designation that will be printed on

IR8A form.

: Authorized Person’s Email that will be printed on IR8A

form.

: Company’s ROC number.

: Company Type.



Setting up of IRAS details:
Step 2:

Go to Reports module, Click on IRAS Setup

IRAS Setup
View & Print [R.8A information (To be submitted to IRAS
end of the year).

Employee TRAS Info Year Of Assessment m

Select the Year of Assessment and click on Go button. The list of all employees should be populated, if

no employee is listed click on Generate button and the list of employees should be populated as below.

Employee IRAS Info Year Of Assessment M

e ‘;:S: ko 517146390 sc Management  [IR8A| | IR8AAppdixA | [ IR8AAppdixB |
g ToACHENG  soarsegrn sc Staff (R8A| [ IR8AAppdixA | | IRBAAppdixB |
g LLASTE $7608460F e Staff [IRBA| | IRBAAppdix A | [ IRBAAppdixB |
§ o DONG §13082837 sc Staff (IR8A| [ IR8AAppdixA | [ IR8AAppdixB |

User can click on the IR8A to enter respective information. Once the information is input, go to IR8A
link

USER GUIDE — A&B PAYROLL VERSION 9.0




Creating IRAS XML File and Print IR8A form:
Step 3:

Go to Reports module, Click on IRAS Setup, Click on IR8A

'It IRBA
\a Views & Print IR8A information
(To be submitted to IRAS end of the year).

IRBA Management

Year: 2010 v FlaType: Orignal +  BomusDedaration: 20-05-2010 (3 Director Fee
Approval: |20-05-2010 [

Select the year, File type, Enter Bonus Declaration Date and Director Fee approval date and click on go

button. The system will calculate the IR8A details and create a view as below.

IRBA Management

Year; 2010 Bl File Type: Original Bonus Dedaration : |31-12-2008 |58 Director Fee

| . Bad
Approval: [31-12-2009 % :

[ Emp Name Emp Type income_taxid

AUNG KOSANG 5C 517146390 R&A Details

&

"

CHARLES LOO 5C 52694243H R8A Details

CHUA CHENGHOE 5C 50273697H R&A Details

JULIA BTEDERIS 5C 57608469F R&A Details

@ @O &

EEEFE
oo

@

LEE TIONGHOCK 5C 513082837 R8A Details

[ Print Report | [ GenerateRaa xML |

To print IR8A form for an individual employee: Click on printer icon corresponding to the
employee.

To print IR8A form for all employees: Click on Printer Report button on the bottom of the grid.
To generate XML file to submit to IRAS: click on Generate IR8A XML button

USER GUIDE — A&B PAYROLL VERSION 9.0



Click on Detail Button corresponding to the employee to view a complete calendar year details of the

salary and other additions allocation.

IR8A Monthly Details o

January 0 0 0 0 0 Q 1] Q Q Q 0
February 0 0 0 0 0 0 0 0 a a 0
March 0 0 0 0 0 0 1] 0 0 0 0
April 0 0 0 0 0 0 0 0 a a 0
May Q 0 0 0 0 0 0 0 0 1] 0
June 0 0 0 0 0 0 0 0 0 0 0
July 0 0 0 0 0 0 0 0 0 0 0
August 0 0 0 0 0 0 0 0 a a 0
September 0 0 0 0 0 (1] a 1] a a 0
October 0 0 0 0 0 0 0 0 a a 0
November 0 0 0 0 0 0 0 0 1] 1] 0
December 0 0 0 0 0 0 0 L1} [t} 0 0
Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

To print IR8A form for an individual employee: Click on printer icon corresponding to the

employee.

This Formwill & ke about 10 minutes to comp ete. Please get ready the employee’s I i and details of his/her employment
income. Kindly read the expla natory notes when completing this form.
Empoyers Tax Rel HoJ RCE Ho. Employe€ s Tax el Mo, . “HRIC7 FIN (Foreign [denticaton Mo,y
FullName o fE mployee Date ofBirh ‘ Sex ‘ Maisl Shiws
Resdential Address Designation
Ifemploymentcommenced and/or ceased dunng the year, state: Date ofCommencement Date o fCessation
(See pragraph 7 of the Explanatory Motes)

a8 Gres Salay, Fees Lesve Pay, Wanesand Overtime Py

b Bomes(nos-cosimdwmibme dechedon | 7 72009 md o I bomes: o 5end deredin 2009) [:]
¢ Dircdors fos approved sl e cmpany's ACMECHM o [ 2008 1
d Oters

1. Gro== Commission Bribe peind o =M culthly | diherthom monfhly pemesl
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