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1.0 COMPANY LOGIN

After the software is installed, double-click to open the software

For those who want to try the demo version, just select "DEMQ" and click "Login"

Company Login n
InoTo Coda lca Namse |
1 |DEMO EIE

R B 4 |,

License Setting License info Exit

1.1 LICENSE SETTING

To activate the license, click the "License Settings" button, and then click the "License Verification" button.

License Setting

License Code

No. | Company Code Company Name

Add to Menu Create Company £

Enter your "License Code" and "Administrator Password", and then click the "License Verification" button to verify and
display your license information. Please always record down your "License Code" and "Administrator Password" for future

use. Then, Click the "Confirm" button to confirm license activation.
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License Verification n

PAYROLL SYSTEM

There is currently no device licenses for this computer

License Code [ECOXOXOOHKHNX | [

Administrator Password [easnsasas |

Maximum of Companies EI Occupied [T‘ erify License
Maximum of employees m

Maximum number of devices _ Occupied

Update Expiry Date

n * Important Note: The number of device licenses will be occupied and used for the first verification
and confirmation. Device license cannot be transferred to another computer.

©

Confirm

=

Cancel

Click "OK" to apply the device license on the computer. Each computer requires a device license to access the software. *

Import Note: Once a device license is applied to a computer, it cannot be transferred to another computer.

Apply Device License X

Are you sure you want to apply the device license on this computer?

Cancel

1.2 CREATE COMPANY

Now you can create a company by clicking the "Create Company" button.

License Setting

License Code ECDX00O000M,

No. | Company Code Company Name
< >
£ (=
Add to Menu Create Company Exit
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To create a new company, you need to enter all the necessary information in the following screen and click the
"Confirm" button. Please note that the company code and name cannot be changed after confirmed.

** Note: The company license will be occupied and cannot be transferred to other companies for use in the future.

3 create Company X
License Code [ECOR0000 |
Company Code [ECo |
Company Name [ECOTIMEPRINT

Business Registration No. |ECU>¢¢¢< |

Address

Contact Person |DAVIS |
Contact No. | [ RS dievied |
Emaill Address | wnx@ecotimeprint.com |

ﬂ * Important Note: The company code and name cannct be changed once confirmed

kit

You will need to enter your company name again to confirm that your company matches your first input, and
then click the "OK" button.

Werifiy Company Name X

Please enter your company name again to confirm that 0K
you made no mistakes. Please note that the company -

name cannot be changed once confirmed. o

ECOTIMEPRINT|
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1.3 ADD COMPANY TO MENU

Select the company that you want to add to the login menu, and then click the "Add to Menu" button.

License Setting

License Code  [ECOXRROOOON:N |

License Verification
No. Company Code Company Name

*

O £l =

Add to Menu Create Company

On the screen, you need to select the "Database Destination Path" and click the "Add" button to confirm add the company

to login menu.

License Setting

Company Code [Eco
Company Name [ECOTIMEPRINT |
Server Database Path  [CAECOPR\Data ]
Add Cancel
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1.4 REMOVE COMPANY FROM MENU

To delete a company from the company login menu, right-click the selected company and click "Remove from
Menu".

Company Login n
| No. ] Company Code | Company Name ‘

1 DEMO DEMO
2 Jeco |
= Remove from Menu

R B g

)
License Setting License Info Exit eﬁ ‘

1.5 LOGIN TO COMPANY DATABASE

Select the company that you want to log in, and then click the "Login" button.

Company Login n
No. I Company Code | Company Name

1 DEMO DEMO

ECOTIMEPRINT

R B €

License Setting License Info Exit 0 |
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For the first login, enter the user id "admin" and password "admin" to log in to the company database.

User Login n

PAYROLL SYSTEM

Password:

** Important Note:
a) You must have an internet connection to perform license verification.
b) License verification and confirmation will occupy the license of a device
e The device license cannot be transferred to another computer
e Insufficient equipment license, please contact you to purchase from the supplier
c) For systems without a device license, can only access "DEMO" company.

d) Creating a new company will occupy the company license

e) The company license cannot be transferred to another company. Once confirmed/added, strictly cannot

be reverted.
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1.6 LICENSE INFO

Click "Get License Info" to display your license information.

License Info n
License Code [Ecoxoncnno |
Administrator Password I‘**"”‘”*|
Vender Name [ECO SOLUTION TECHNOLOGY |
Contact Person [KIEU NGEEN SIONG |
Contact No. pas-413781 |
Email Address [ultinaleZu@gnalcom I

Maximum of Companies

ccuied [ 1|
Maximum of employees

Maximum number of devices

S

Update Expiry Date 31-12-2021

k] (=
Get License Info Exit

Apply Device License in “License Info” screen

If the database is transferred and restored from another computer, you can also apply the device license on this
screen. Click the "Apply" button, if you haven’t entered the administrator password, it will prompt you to enter
the administrator password.

Click “OK” to confirm the device license on this computer.

License Infa X

Are you sure to apply the device license on this computer ?

** Note: If you have an additional device license, the "Apply" button will appear. If not, please consult your
supplier to purchase an additional device license.
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2.0 COMPANY PROFILE

System Setup

O

oooo
0000
o
o
=]

<
IR

ooo
ooo 8
EMPLOYEE
COMPANY PROFILE LRSS ATION

]
.l

ACCESS GROUP SYSTEM USER

&

BACKUP & RESTORE COMPACT & REPAIR

Pl
o
o
o

PAYROLL ITEM SETUP STATUTORY SETUP

ACCESS MANAGER CHANGE PASSWORD

I Yo I

o | |

Company profile is a very important starting point for the system, the information provided here will be used throughout in ECO
Payroll System.

ELO)

Company Details | Contact Details I System Parameter

Company Code  [DEMO = EPF Code |— o

Company Name  [DEMO - SOCSO Code =

Registration No. |- = BF Code =

Person In Charge |- - Zakat Code T

IC No [ & Corporate ID |—

Position [DIRECTOR - BankAccountNo. [
Payslip Period Lock  [01-2020 = To  [122021 x

Inland Revenue Board of Malaysia

Kuching Address Kuala Lumpur Address Kota Kinabalu Address

LEMBAGA HASIL DALAM NEGERI, LEMBAGA HASIL DALAM NEGERI, COLLECT LEMBAGA HASIL DALAM NEGERI,

CAWANGAN KUCHING, TINGKAT 2.3, 4 &5, BRANCH, BLOK 114 BANGUNAN, KOMPLEKS CAWANGAN KOTA KINABALU, TINGKAT 1,
i BANGUNAN TUN DATUK PATINGGI, TUANKU  |KERAJAAN, JALAN DATU, 56000 KUALA BLOK E, KOMPLEKS KUWASA, JALAN
Branches HJ BUJANG, JALAN SIMPANG TIGA, 93600 LUMPUR, MALAYSIA KARAMUNSING, 83600 KOTA KINABALL,

KUCHING MALAYSIA MALAYSIA

Income Tax No. | = Income TaxNo. |- = Income TaxNo. | =

B ©) =

Save Help Exit

2.1 TAB 1: COMPANY DETAILS

First, click on the Function Mode “Edit” on left-hand menu. Complete the company detail (first tab) in the screen.

The * indicate the value is compulsory to enter. If you are unconfirmed what to enter, you can putina “-“,
therefore the system can skip the mandatory checking for the field.

- Company Code: Company code, cannot be changed after create company

- Company Name: Company name, cannot be changed after create company

- Registration No. : Company business registration number.

- Person In Charge, IC No. and Position : The value will be use in statutory report printout such as Monthly EPF
Return, Monthly SOCSO Return, Monthly Tax Return, Month Baitumal Fund Return and Monthly Zakat Return. If you
want to have addition person in charge, you can enter in Tab “System Parameter” > “Person In charge For Statutory”.
- EPF Code: Company’s EPF Number.
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- SOCSO Code: Company’s SOCSO number.

- BF Code: Company’s Baitumal Fund number.

- Zakat Code: Company’s Zakat number.

- Period Control: You can lock the payslip with period control. The payslip transaction can only be created / amended
when it is within the period control. For example, if your only allow “Jan 2014” payslip to be generated in “Payslip
Entry” screen, you can set period control from “01-2014” to “01-2014”. This function use to prevent the wrong posting
period enters.

- Tax Branches Kuching, Kuala Lumpur, and Kota Kinabalu: Enter your company’s Tax registration number by Tax
Area.

Company Details] Contact Detal

Address

System Parameter

Zip Code |-

Town |-

Province I.

Country |

ContactNo.1 |-

Contact No. 2 |-

FaxNo. F

Email |

@
Save Help Exit

2.2 TAB 2: CONTACT DETAILS
Fill in the contact details as these values will be use in statutory report printout.

2.3 TAB 3: SYSTEM PARAMETER

EC0 Company Profile - DEMO

Company Details I Contact Detailsy System Parameter

— Statutory Parameter Tax Calculation Parameter Payroll Parameter
P { Default Job Center
I/ FavOvantiie Tax Calculation PCB Calculator v " INA —v—l
Default State
[ Pay EPF Non Resident Tax Rate 30.00 ['w MALAYSIAN (01) =l
Table 1 (9% X13%) « Default Daily Rate Onshore Rate v
Annual Gross Remuneration (C.P. 8D) 0.00 I _J
[ PayS0CS0 Allow to change Basic Rate in Payslip Entry v
Show Only MTD > 0 I~ :
Local v No. of Payslip allowed for Employee per month 1 =
EPF contributions are tax deductible v
|V Pay SIP Employee No.
Maximum EPF Tax deductible 4000.00
Auto Running Employee No. I
System Calculate Leave Pay Rate v
[V Pay Tax Default Prefix m Prefix Use access manager control [
KL v
Attendance Parameter
Pay Zakat
L iipayzZae Attendance Cutoff Period [ ] - [> ~|
Person In Charge for Statutory ‘
|V Pay HRDF Unpaid leave go to Leave Entry v
Short time go to Leave | Lateness
ECOTIMEPRINT ATTENDANCE DATABASE
|CAECOTP\Data\ECOAT MDB 5] Others Parameter l
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Statutory Parameter

[V Pay Overtime

[V Pay EPF
Table| (3% % 13%) «

[V Pay SOCSO
Local v

v Pay SiP
[~ PayBF

[V Pay Tax
KL v

[~ Pay Zakat

[V Pay HRDF

2.4 Statutory Parameter
Here you can setup the system default statutory parameter of the company. When add new employee, system will follow these defaults
option whether the employee pay Overtime, EPF (With percentage table), SOCSO, SIP, BF (Baitumal Fund), Tax, Zakat & HRDF.

ECOTIMEPRINT ATTENDANCE DATABASE
[CAECOTPAData\ECOAT.MDB =

2.5 ECOTIMEPRINT ATTENDANCE DATABASE
To integrate with ECOTIMEPRINT ETA2 Attendance System, input the path to ECOTIMEPRINT ETA2 Database (ECOAT.mdb) here, usually
the default path will be C:/ECOTP/Data/ECOAT.mdb

Tax Calculation Parameter -

Tax Calculation PCB Calculator v *

Non Resident Tax Rate 30.00
Annual Gross Remuneration (C.P. 8D) 0.00
Show Only MTD > 0 I

2.6 Tax Calculation Parameter

- Tax Calculation: Monthly Tax Calculation can be by Tax Table or PCB calculator. The setting will be applied in
payslip entry (Transaction) when calculate PCB.

- Non-Resident Tax Rate: Individuals who spend less than 182 days per year in the country are classed as nonresidents
and are subsequently subject to different tax regulations. Non Resident tax rate will be applied in payslip

entry (Transaction) when calculate PCB if the employee classify as non-resident.

- Annual Gross Remuneration (C. P. 8D): The setting will be applied when printing report C.P.8D in EA Form (Report
> EA Form).

- Show Only MTD > 0: Only show the employee with more than 0 monthly tax deduction

** Note: An employer is required to fill in this section if there is any employee whose annual gross

remuneration is RM34, 000 and above OR for any employee whose annual gross remuneration is less

than RM34, 000 but the monthly gross remuneration is RM2, 800 and above (inclusive of bonus but

excluding remuneration in arrears in respect of preceding years) for whichever month in the year 2015

10
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Prefix

Ad

BB

< >
Employee No.
Auto Running Employee No. r I 0

Add
** Prefix must be TWO characters ——
Prefix

Lefaisk Prenx = ** Enter [**] if use employee name as prefix. e.g. John will get prefix

** Delete prefx, sefect the row and press "Delete” key on your keybaord

2.7 Employee No.

- Auto Running Employee No.: If this option is tick, system will auto create employee’s number with last employee
number plus 1 in Employee Profile (Maintenance).

- Default Prefix: You can set the default prefix for employee profile. Prefix must be two characters. The following
screen allows you to create new prefix, edit or delete employee’s prefix.

Enter **, if you want to use employee first two character (Name) as their prefix.

[ peree

No. | Name of Person In Charge | NRIC No. Postion | contact No. Fax No
K - - ACCOUNT EXEC... - -
< >
Name of Person In Charge |
NRIC No.
Pasition [
TelMNo. [
FaxNo. I
Email Address [
[ B =
New Save Delete Exit

2.8 Person In Charge For Statutory
Input the person in charge information here that will be used for contribution report print.

Payroll Parameter

Default Job Center |NA _v_]

Default State [W MALAYSIEN (01) ~|

Default Daily Rate |Dnshore Rate |

Allow to change Basic Rate in Payslip Entry v

No. of Payslip allowed for Employee per month m

EPF contributions are tax deductible v

Maximum EPF Tax deductible [s0000
System Calculate Leave Pay Rate v

Use access manager control [

2.9 Payroll Parameter

- Default Job Center: Setup the default job center of the system. (Used in: Dashboard > Employee)

- Default State: Setup the default state of the system. (Used in: Dashboard > Employee)

- Default Daily Rate: This setting only applied for “Daily” pay employee. Default daily rate (Onshore/Home or

Offshore/Outstation) will be used when calculate employee’s basic pay. (Used in: Dashboard > Payslip Entry)

- Allow to change Basic Rate in Payslip Entry: By default, Basic rate is not allowed to change unless this option is ticked.

(Used in: Dashboard > Payslip Entry)

- No. of Payslip allowed for Employee per month: Number of payslip allowed to be key in/generate for each employee per month (Used in:
Dashboard > Payslip Entry)

- EPF contribution are tax deductible: Tick this option if tax is deductible by EPF contribution

- Maximum EPF Tax deductible: Maximum EPF Tax deductible amount for PCB calculation

- System Calculate Leave Pay Rate: If this option is ticked, system will auto calculate the leave pay rate (unpaid leave) by using the formula
Basic / Calendar Day (Can be change when create batch)

- Use access manager control: Tick this to enable the system access manager function

11
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Attendance Parameter

Attendance Cutoff Period 6 ~| - |5 v
Unpaid leave go to Leave Entry v
Short time go to Leave | Lateness I~

2.10 Attendance Parameter

- Attendance Cutoff Period: Company’s default attendance cut-off period, e.g. 01 to End of Month, 15 to 16 or 21 to 20.

This setting will be use for the default attendance date in “Batch Posting” (Transaction > Payslip)

- Unpaid leave go to Leave Entry: The total number of unpaid leave from attendance system will be add to leave entry for deduction (This
function only available for those who integrate with ECOTIMEPRINT ETA2 Attendance System)

- Short time go to Leave | Lateness: Short (lateness & early out) from attendance system will be add to leave entry for deduction (This
function only available for those who integrate with ECOTIMEPRINT ETA2 Attendance System)

Overtime Rate Decimal 0.00000 v Daily Rate Decimal 0.00 v

Work in Offday go to Basic - ‘Work in Holiday go to Basic | Payslip must delete from last employee's payslip f_
Work in Restday go to Basic I Absent go to Unpaid Leave I~ Automatic EPF Scheme for retirement age ]

One batch can only have one payslip |

Nett Pay Rounding ] Income Rounding ]
B
From (Cents) To(Cents) Rounding Yalue [Cents)
[ 0.00 | 000 | 000 Add Jave

No. | From [Cents] | To [Cents) | Rounding Value [Cents A

1 0.00 0.02 0.0(

2 0.03 0.07 0.0¢

3 0.08 010 0.1C

4 011 012 0.1c

5 013 017 01%

E 018 0.20 0.2

7 02 022 oY =

< > =
Exit

2.11 Others Parameter

- Overtime Rate Decimal: Setup the system overtime rate decimal

- Daily Rate Decimal: Setup the system daily rate decimal

- Work in Offday go to Basic: If the employee work in offday in attendance system, the offday calculation will be add to basic instead of
overtime when generate payslip. (This function only available for those who integrate with ECOTIMEPRINT ETA2 Attendance System)

- Work in Holiday go to Basic: If the employee work in holiday in attendance system, the holiday calculation will be add to basic instead of
overtime when generate payslip. (This function only available for those who integrate with ECOTIMEPRINT ETA2 Attendance System)

- Payslip must delete from last employee’s payslip: Tick this option if only the latest payslip of employee can be delete, the older payslip
will be locked from delete.

- Work in Restday go to Basic: If the employee work in restday in attendance system, the restday calculation will be add to basic instead
of overtime when generate payslip. (This function only available for those who integrate with ECOTIMEPRINT ETA2 Attendance System)

- Absent go to Unpaid Leave: The total number of absent from attendance system will be add to leave entry as unpaid leave for
deduction. (This function only available for those who integrate with ECOTIMEPRINT ETA2 Attendance System)

- Automatic EPF Scheme for retirement age: If this option is ticked, the EPF scheme will auto change to the scheme for age 60 and above
- One batch can only have one payslip: Tick this option if one batch only can create one payslip for each employee

- Nett pay rounding: Set up the cents rounding for net pay

- Income rounding: Set up the cents rounding for gross pay

12
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4.0 OVERALL SYSTEM FLOW CHART

Employee Classification
Pay Mode

Payroll Station
Department/Worksite
Section

Employee Profile

Manual Entry

Import from Excel Template
Link ECOTimePrint Attendance

Grade

Pay Type
Position
Job Centre

v

State
Nationality

C

Create Batch

C

Race

Religion

Bank
Statutory Option

v

\_/_’

. EPF, SOCSO, EIS, PCB, PAYROLL PROCESS
ZAKAT, BAITUMAL FUND, K Batch
HRDS Loc
Employment History *  Batch Posting
e  Basic, Home Rate, * Manual Entry
Outstation Rate (Calculate EPF, SOCSO, EIS,
PCB, ZAKAT, BAITUMAL
FUND, HRDS)
1. One-Time Payroll Reports
e  Basic, Overtime, - EPF Return - Payslip
Allowance, Adjust Pay, - Socso Return - Payroll Summary
Leave Pay, Bonus Pay, - SIP Return - Salary Payment
Deduction, Pay Back - Zakat Return  Listing
2. Recurring Payroll - Baitumal - EA Form
e Allowance, Deduction Return - EA Summary
- Tax Return ST
- HRDF

13
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STEP 1: CREATE NEW EMPLOYEE

DASHBOARD -> EMPLOYEE PROFILE

Mandatory

Pay Mode

Position

State

Gender

Date of Birth
Nationality

Race

Religion
Bumi/Non-Bumi
Resident/Non-Resident
NRIC No./ Passport
Marital Status

No. Children

Wife Work ?

Payroll Station
Department/Worksite
Section

Grade

Pay Type

Bank Account Info
Employee’s EFP Code
Employee’s Tax Code
Employee Salary Rate

Non-Mandatory

Address

Tel No.

Email Address

Date Join, Resigned Date, Transfer
Date

No. Wife

Probation

Point of Hire, Point of Origin
Information on Spouse
Emergency Contact

Family Member

Education

EMPLOYEE PROFILE

Manual Entry
Import from Excel Template
Link ECOTimePrint Attendance

Statutory Info

. Pay EPF, EPF Code, EPF
Scheme

. Pay SOCSO, SOCSO Scheme

. Pay SIP

. Pay BF, BF Code

. Pay Tax, Tax Code, Tax Area

. Pay Zakat, Monthly Zakat,
Zakat Amount/%, Zakat
Commence Date

o Pay HRDF

Employee Profile - Payment Info
> Statutory Info

Employment History

. Keep track employee
salary (basic, home
rate, outstation rate)
history by date, job
centre, department,
position.

Employee Profile >
Employment History

Statutory Parameter
- Set the default parameters
of statutory information

System Setup = Company Profile

14
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STEP 2: CREATE BATCH

Enter Batch No, Pay Date Period. Calendar Days, Days Work, Public Holiday and Rest day, and then click the “Save” button.
If the batch has been used for any postings, the batch cannot be deleted.
GCreate Batch

CXT

No_ | Batch | Pay Date From | Pay Date To Calenday Days | Days Waork | Public Holiday | Restday | 2

1 2021 JAN 26-01-2021 25-02-2021 Ll 26 ] ] E

< >
Batch Mo. |zn21 FEB

-

Pay Date 26-02-2021 @E| To |25-08-2021 B =
Calenday Days |28 Days Work 26
Public Holiday [0 Restray 0

[ B8

Ew Save Delete

=

Exit

STEP 3: ONE -TIME ENTRY

One-time entry allows pre-entry of payroll transactions in batches. Payroll transactions include basic, overtime,

allowance,
adjust pay, leave & absent, Bonus, deduction and pay back.

e Cne-Time Payroll - ECO SOLUTION TECHNOLOGY X
Batch |2021 JAN v Payslip Date 26-02-2021 . Payslip Period  [07-2021 A
Employes No | !I *
1C Mo Pay Mode Position ‘

Basic ] Qvertime ‘] All ] Adjust Pay ‘] Leave | Absent \| Bonus ‘T Deduction ] Pay Back
Allowance From To Total Unit Unit Rate Amount
[ w| [26-01-2021 3| [25-02-2071 =] 0.00 | 1.00 | 0.00
Job Certer Remark O
[41001 hall
Employee No Employee Name | Allowance | From | 1o | Totalunt|  unitRate | Amount | Job Certer | Rema
1001 DAVIS 01 26-01-2021  25-02-2021 31.00 100.00 310000 NA&
1002 SHIRLEY (il 26-01-2021  25-02-2021 31.00 10.00 31000 Na
< >
Filter I E‘ Total Unit 62.00 Total Amount 3410.00
= =
Breview Exit

15
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STEP 4: RECURRING PAYROLL

Recurring payroll items are the transactions that are repeated regularly, including "Allowance" and "Deduction" transactions

Recurring Allowance: Allows automatic generation of allowances in payroll entries. Recurring allowances can be managed
through validity period, allowance code, daily rate, etc.

G Recurring Payroll {ECO SOLUTION TECHNOLOGY) x
Allowance 1 Deduction

Employee [SHIRLEY (1002) v| + vaidtyPeriod [m.012021 (3] - [3122022 3] »
Alowance Code  [ALLOWANCE (01) =l DayRate r Rate 300.00
L= 100 =] ° FixAllowance v
Remark | Updats

| no. | Employeeno. | Employes Name | Atowance Code | Descrigtion | validty From | velidty To | DayRate | Unit Rate | Fix Alowance | |
1 1001 DAVIS o ALLOWWANCE 01-01-2021 31-12-2022 MO 50000 YES

SHRLEY ALLOWANCE 01.01.201 [ 31122022 [no | 30000 ves ]
< >
ﬂ Allowance will be calculated by monthly basic, unless Day rate is checked
Fiter
Employee Allowance Code Pay Mode @ *
| =i ar = Q IC.

FPrint Exit
Job Center Sort By Search ————
+| [Employee No. =] FixAlowance [

Recurring Deduction: Allows automatic generation of deductions in payroll entries. Recurring deductions can be managed by
deduction code, start date, monthly deduction, or fixed nett pay deduction, etc.

G Recurring Payroll (ECO SOLUTION TECHNOLOGY) X
Allowance 1 Deduction

Employee |SHIRLEY (1002) w| + valdtyPeriod [o012021 (3] - [31922022 (3«
Allpwance Code  [ALLOWANCE (01) =] Day Rate r Rate 300.00
Job Center ‘“ oo j : Fix Allowance [V
Remark | Update

| No. I Employee No I Employee Name [ Allowance Code [ Descrigtion I Validity From I Validity To I Day Rate I Unit Rate | Fix Allowance I |
1 1001 DAVIS o ALLOWWANCE 01-01-2021 31-12-2022 MO 50000 YES

SHRLEY ALLOWANCE 01.01.2021  [31.12.2022  [No_ [ 30000 IVES ]|
< >
ﬂ Allowance will be calculated by monthly basic, unless Day rate is checked
Fiter
Employes Allowance Code Pay Mode @ *
[ =]} =il = E

Print Exit
Job Center Sort By Search
ﬂ ‘Erruluyee Ne. ﬂ Fix Allowance v
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PAYROLL SYSTEM

STEP 5: PAYSLIP ENTRY

BATCH POSTING:

Payslip Entry = Batch Posting = Employee with Attendance/Employee without Attendance

Click the "Search" button to display the employees according to the filter, then select the "Batch No", click the "Generate

Payslip" button.

Batch Posting

BATCH POSTING
Employee No | w To | w Pay hlode A 4
Postion | w T | A
No. | Payroll Station | Deseription No. | D rkste | Description ~ [ Hide tranfered employee
1o Ha 1 ACCOUNTS ACCOUNTS
Select All 2 ADMN ADMIN Q
Clear &1 M3 casHERr CASHIER v .
Clear < >l < > =€
Mo | Employes o | Employee Name Pay hode € Mo, | pasition [} Payroll Station
1 pans W 999999.95-9999 DIRECTOR ACCOUNTS HQ
;o SHIRLEY I 099900555666 ACCOMNTEXECUTAE  ACCOUNTS HQ
3 003 ouva I 585555-55-5555 CASHER CASHER HQ
< >
Batch No. -
Payslip Date  [25-02-2021 =] Payslip Period  [02-2021 .

()
Generate Payslip

E

Close

After generate payslip, click the "Quick Search" button in the payslip entry screen, and double-click on the search result to

display the employee payslip.

Search
Payslip No Batch  [2021 JAN v Fay Mode A 4 Q
Payslip Date ] To 3 Search
Payslip Petiod To
Employee No | 4 IC Mo @
Position | - Print
D Aorksite | il Search By 'I
Payroll Station | -
Na. | Payslip No. ‘ Biatch No | Payslip Date | Payslip Period ‘ Pay Mode | Employee Na. | Employee Name | IC Na | Posifion | Departmentiorksite | Payroll Stat
D1 100000002 2021 JAN 2502201 02-2021 Mt 1003 OLIA 955555-55-5... CASHER CASHER HQ
w2 | 100000001 2021 JaN [ 2502201 [ 022021 SHIRLEY ACCOUNT EXE... [ ACCOUNTS
s 100000000 2021 JAN 2502-2021 02-2021 ol 1001 DAvIS 999999-39-9... DIRECTOR ACGOUNTS HQ
< >
Select Al Clear All ) E
Delete Payslip Close
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PAYROLL SYSTEM

Now you can print "Print Payslip" and select the payroll format (format A, B or C).

I3 Payslip Entry (ECO SOLUTION TECHNOLOGY) X
Employee No [DAvIS (1001) > Q PaysipNo 100000000
IC No 999999-93-9999 Pay Mode Monthly (M) Batch ‘2021 JAN = -
Position |DIF€ECTDR (02) Payslip Date 25-02-2021 . Payslip Period  |02-2021 .
DepartmertAlorksite: |ACCOUNTS (ACCOUNTS) ll . Payroll Sion  [HQ (01) ll P
Basic 1 Overtime 1 Allowance | AdustPay | Leawe|Absent | Bonus | other Deduction | Pay Back | Rounding
Deduction Description From To Amourt
| I B B 0.0
Joh Center Remark OM‘
[Na =i
Deduction | Description | From [ To I Amouml Joh Center I Remark I !
OTH OTHERS 01-01-2021 01-01-2021 10000 JOM £
< >
Basic 20000.00 Employee's EPF 2124.00 Employer's EPF 3068.00 MTD Tax Base 0.00
Owertime 7212 Employee's S0CS0 19.75 Employer's 50CS0 69.05 MTD Tax 0.00
Allowwance 3600.00 Employee's SIP 700 Employer's SIP 7.0  This Tax 0.00
st Pay 0.00  Baitmal Fund 0.00  Total Employer's Contrib. 314495 V1D Gross Tax 342525
Leave | Absent 0.00 Zakat 0.00 YTD Gross Pay 2367212
Bonus 0.00  Tax (K3-KAD 342525 EPF Base 23800.00
Gross Pay 2367212 Other Deduction 100.00 S50CS0 Base 2367212
Tax CP38 0.00 Tax Base 0.00
Total Deduction 5676.90 HROF Base 23600.00
Nett Pay W
- Pay Back | Rounding 02 PCB Calculator |
Payslip Remark I
Salary Paid 17995.20
o (el B =
Mewy Payslip Batch Posting Save Delete Print Payslip Exit

Besides, you can also perform manual entry, select employee, batch no, and enter payroll transactions (basic, overtime,
allowance, and...). Click the "Save" button to generate the payslip.

G Payslip Entry (ECO SOLUTION TECHNOLOGY) X
Ermployee No |DAVI5 (1001) 1, ( 1 Payslip Mo [
IC No 999999-93-9999 Pay Mode Monthly (M) Batch ‘2021 FEB |
Position |DIF!ECTOH 02) . Payslip Date 25-03-2021 * Payslip Period  |03-2021 .
Deparmentilorksite |,A_rj 1' . Payroll Station ‘HQ (01) ll s
Basic T Overtime T Allowance 1 Adjust Pay ] Leave | Absent 1 Bonus ] Other Deduction T Pay Back | Rounding
Basic Type From To Total Unit Unit Rate Offshore|Oustation Amount
[workday b 3] [25-03-201 @ || 0.00 | - = 0.00
Job Center Remark Add 0
NA =
Basic Type I From | To [ Total Unit l Unit Rate I OtfShore]Oustation l Amourtt l Joh Center l Remark
Workday 26-02-2021 25-03-2021 2800 10000.00 No 1000000 NA
< >
Basic 10000.00 Employee's EPF 945.00 Employer's EPF 1260.00 MTD Tax Base 0.00
Owertime 0.00 Employee's SOCS0 19.75 Employer's S0CS0 59.05 MITD Tax 0.00
Allowance 500.00 Employee's SIP 7.90 Employer's SIP 7.0  This Tax 0.00
Adjust Pay 0.00  Batual Fund 0.00  Total Employers Cortib 1336.95 Y10 Gross Tax 4008.95
Leave | Absent 0.00 Zakat 0.00 YTD Gross Pay 3417212
Bonus 0.00  Tax (K3-KAD 583.70 EPF Base 10500.00
Gross Pay 10500.00  Other Deduction 100.00 S0CS0 Base 10500.00
Tax CP38 0.00 Tax Base 0.00
Total Decuction 1656.35 HROF Base 10500.00
Nett Pay 8843.65
- Pay Back | Rounding oo PCB Calculator |
Payslip Remark | -7
Salary Paid 884365
fel B =
Newy Paysiip Batch Posting Save Delete rint Payslip Quick Search Exit
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m PAYROLL SYSTEM

STEP 6: LOCK BATCH

Select the batch no and click the "Lock Batch" button. Please note that locked batches can no longer be used for

posting.
3 Lock Batch X
Mo. | Batch No. | Date (From) | Date (To) | Close Status N
1 2021 FEB 26-02-2021 25-03-2021 NO T
2 2021 JAN 26-01-2021 25-02-2021 YES
Lock Batch
Unlock Batch

=

Exit

(®) Unlack (O Lock

To unlock the batch, click the "Lock" option and select the batch which you want to unlock, and then click the
"Unlock Batch" button

3 Lock Batch X
Mo. Batch No. Date (Frorn) Date (To) Close Status N
2021 JAN 26-01-2021 25-02-2021 1
Lock Batch
Unlock Batch

=

Exit

O Unlack (® Lock
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m PAYROLL SYSTEM

STEP 7: REPORTS
Basically, you need to access the following report every time you do the payroll

1. Payslip
e Payslip can be printed at Payslip Entry or
e Inthe report screen, select report Pasylip Summary Listing
e 3 difference format for selection

2. Payslip Summary Listing

e  Provide various summary reports

e The report can be filtered by multiple options
3. Salary Payment Listing

e Provide payment listing by Batch.

e Able to payment listing by bank, cash, etc
4. EPF Return

e Provide EPF contribution report and text file for upload
5. SOCSO, SIP Return

e  Provide SOCSO/SIP contribution report and text file for upload
6. Zakat Return

e Provide Zakat Contribution report and text file for upload
7. Baitumal Return

e  Provide Baitumal Fund Contribution report.
8. Tax Return

e  Provide Tax contribution report and text file for upload
9. HRDF (Pembanguna Sumber Manusia — Contribution)

e  Provide HRDF contribution report
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m PAYROLL SYSTEM

4.0 EMPLOYEE CLASSIFICATION

e 4.1 Pay Mode

The pay mode is a system setting and only allows editing.
Payroll calculation refers to the parameters "use calendar", "day(s)" and "hour(s)"
Edit Record

- Select the item in the list, modify the information, and click the "Save" button.

Employee Classification

Pay Mode
No. | Pay Mode | Description Use Calendar I Day (s) | Hour (s) [ Add User Add Time
1 D Daily NO 1 8 admin 14-05-2021 09:40:01
2 H Hourly MO o 1 admin 14-05-2021 09:40:01
3 Ll hanthly NO 26 208  admin 14-05-2021 09:40:01
< >
Pay Mode o
Description [ -
Days) 0
Hour (5) 0]
B =
Save Exit

e 4.2 Payroll Station

Click the "New" button, enter all the information, and then click the "Save" button

Edit Record
- Select the item in the list, modify the information, and click the “Update” button.
Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Employee Classification x

Payroll Station

No._| Payroll Station | Description Regisration No. | Aderess Contact No. Fax No.
1o Ha
< >

Payroll Station

Description

Registration No.

[
[ \
[ \
Address ’
Contact No. [ ]
Fax No. [ ]
Email Address l ‘
@ B =
New Save Delete: Evit

21



PAYROLL SYSTEM

e 4.3 Department/Worksite

= (Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Emplovee Classification

Department/Worksite

Mo, I DepartmentA™vorksite I Description Short Description | Status [ Addc |~
1 ACCOUNTS ACCOUNTS OFFICE STAFFS Active acmir
2 ADMIN ADMIN ADMIN Active aclmir
3 CASHIER CASHIER CASHIEER Active acimir
4 CHILDREM CHILDREM CHILDREM Active admir
S COTTOMN COTTOM COTTOM Active admir
B DIRECTOR DIRECTOR DIRECTOR Active acdmir
7 ELECTRIC ELECTRIC ELECTRIC Active acimir
g8 GENT GENT GENT Active avcdmir
9 HOUSEHOLD HOUSEHOLD HOUSEHCOLD Active acdmir
10 JEWELLERY JEWWELLERY JEVWELLERY Active admir
11 LADY LADY LADY Active admir
12 SALES SALES DEPARTMENT Active avcdrmir
13 SECURITY SECURITY SECURITY Active acdmir
14 SHOES SHOES SHOES Active admir
15 ETATIONERY STATIOMERY STATIOMERY Active admir ¥
< >
Department/wWorksite | | -
Description l -

Short Description l |

Status
@) Active O Inactive

< - =

Save Delete Exit

Iz
1]
£

e 4.4 Section
= (Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record
- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

m Employee Classification
Section
Mo. | Section Description Add User Acd Time Updat
1 NA NA admin 13-05-2021 18:02:58 admin
< >
Section I .
Description I ‘ -
< -
Mew Save Delete
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m PAYROLL SYSTEM

e 4.4 Grade

Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

m Employee Classification

Grade
No. | Grade | Description Add User Add Time | Updat
1 A A admin 13-05-2021 18:22:52 admin
< >
Grade I .
Description I | .
o ) =
New Save Delete Exit

e 4.6 PayType

Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

m Employee Classification

Grade
No. | Grade | Description Add User Add Time | Updat
1 NA N, admin 13-05-2021 18:22.52 admin
< >

Grade l | -

Description l

o - =

New Save Delete
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PAYROLL SYSTEM

e 4.7 Position

= (Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

m Emplovee Classification

Position

Mo, | Position | Description | Short Description [ Acld User Add Time

1 m ACCOUNT EXECUTIVE ACCOUNT admin 14-05-2021 (
2 0z DIRECTOR DIRECTOR admin 14-05-2021 €
3 03 SENIOR SUPERWVISOR SEMIOR SUPER...  admin 14-05-2021 (
4 04 SUPERWISOR SUPERWISOR admin 14-05-2021 (
=) 05 ASSISTANT SUPERVYISOR ASSISTANT SU...  admin 14-05-2021 ©
=] 0E CASHER CASHIEER admin 14-05-2021 ©
7 o7 SALES ASSISTANT SALES ASSIST...  admin 14-05-2021 (
g (=] SECURITY SECURITY admin 14-05-2021 €
=] ui=] STORE ASSISTANT STORE ASSIST... admin 14-05-2021 ©
10 10 ASSISTANT MANAGER ASSISTANT MA ... admin 14-05-2021 ©
11 11 EXECUTIVE EXECUTIVE admin 14-05-2021 ¢
12 12 CHIEF CASHIER CHIEF CASHIER admin 14-05-2021 ©
13 13 MANAGER SALES MANAG... admin 14-05-2021 (
14 14 ACCOUNTS ASSISTANT ACCOUNT ASSI...  admin 14-05-2021 €
15 15 TECHNICIAN TECHNICIAN aa 23-05-2021 1
< >

Position l | .
Description I .

Shart Description [ |

o -

Mew Save Delete

e 4.8 Job Center
= (Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record
- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Employee Classification

Job Center

Mo. | Job Center | Description Short Description | Status | add Use
1 NA N MAa Active addmin
< >
Job Center [ | -
D escription [ ] -

Short Description [ |

Status

(®) Active () Inactive
< /; =
Mew Save Delete E =it
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e 4.9 State

= (Click the "New" button, enter all the information, and then click the "Save" button
=  Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Employee Classification

State
No. | State Description | AddUser | Add Time Updat
1 [ W MALAYSIAN admin 13-05-2021 18:49:49 admin
2 02 EMAL&YSIAN admin 13-05-2021 18:49:49 admin
3 03 FOREIGN admin 13-05-2021 18:49:49 admin
< >
State [ .
Description { | .

New Save Delete Exit

e 4.10 Nationality

= (Click the "New" button, enter all the information, and then click the "Save" button
=  Edit Record

- Select the item in the list, modify the information, and click the “Update” button.

=  Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Employee Classification
Nationality
Mo. | Mationality Description | category Add User Al Time,
1 01 MALAYSIAN MY admin 14-05-2C
2 02 PHILLIPINES PH admin 14-05-2C
3 03 THAL ™ aclmin 14-05-2C
4 04 INDOMNESIAN (=} admin 14-05-2C
=] 0s MY ANMER MM admin 14-05-2C
1 06 BRUNEI =18) admin 14-05-2C
< >
M ationality { | -
Description { .
Country Code { |
< - =
New Save Delete Exit
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e 4.11 Race

=  Click the "New" button, enter all the information, and then click the "Save" button
=  Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

m Employee Classification

Race

Mo. | Race | Description \ Category Add User Acd Time
1 o BIDAYUH BUMIPUR & admin 14-05-2(
2 o0z CHIMESE CHINESE admin 14-05-2C
3 03 1BAMN BUMIPLIRA, admin 14-05-2C
4 04 KEDAN AN - ISLAM BUMIPUR A admin 14-05-21
S5 as KENYAH BUMIPUR A& admin 14-05-2C
B 0s MELANAL - CHRISTIAN BUMIPUR A, admin 14-05-2C
7 a7 MELANAL - ISLAK BUMIPURA, admin 14-05-2C
5] oG MELAYLU BUMIPURA acdmin 14-05-21
9 09 OTHERS FOREIGMER admin 14-05-21
10 10 KAy AN BUMIPUR A admin 14-05-21
11 11 PEMNAN BUMIPUR A admin 14-05-2C
12 12 LUN BAWANG BUMIPUR &, admin 14-05-2(
13 13 BERAVIAN BUMIPUR & admin 14-05-2C
< >

Race { -

Description [ I .

Category ‘ = |

New Save Delete Exit

e 4.12 Religion
= (Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record
- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record
- Select the item in the list and click the "Delete" button to confirm.

Employee Classification

Religion
Mo. | Religion | Description Add User Acd Time | Upaat
1 [T MUSLIM admin 13-05-2021 18:44:01 admin
2 o2 CHRISTIANM admin 13-05-2021 18441 admin
3 03 NOME acdmin 13-05-2021 18:44:01 admin
4 04 HINDU admin 13-05-2021 18:44:01 admin
=1 os BUDDHIST admin 13-05-2021 15441 admin
6 086 OTHER admin 13-05-2021 18:44:01 admin
< >
Religion [ | -
Description I I .
- B
New Save Delete
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e 4.13 Bank
= (Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record
- Select the item in the list, modify the information, and click the “Update” button.

= Delete Record
- Select the item in the list and click the "Delete" button to confirm.

m Employee Classification
Bank

Mo. | Bank Code I Description Address Contact No. Bank Code (Online) Add User
1 01 AGRO BAMNK BPMBMYKL admin
2 02 ALLIANCE BANK BHD MFEBMYKL admin
3 03 A BANMK ARBHMYKL admin
4 04 BANK RAKYAT BKRMMY 1 admin
5 05 BANK SIMPARNANM NASI.. BSNAMYHK1 admin
1 08 CIMB BANK BERHAD CIBBMY KL admin
7 o7 HONG LEONG BANK B... HLEBM YKL admin
g 08 HSBC BANK HMABMYKL admin
a [il=] MALAY AN BANKINGB ... - - MBBEMYKL admin
10 10 OCBC BANK (MALAY ... OCBCMYKL acimin
1" 1" PERWIRA AFFIN BANK PHEMM YKL acimin
12 12 PUBLIC BANK PBBEMYKL admin
13 13 RHB BANK BERHAD RHBBEM YKL admin
14 14 STANDARD CHARTER. SCBLMYKX acimin
15 15 UNITED OVERSEAS B.. admin
< >

Bank Code -

Description { .

Address -

Contact Mo, { .

Bank Code [Online) -

@ B
New Save Delete
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5.0 PAYROLL ITEM SETUP

e 5.1 Basic Pay

You can have different basic pay types and different rate, such as rest days, public holidays, or working days.

= Click the "New" button, enter all the information, and then click the "Save" button

=  Edit Record

- Select the item in the list, modify the information, and click the “Update” button.

= Delete Record

Select the item in the list and click the "Delete" button to confirm.

Payroll Item Setup

Basic Pay
Mo. | Basic Code Description | Short Description Basic Rate | Sort ID Add User Add Time Update User
1 Public Holiday PUBLIC HOLIDAY PUBLIC HOLIDAY 200 03 admin 14-05-2021 22:48:16 aclmin
2 Restday RESTDAY RESTDAY 100 02 admin 14-05-2021 22:48:16 aclmin
3 Wiorkday WIORKDAY WWORKDAY 100 O admin 14-05-2021 22:48:16 acmin
< >
Basic Code Public Holiday -
Description [PUBLIC HOLIDAY | =
Short D escription [FUBLIC HOLIDAY |
Basic Rate 2.00
Sort ID 03
o B [=
New Update Delete Exit
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e 5.2 Overtime Pay

= Click the "New" button, enter all the information, and then click the "Save" button
=  Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

m Payroll Item Setup X

Overtime Pay

MNo. | Orvertime Code | Description ‘ OT Category Rate | PCB Category Restday (1) Exclude Restday (2) Exclude Add User
1 ND MNormal Day WD oT 150 NRO1 SUNDAY admin
2 oD Offday OT oD OoT 200 NRO1 admin
3 QDM Offday Normal ODN OT 1.00 NRO1 admin
4 PH Public Holidkary OT PHOT 300 NROY SUNDAY admin
5 PHN Public Holidsty Mormal PHN OT 200 NROY admin
B RD Restday OT RD OT 200 NROY SUNDAY acimin
7 RDN Restday Normal RDN OT 100 NRO1 acimin
< >
Overtime Code | ‘ .
Description | .
0T Category | v ‘ *
Rate 000 -

PCB Category | ‘ - @

Restday (1} Exclude Calendar Day for Overtime Calculation

Restday (2] : Exclude Calendar Day for Overtime Calculation

[=
New Save Delete Exit

ENTRY INFO

-,

» You can have different types of overtime pay, for example, overtime pay per hour on rest days is 1.5

o<

» OT Category, used by the system to obtain overtime from the ECOTimeprint attendance system

Overtime Code ND

Description |Norma| Day | =

OT Category
Rate

PCB Category

Restday (1] Exclude this in Calendar Day§ DN OT |FUNDAY v |

FLOT
Restday (2] : Exclude this in Calendar Day Tor Uvertime Fate Lal 10M v|

< WD OT=Workday Overtime, RD OT=Restday Overtime, RDN=Restday Normal Day OT, PH OT=Public Holiday
Overtime, PHN OT=Public Holiday Normal Day, OD OT=0Offday OT, ODN OT=Offday Normal Day Overtime, FL
OT=Flat Rate Overtime

+» PCB category will be used for income tax PCB calculator

«» Exclude Calendar Day for Overtime calculation — used by the system to obtain overtime info from the ECOTimeprint

attendance system
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e 5.3 Multi OT Table

Multi OT Table mainly used for multi overtime rate on Overtime Hour and Work Day in daily basic. For example: if
employee’s overtime more than 4 hrs on Workday, we can set OT rate 2.00. For the employee work in Public Holiday, if
overtime hour within the range 0 hr to 4 hrs, we can set OT Rate 1.50, more that 4 hrs, use OT Rate 2.00.

= Click the "New" button, enter all the information, and then click the "Save" button

=  Edit Record
- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Payroll Item Setup x

Multi OT Table

No. | Table Code Work Day OT Category Hour (From) Hour (To) OT Rate | Add User Add Time: Updste User
1 OF1 HOLIDAY OR1 000 4.00 150  admin 15-05-2021 09:14:40 admin
2 OF1 HOLIDAY OR2 400 10,00 200  admin 15-05-2021 09:14:40 aclmin
3 OF1 OFFDAY OR1 o000 4,00 1.50  admin 15-05-2021 09:14:40 admin
4 OF1 OFFDAY OR2 400 10,00 200 admin 15-05-2021 09:14:40 acimin
5 OF1 RESTDAY OR1 000 4.00 150  admin 15-05-2021 09:14:40 acimin
6 OF1 RESTDAY OR2 400 10,00 200  admin 15-05-2021 09:14:40 acimin
7 OF1 WORKDAY OR1 ooo 4,00 1.50  admin 15-05-2021 09:14:40 admin
a8 OF1 WORKDAY OR2 400 10,00 200  admin 15-05-2021 09:14:40 acmin
< >
Table Code -
Hour (From]) 0.00]
Hour (To) 0.00
0T Rate 0.00
S B =
New Save Delete Exit

% Table Code
%  Work Day
o HOLIDAY, OFFDAY, RESTDAY, WORKDAY

7

% OT Code —Is the Overtime Code created in Overtime Type setup screen.

KD

% Hour From — From Overtime Hour

KD

% Hour To—To Overtime Hour

7

< OT Rate: Overtime rate for the range (Hour from — Hour To)
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e 5.4 Allowance Pay

This screen use to set up the employee’s allowance type.

= Click the "New" button, enter all the information, and then click the "Save" button
=  Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Payroll Item Setup <

Allowance Pay

No. | Allowance Code | Description Short Description | Formula (e.g. AW) Included In Wages PCE Category Add User A
1 01 ALLOWANCE ALLOWANCE NO admin 1
2 02 MEAL ALLOWANCE MEAL ALLOWWANCE MO admin 1
< >
Allowance Code .
Description ‘ | .

Short Description ‘ |

Formula [e.0. M) ‘ |
Inclded In Wages @ Yes OMNo

PCB Category ’—| - @
o A

New Save Delete ‘ Exit

ENTRY INFO

7
*

Formula (e.g A/W): The Formula can overwrite the exiting overtime formula (Total Unit x Unit Rate) to user
defined formula of Allowance in Payslip Entry.

A indicates Allowance Amount setup in Employee Profile.

B indicates Basic Amount.

D indicates Day Rate (For daily employee, Onshore Rate or Offshore Rate).
N indicates the Total Unit in allowance entry at Payslip Entry screen.

W indicates the working days per month. By default this value is base on the entry in Pay Mode, but it can be
overwritten by the setup in Employee Profile -> Employment History.
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e 5.5 Adjust Pay
= Click the "New" button, enter all the information, and then click the "Save" button
=  Edit Record
- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

[ Payroll Itern Setup X
Adjust Pay
Mo I Adjust Pay | Description Short Description I PCB Category Add User Add Time Update User Update Time
1 o1 ADJUST PAY ADJ NROT admin 14-05-2021 15:47:12 admin 14-05-2021 15:47:12

Adjust Pay .

Desciiption |

Short Description | ‘

PCB Category ,—| . G
o =) | C}

New Save Exit

e 5.6 Leave Pay
= (Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record
- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Payroll Item Setup X

Leave Pay

Mo | Leave Pay Code | Description Short Description | Leave Pay (ECOTimePrirt) ‘ Negative Amourt 77 PCB Category Leave Pay Rate (Include Allowanc:
1 AL ANNUAL LEAVE LEAVEPAY ANNUAL LEAVE NO NRO1 ANNUAL LEAVE
2 LA LATEMESS LATE LATENESS YES NRO2 LATENESS
3 uL UNPAID LEAVE uL UNPAID LEAVE Yes NRO1 UNPAID LEAVE
< >
Leave Pay Code -
Desciiption | ‘ .

Shoit Description | ‘

Leave Pay (ECOTimePrint)

Megative Amount 77 @ es ONo
PCB Category * g
Leave Pay Rate [Include Allowance) @ Yes ONo

o 8

New Save Delete | Ext
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ENTRY INFO
+* Leave Pay Code — Code for the Leave Pay.
%+ Description

%+ Short Description

when you link payroll system with ECOTimeprint Attendance system.

< Negative Amount?? — If “Yes” mean deduct the amount from wages.

5.7 Bonus Pa
= Click the "New" button, enter all the information, and then click the "Save" button
=  Edit Record
- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

% Leave Type (ECOTimeprint) — Use to link the leave type with ECOTimeprint system.

This applicable only

Payroll Item Setup X
Bonus Pay
Mo, | Bonus Pay | Description Short Description | FCB Category Addd User Add Time Update User | Update Time
1 0 BONUS BN ARDM acmin 14-05-2021 16:29:.08 admin 14-05-2021 16:28:08
2 02 DIRECTOR FEE DR ARDG admin 14.05-2021 16:29:08 admin 08-07-2021 08-07-202

<

Bonus Pay .

Description ‘ | .

Shart Description ‘ |

PCE Category ’—‘ . E]
o | B | |

New Save

=

Exit
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e 5.8 Deduction Type

= Click the "New" button, enter all the information, and then click the "Save" button
=  Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

m Payroll [tem Setup

Deduction Type
No. | Deduction Cade Descrigtion Short Description Ao User Add Time Update User Update Time
1 Adv ADWANCE ADVANCE admin 14-05-2021 16:52:04 admin 14-05-2021
2 OTH OTHERS OTHERS admin 14-05-2021 16:52:04 admin 14-05-2021
< >
Deduction Code .
Description ‘ ‘ .

Short Description

o B [=

New Save Delete Exit

e 5.9 PayBack/Rounding

= Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record

- Select the item in the list, modify the information, and click the “Update” button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Payrall Item Setup

PayBack/Rounding

No. | PayBack/Rounding Code | Description | Short Description Add User Add Time Update User
1 Payback Payback Payback admin 14-05-2021 16:52:04 admin

PayBack/Rounding Code ‘ *

Description ‘ | .

Short Description ‘ |

o - [=

New Save Delete Exit
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6.0 STATUTORY SETUP

e 6.1 Statutory Contribution Setup

= Select “Payroll Item” and click the "Show" button

Payroll ltem |A||owance v | Q
Show
NLCE

B

Exit

=  Right-click on the display list and select the following options
= ALL YES: Pay contribution to all statutory
=  ALL NO: Not paying all statutory contributions
= EPF Contribution: Change EPF Contribution to “YES/NO”
= SOCSO Contribution: Change SOCSO Contribution to “YES/NO”
= HRDF: Change HRDF Contribution to “YES/NO”

Payroll ltem Alowance v | Q
Show
| No. | Pay Code | Description | EFF | $0CS0 | TAX | HRDF |
1 01 ALLOWANCE YES YES YES NO
MEAL ALLOWANCE
ALL YES
ALLNO

EPF Contribution
S0CS0 Contribution
Pay Tax

HRDF
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e 6.2 EPF Category

Select the category code and modify the record, then click the "Save" button
- Use Table: If you select this option, the system will obtain the EPF rate according to the EPF table, otherwise
the rate of "Employee Contribution" and "Employer Contribution" will be applied.
- Employee Contribution: Employee contribution rate.
- Employer Contribution: Employer contribution rate
- Status: Valid/Invalid. Indicate the status of the use category
EEY statutory Setup - DEMO

EPF Category

No. | Category Code | Category Description I Use Table | Employee Contribution | Employer Contribution | Status ~
1 Table & MMZ%x13% NO 11.00 13.00 WALID

2 Table B 55% xB6.5% YES 5.50 B.50 WaLID

3 Table C 8% x13% MO 8.00 13.00 WALID

4 TABLE COVID... 7xX13% MO 7.00 1300 “aLID

5 Table D 4% % 6.5% YES 4.00 650 WALID

E Table E 0% » 4% YES 0.00 400 WaLID

7 Table F 1%« 13% MO 11.00 13.00 WALID

a Table G 5.5% XK6% MO 0.00 000 WaLD

9 Table H 0% ¥ 4% ND 0.00 4.00 WALID

10 TABLE | L HK13% YES S.00 13200 WALID ~
< >

Category Code |

Category Description |

Usze Table YES .

Employee Contribution | |

Employer Contribution | |

Status WALID ~

e 6.3 EPF Table

= Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record

- Select the item in the list, modify the information, and click the "update" button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Statutory Setup - DEMO

EPF Table
No. | T able Code | Start With | End ‘/ith | Employee Contribution I Employer Contribution [ T otal Contribution »
1 Table & 20.01 40.00 5.00 6.00 11.00
2 Table & 40.01 E0.00 7.00 800 15.00
3 Table & 60.01 80.00 9.00 11.00 20.00
4 Table & 80.01 100.00 11.00 1300 24.00
5 Table & 100.01 120.00 14.00 16.00 30.00
5 Table & 12001 140.00 16.00 19.00 35.00
7 Table & 140.01 160.00 18.00 21.00 39.00
a Table & 160001 180.00 20.00 24.00 44.00
9 Table & 180.01 200.00 22.00 26.00 48.00
10 Table & 2000 22000 25.00 239.00 54.00
< >
Table Code \
Start Wwith 0.00
End with 0.00

Employee Contribution 0.00
Employer Contribution 0.00
Total Contribution 0.00

a5 ) = =

MNew Save Delete
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e 6.4SOCSO Table

= (Click the "New" button, enter all the information, and then click the "Save" button

=  Edit Record

- Select the item in the list, modify the information, and click the "update" button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Statutory Setup - DEMO

S0CS0 Table
No. I Table Code I Start 'with | Endwith | Employee Contribution | Emploper Contribution [ Total Contribution [ Second Category A
1 socso 0.01 30.00 010 0.40 0.50 0.30
2 S0Cs0 30.01 50.00 0.20 0.70 0.90 0.50
3 socso 50.01 70,00 0.30 1.10 1.40 0.80
4 S0Cs0 70.01 100,00 0.40 1.50 1.90 1.10
5 socso 100.01 140,00 050 210 27 1.50
[ S0Cs50 140.01 200,00 0.85 295 380 210
7 socso 200 300.00 1.25 4.35 5.60 310
8 S0Cs0 300.01 400,00 1.75 615 7.90 4.40
9 socso 4000 500.00 225 7.85 1010 5.60
10 S0CsO 500.01 600,00 275 9.65 12.40 E.90
1 s0cso 500.01 700.00 325 11.35 1460 810 ,
< >
Start With 0,001

End With [ oo
Employee Contribution ’—EIUEI|
Employer Contribution ’—UUD|
Total Contribution ’—UUU|
Second Category ’—DUD|
© A & | B |
Exit

New Save Delete Print

= There are two types of SOCSO scheme "local" using the table code "SOCSO" and "Foreigner” using the table code

n FWlI
S0CSO0 Table
No. | Table Code Start With | EndWith | Employee Contribution | Emploper Contribution [ Total Contribution [ Second Category A
41 sS0CsO 3500.01 3600.00 17.75 6215 79.90 44.40
42 S0CS0 3600.01 3700.00 18.25 63.85 8z10 45.60
43 S0Cs0 3700.01 3800.00 18.75 65.65 84.40 46.90
44 S0Cs0 3800.01 3300.00 13.25 67.35 86.60 4810
45  S0CsO 3900.01 999939999... 19.75 69.05 88.80 49.40
46 Fw/ 0.00 30.00 0.00 0.30 0.30 0.00
47 Fw 30.00 50.00 0.00 0.50 0.50 0.00
43 Fw/ 50.00 70.00 0.00 0.80 0.80 0.00
3 Fw 70.00 100.00 0.00 110 110 0.00
50 Fw/ 100.00 140.00 0.00 1.50 1.50 0.00
51 Fw 140.00 200.00 0.00 210 210 0.00
£ >

Contributions of the First Category
For employees who are less than 60 years of age, contributions payable by employers and employees are for the Employment Injury Scheme and the Invalidity
Scheme.

The rate of contribution under this category comprises 1.75% of employer’s share and 0.5% of employees’ monthly wages according to the contribution schedule.

Note: All employees who have not reached the age of 60, must contribute under the First Category except for those who have attained 55 years of age and have no
prior contributions before they reach 55 due to non-eligibility under the Employees’ Social Security Act, 1969.

Contributions of the Second Category
The rate of contribution under this category is 1.25% of employees’ monthly wages, payable by the employer, based on the contribution schedule. All employees
who have reached the age of 60 must be covered under this category for the Employment Injury Scheme only.

Note: For eligible new employees who are 55 years of age, they must be covered under the Second Category.
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e 6.5 EIS(SIP) Table
= (Click the "New" button, enter all the information, and then click the "Save" button
=  Edit Record

- Select the item in the list, modify the information, and click the "Update" button.
= Delete Record
- Select the item in the list and click the "Delete" button to confirm.

m Statutory Setup - DEMO

EIS Table

No. | Table Code | Start With | End With | Employee Contibution | Employer Contiibution | Total Contribution I Add User [ Adc A
1 SIP 30.00 30.00 0.05 0.05 010 admin 13

2 SIP 30.01 50.00 010 010 020 admin 13

3 SIP 50.01 70.00 015 015 030 admin 13

4 SIP 70.01 100.00 0.20 0.20 040 admin 13

5 SIP 100.01 140.00 025 0.25 050  admin 13

[ SIP 140.01 200.00 035 0.35 070  admin 13-

7 SIP 200.01 300.00 050 0.50 1.00  admin 13

3 SIP 300.01 400.00 070 0.70 1.40  admin 13

9 SIP 400.01 500.00 0.90 0.90 1.80  admin 13
10 SIP 500.01 600.00 1.10 1.10 220 admin 13-

11 SIP 600.01 700.00 130 1.30 260  admin 13-,
< >

Start With [ oo
End'with [ oo
Employee Contribution ’—DUD|
Employer Contribution ’—DDD|
Total Contribution ’—UUU|

o ] EE'.J|E|

New Save Delete Print Exit

e 6.6 Tax Table

= (Click “Show Tax Table” to display tax table records.
=  (Click the "New" button, enter “Start With”, “End With”, “Single”, Edit “Spouse Working — Tax Payable” and Edit
“Spouse Not Working-Tax Payable”, and then click the "Save" button
=  Edit Record
- Select the item in the list, modify the records, and click the "Update" button.
=  Delete Record
- Select the item in the list and click the "Delete" button to confirm.

Shawe Tax Table
Start with End with Single MR ] MMW2 RS Ry MMWWE | MMwwE | MM -
41,00 145,00 1.00 1.00 0o 0o 0o 0o 0o 0o 0o
F146 0 F150.00 116 116 non nmn nmn nmn nmn nmn nmn
51.00 5500 1.30 1.30 it it it it it it it
T 1 45 1 45 il ittt} ittt} ittt} ittt} ittt} ittt}
T161.00
i 176 176 nn nmn nmn i i i i
N71.00 N75.00 1.90 1.90 it it it it it it it
76N 8000 2006 2006 non nmn nmn nmn nmn nmn nmn
81.00 195.00 220 220 it it it it it it [T
< >
lsm with F161.00 End With FNEG.00 Single 1.su_|
POUSE WOk gpnuse Unemployed
No. | Child Tan Papable Mo. | Child Tan Payable ~
1 MM 160 1 MMHwW nn
2 MM 0o 2 MMNwwW it
3 b2 000 Tax Payable 3 bR WAA2 000 Tax Payable
PR ] it 4 MMNwwa3 it
B Mwiud non B MMHwwe nmn
B Mibiwwg it g 0
S e SPOUSE WORKING 3 - 5 SRUASE NOT WORKINGS S -
8 MMwwWT 0m Ed 8 MMMww7 0m ECi
9 MM [ixili 3 MMHwwe 0
10 Mbfewg 0o 10 MMNwwa in
1 MM Jixili 1 MMHWWID 0o
12 Wb 0 12 MMNwwWIT 0w
13 MMz Jixili 13 MMNwwWI2 0o
14 M3 0 14 MMNwWWI3 0w
15 M4 0on v 15 MMHwwW14 0o v
o B =] =
Hew Update Delete Print Exit

38



m PAYROLL SYSTEM

e 6.7 Baitumal Fund Table

= (Click the "New" button, enter all the information, and then click the "Save" button
= Edit Record

- Select the item in the list, modify the information, and click the "Update" button.
= Delete Record

- Select the item in the list and click the "Delete" button to confirm.

Statutory Setup - DEMO

Baitumal Fund Table

No. | Start 'with | End With [ Employee Contribution | Add User | Add Time I Update User I Upd:
1 0.00 300.00 0.00  admin 13-05-2021 121613 admin 1308
2 300.01 1000.00 1.00  admin 13052021 12:16:13 admin 13-0¢
3 1000.01 2000.00 2.00  admin 13-05-2021 121613 admin 1308
4 2000.01 9339999395... 400  admin 13-05-2021 121613 admin 1308
< >

Start With 0.00

End With 0.00

Employee Contribution 0.00
o = & | B |

New Save Delete Print

e 6.8 Zakat Table

=  Edit Record
- Modify the information, and click the "Update" button.

Statutory Setup - DEMO

Zakat Table

Wite Deduction [ 3000.00
Children Deduction [ 1000.00]
Zakat [%) [ 2s0f
Subsistence lm‘

B =

Save Exit
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e 6.9 Statutory Update

o Click the statutory table you want to update, the system will prompt you to confirm, and then click "OK" to
confirm.
o Please note that you must subscribe to the annual update, otherwise it will not perform this action.

o If you want to subscribe to form updates, please find your supplier

m Statutory Setup - DEMO

Statutory Update
>
EPF Table Are you sure to update the table ?
— oK Cancel
—O —r
EIS Table TAX Table
(=] =
e =
PCB Calculator Exit
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7.0 EMPLOYEE PROFILE

Employee Profile maintains information about employee’s personal particulars, Employment History, Emergency Contact,
Family Member and Education.

» Click the “New” button, complete all employee information and then click the "Save" button to confirm.

I trployee Details (DEMO) X
Employee No |D j [ Q Employee Name | -
Position | !l = Pay Mode !1 -

Personal Particulars l Employment History I Emergency Contact ] Family Members ] Education ]

Mewy NRIC | 'al Ol NRIC ‘el Employee’s Photo
State ﬂ = Address
Gender !‘ =
Date Of Birth 3

QI : Mailing Address
Place of Birth

Mationality j =
Race ,—!‘ . Tel No (House)

R = E:;:;: r
————
Email Address —

Additional Info.

BumipLira - Non-Resident r

Foreigner I

Passport No
Date of Issue iz
Date of Expire ,j

Employee Details J Employment Info J Payment Info J Information on Spouse J

B = | ©] =

Save Delete Print Help Exit

» To modify the record, click the "Search" button, select the employee to be modified, and click the "Save" button to
confirm after modification.

I3 Employee Details (DEMO) x
1
Employee Mo | ()\ Employee Name | =
Position | PaY MoDE | POsITION | PAYROLL STA... | DEPARTMENT | A
D796 ERYVEER PHEWARB 090999-99-9999 M SALES ASSISTA..  HQ ELECTRIC
| D797 MANIRA HHAMAP 009099.99.9999 M SALES ASSISTA . HQ SHOES
Personal Parti| p7gg JEANEHHE AREN RENJAA 090999-99-9990 M SALES ASSISTA... HOQ CHILDREN
D799 THARIPPA AVANE RENJAA 090999-99-9999 M SALES ASSISTA... HOQ SHOES
D=00 NAR AMIPHA BINHI MAHAM . 099099990999 M SALES ASSISTA..  HQ SUPERMARKET
News NRIC | DEO1 MANIPHA BEPY ANAK ENKK 099099.99.9999 M SALES ASSISTA . HQ ELECTRIC
P3 CHANG WING SHENG 791130-13-5355 M EXECUTIVE HQ ADMIN v
State
| | | | | |
Gender | !I - |
Date Of Birth ——— B3|
S QI Mailing Address

Place of Birth

Mationality j =
R ,— j . Tel No (House)

Religion j - E;::;:
Email Address

Additional Info.

BumipLtra - Non-Resident -

Foreigner -

Passport No
Date of Issue J
Date of Expire B3

Employee Details J Employment Info J Payment Info J Information on Spouse J
&2
o H ES] - First Previous Next Last ® E
New Save Delete Print Transfer Employee Help Exit
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» Delete employee records, select the employee, and click the "Delete" button to confirm.

G Employee Details (DEMO)

I Employee No

Q, I Employee Name  [CHANG WING SHENG

Posttion [EXECUTIVE [11) ![ = PayMode Monthly (M) !l = Without Attendance [~
Personal Particulars 1 Employment History ] Emergency Contact ] Family Members ] Education ]

New NRIC [71130135%5 - Old NRIC - Emplovee's Photo
State W MALAYSIAN (1) W = Address Lot 2111
Gender Male (M) -
EZDEET 30111978 QI . Mailing Address
Place of Birth
Nationalty MAL&YSIAN [01) -

Tel No (House) X
Race [CHNESE©D ﬂ . 012-8338767

Offi
Relgion CHRISTIAN (02) -l - —
(Mobile)

Bumiputra [T Non-Resident r

Email Address
Foreigner F

Additional Info.
Passport No Password

Date of Issue =
Date of Expire B
Employee Details J Employmet Info J Payment Info J Information on Spouse J

© A S ‘ @

Mew Save Delete Print Transfer Employee

Eirst Previous Mext Last ‘

@

Help

20

7.1 PERSONAL PARTICULARS > EMPLOYEE DETAILS

Employee Details (DEMO)

Employee No ‘pa Q,

Position ‘EXECUTIVE a1

Employee Name

ﬂ »« Pay Mode

‘CHANG WING SHENG

Wanthly () ﬂ .

Without Attencance [

Personal Particulars H Employment History I Ermergency Contact I

Family Members I Education

|

Mew NRIC ‘751 130-13-5355 ® QOld MRIC e Employee's Photo
State WA MALAYSIAN (01) ﬂ = Address Lot 2111
Gender Male (M) ﬂ =
Date Of Birth 30-11-1873 =] Malling Address
Place of Birth
Mationality MALAYSIAN (01) ﬂ -

Tel No (House) 012-8338787
Race CHINESE (02) ﬂ -

Orffice
Religion CHRISTIAN (02) ﬂ - ¢ !
(Maobile)

Bumiputra [T Non-Resident r

Email Address
Fareigner r

Additional Info.
Passport No Passward

Date of Issue B
Date of Expire @
Employee Details l Employment Info J\ Payment Info J\ Infarmation on Spouse
£

S B & = Eirst | Previous | Mext Last ©) =
New Save Delete Print Transfer Employee Help Exit
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» Old NRIC, New NRIC — Option to select the default NRIC for the report.

YV V VY VY

A\

vV V V VYV

ey MRIC |7g113[|,13,5355 @ Old HRIC ‘ @

State lmﬂ - Address Lot 2111

Gender Wﬂ =

Date Of Birth ST E " Mailing Address

Place of Birth [

Mationality Wﬂ =

Race CHINESE (02) ﬂ = Telte (Fovse) ‘012-833878?

Religion Wﬂ = (o) ‘
{Mabile)

Bumiputra [T Mon-Resident [ il 2ol

FEEETEr r Additional Infa.

Passpart No ‘Password

Date of Issue B
Date of Expire 3

Employee Details l Employment Info l Payment Info J Information on Spouse

State - System Setup> Employee Classification > State.
Gender - Male or Female.

Date Of Birth — Use to get age of employee for statutory contribution calculation such as SOCSO (E.g.
For employees 60 years old and above, SOCSO paid by the employer only).

Place Of Birth
Nationality —System Setup> Employee Classification > Nationality
Race —System Setup> Employee Classification > Race

Religion —System Setup> Employee Classification > Religion
Bumiputra — if Tick ¥ represent Bumiputra, Un-Tick [ represent Non-Bumiputra

Non Resident — if Tick 1] represent Resident, Un-Tick [ represent Non-Resident

B Please refer to setting in System Setup > Company Profile > Tab System Parameter > Non Resident Tax
Rate

- Individuals who spend less than 182 days per year in the country are classed as non-residents and are
subsequently subject to different tax regulations. Non Resident tax rate will be used when calculate PCB if the
employee classify as non-resident

- Resident indicator and Non Resident Tax rate will be used for PCB calculation in Payslip Entry.
Foreigner
Passport No, Date Of Issue, Date Of Expire
Address, Mailing Address, Contact No. (House, Office, Mobile), Email Address

Additional info — To enter additional info of employee.
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7.2 PERSONAL PARTICULARS > EMPLOYMENT INFO

Marital Status lmij . Mo, Yyife ,gi
No. Children ’07 Spouse Work 77 [v

Date Joir/ Confirmation ,W g FEEE |

Resigned Date li g Point Of Hire |

Transfer Date ] Paint Of Origin~~ |

Transfer (Note =)

Term of Contract

n If "Ma. Children" greater than 0, System will use this for child relief, else please enter must enter into "Family Members"

Employee Details J J Payment Info J Infarmation on Spouse

»  Marital Status, Spouse Work, No. Children
B Employer needs to input related information for monthly PCB calculation.
B No. of children here will be overwritten by the child that was recorded in Family Member

Mean that when system calculates the monthly PCB, it will use the record (No. of children) in Family
Member, if Family Member not child info recorded, then it will use the record (No. of children) in
Employee Info.

Date Join / Confirmation — To enter employees’ date join or confirmation

Resigned Date — Employees who resigned are not allowed to create new payroll entries.
Transfer Date —Date transfer from/to other work place.

Transfer (Note **)

Probation — Length of Period before confirmation

Point Of Hire — location designated of the Employment Contract.

Point Of Origin — The employees’ origin location.

YV VvV ¥V ¥V V VY V VY

Term Of Contract — For company’s contract with employee.
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7.3 PERSONAL PARTICULARS > PAYMENT INFO

Statutary Info
Payroll Station |HQ {on ﬂ =
Department®arksite |ADN1IN (ADMIN) ﬂ . v Pay Overtime  hultiple OT Table | j
Section |NA (N ﬂ . [ Pay EPF EPF Code |
Grade 0 - Scherne Tablel(8%x13%)  +|
S0CS0 Cod
Pay Type [CAsH @ ﬂ N v Pay50CS0 ode |791130135355
Bank Account Info Scheme |Local ﬂ
Bank [CIMB BANK BERHAD (05) & ey et?
u BF Code |
Accaunt Mo, |1234SB?89
[ Pay Tax Tax Code |
Account Holder |CHANG WING SHENG
Tax Area ,KL— hd
Ale Holder NRIC |?91130—1 35355
r Monthly Zakat ’W ,W %
Bank Charge 0.00 Zakat Commence |
Date
Zakat Account |
Allatrment Bank Account [v Pay HRDF
Employee Details J Employment Info J J Information on Spouse

»  Payroll Station — Type of category to group employees. Can be business Location, Business Type or any
others.
B Payroll Station - System Setup> Employee Classification > Payroll Station
B Payroll Station is most important type of classification; it will be applied in most of the report.
E.g. EPF report, SOCSO report, ZAKAT report, PCB report, Payslip Summary Report and etc.
» Department/Worksite — Category for Department or Worksite
B System Setup> Employee Classification > Department/Worksite
» Section
B System Setup> Employee Classification > Section
» Grade
B System Setup> Employee Classification > Grade
> Pay Type — Pay by Bank, Cash, Cheque or TT
B System Setup> Employee Classification > Pay Type
»  Bank Account Info.
B Bank — System Setup> Employee Classification > Pay Type
B Account No. —Bank Account No.
B Account Holder — Bank Account Holder
B A/c Hdr. NRIC — Account Holder NRIC
B Bank charge — Bank charge amount is occupy
»  Allotment Bank Account

o If employees have more than one payment account. The additional account can be entered
into Home Allotment. Allotment Amount to family member can be by Amount or
Percentage. For example, employee have salary RM5000, he can allocate first portion
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RM2000 to Account A, RM1000 to Account B and rest to Account C. Or 40% to Account A,
20% to Account B and 40% to Account C.

- The periodic of allocation based the sequence which you enter. For example, if first
is pay to Account A, the account must be maintains first, then enter second and
third portion bank account.

o Pay Type Pay Type

o Allotment Amount — Amount or percentage.

o Bank - System Setup> Employee Classification > Bank
o Account No. —Bank Account No.

o Account Holder — Payee name

o Account Holder NRIC — Payee NRIC

o Relationship — Relationship with the employee

o Remark
Home Allotment @

No ‘ Pay Type Amount | Percentage (%) [ Bank Account Mumber Account Holder |
< >
Pay T o

S T | ﬂ Account Holder |
Allotment Amont | 0.00 I 0 g » AccountHolder NRIC |
Bank | w| . Relationship |
Account No | « Remark |

‘ Close
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> 7.4 Statutory Info

** Statutory Info can be disabled in Company Profile screen. For Example, if “Pay Zakat” is unchecked

[ PayZakat  jccess to the option of “Pay Zakat” will also be disabled in employee profile

Company Profile - DEMO

Statutary Parameter

Company Details | Contact Details | System Parameter I

Tax Calculation Parameter

Payrall Parameter

X

2] (e Ouiatiline Tax Calculation PCE Caloulator | » Default Job Center Iha =]
Default State W MALAYSIAN (01
v/ Pay EPF Non Resident Tax Rate 2800 j o =
Table | (9% 13%) - Default Daily Rate ‘Onshnre Rate ﬂ
Annual Gross Remuneration (G.P. 80) 0.00
¥ Pay S0CS0 Allow to change Basic Rate in Payslip Entry [v
Show Only MTD » 0 r
Local - Mo. of Payslip allowed for Employee per month 3 -
EPF contributions are tax deductible [v
[+ PaysIP Employee Mo
Maxirum EPF Tax deductible 400000
[ PayBF Auto Running Employee No F
System Calculate Leave Pay Rate [v
[+ Pay Tax Default Prefix ]—4|D - FPrefix Use access manager control r
KL -
Aftendance Farameter
[ Pay Zakat
d Attendance Cutoff Period 6~ — |es |
Person In Charge for Statutany ‘
[+ Pay HRDF Unpaid leave go to Leave Entry [v
Short time go to Leave | Lateness r
ECOTIMEPRINT ATTENDANCE DATABASE
‘C\ECOTP‘\D&IE\ECOAT MDB B Others Parameter ‘
B @ =
Save Help Exit

The following the statutory info access option in Employee Profile

Statutary Info

v Pay Overtime

Iv Pay EPF

V¥ Pay SOCSO

|v Pay SIP

IV Pay Tax

| Pay HRDF

Multiple OT Table [

EPF Code |

Scheme |Table | (3% X 13%)

30CS0 Code 791130135355

Scheme [Local

Kl

BF Code |

Tax Code |

Tax Area | KL

Monthly Zakat ||_‘| 0o 0.00

> |4

Iakat Commence |
Date

Takat Account |

47



m PAYROLL SYSTEM

B Pay Overtime
= [f this option is not selected, it means that the employee is not entitled to overtime pay.
= Multiple OT Rate Per Day - System Setup> Payroll Item Setup > Multi OT Table

This option is used to handle multiple overtime pay per day. E.g. OT Table OF1, WORKDAY
overtime rate from 0 to 4hrs is 1.5, 4 hrs to 10 hrs is 2.0. Multi-OT will be used in Batch Posting to
link with the overtime record of the ECOTimePrint attendance system.

G Payroll Item Setup x

Multi OT Table

No. | Table Code Work Day OT Category | Hour (From) | Hour (To) | OT Rate | Add User Add Time Update User
1 oF HOLIDAY OR1 0.00 4.00 150 sdmin 15.05-2021 091440 admin
2 OoF HOLIDAY oR2 400 1000 200  admin 15-05-2021 091440 admin
3 OF1 OFFDAY OR1 0.00 400 1.50  admin 15-05-2021 09:14:40 admin
4 OF OFFDAY oR2 4.00 10.00 200 admin 15-05-2021 091440 admin
5 oF RESTDAY OR1 0.00 400 150  admin 15-05-2021 091440 admin
&  OF RESTDAY oRr2 4.00 10.00 200 sdmin 15.05-2021 091440 admin
7 OF WORKDAY OR1 000 400 150  admin 15-05-2021 091440 admin
& OF WORKDAY oR2 400 10.00 200 admin 15-05-2021 091440 admin
< >
Table Code | | .
Work Day | v| -
0T Code | v] »

Hour (From) 0.00
Hour [Ta) 0.00
0T Rate 0.00

5 A =

New Save Delete Exit
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B PayEPF

=  |f this option is not selected, it means that the employee is not entitled to EPF contribution.
= Scheme - System Setup> Statutory Setup > EPF Category
= EPF Scheme can be created and selected for different employees

Mo, | Category Code | Category Description | Uze Table | Employee Contribution | Employer Contribution | Status ~
1 Table & % x13% 1] 11.00 13.00 WaLlD
2 Table B 5.5% 1 6.5% YES 5.50 650 WALID
3 Table C 8% u13% MO 8.00 13.00 WaLlD
4 TABLE COVID.. 7xx13% MO 7.00 13.00 WaLlD
] Table D 4% v B.85% YES 4.00 650 WALID
5 Table E 0% x 4% YES 0.00 4.00 WALID
7| TableF
8 Table G 5.5% ®E% MO 0.00 0.00 WALID
3 Table H 0% 3 4% NO 0.00 400 “alLlD
10 TABLE | 9% X 13% YES 9.00 13.00 WaLlD v
< >
Category Code Table F
Category Description |11z = 13%
Use Table

Employee Contribution 11.00

Employer Contribution 3.00

III Z
a
<

Status WallD ~

B @‘B‘

Save Frint Exit

B Pay SOCSO

= |f this option is not selected, it means that the employee is not entitled to SOCSO contribution.
=  SOCSO Code (For local employees, it is NRIC No)
= SOCSO has two scheme option “Local” and “Foreigner”. System Setup> Statutory Setup > EPF Category

[v Paysocso  SOCS0 Code 791130135385
o=

Scheme

L
» System Setup> Statutory Setup > SOCSO Table.

Statutory Setup - DEMO

S0CS0 Table

Mo ‘ Takle Co.. | Start With End With | Employee Contribution | Employer Contribution Tatal Contribution Second Category | A
1 S0C50 oo 30.00 oo 0.40 050 030
2 50C50 3001 50.00 0.2o 070 040 050
3 30CE0 50.01 70.00 0.30 1.10 140 0.80
4 S0C50 mnm 100.00 0.40 150 1.490 110
5 S0C50 100.01 140.00 0.60 210 270 150
6 S0CE0 14001 200.00 0.65 2.95 380 210
7 S0C50 20001 300.00 125 4.35 560 310
8 S0CS0 30001 400.00 1.75 6.15 740 4.40
9 S0Cs0 40001 500.00 2.25 7.85 1010 550
1 50C50 500.01 B00.00 275 9.65 1240 B.90
1 S0CE0 G000 700.00 3.25 11.35 1450 810
12 S0C50 70001 800.00 375 1318 16.90 940 ¥
< >

Start With 0.00

End With 0.00

Employee Contribution 0.00

Employer Contribution 0.00

Total Contribution 0.00

Secand Categony 0.00

o =] =] =
New Save Delete Print Exit
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B Pay BF (Baitumal Fund)

= |f this option is not selected, it means that the employee is not entitled to Baitumal Fund contribution
= System Setup> Statutory Setup > Baitumal Fund.

m Statutory Setup - DEMC

Baitumal Fund Table

MNao. | Start With | EndWith | Employee Contribution | Add User Add Time Update User Upila
1 0.0 300,00 000 admin 13-05-2021 12:16:13 admin 13-05
2 300 1000.00 100 admin 13-05-2021 12:16:13 aclmin 13-05
3 1000.01 2000.00 200 admin 13-05-2021 12:16:13 admin 13-05
4 2000.01  9999999999.00 400 admin 13-05-2021 12:16:13 aclmin 13-05
< >
StartWyith 0.0o
End ‘With 0.0o
Employee Contribution 0.00
[ B = C4
Dew Save Delete Erint Exit

B Pay Tax (PCB)

] If this option is not selected, it means that the employee is not entitled to Tax deduction

=  The employee's tax code and tax zone are mandatory for employees who are entitled to tax

=  Tax calculation can be "Tax Table" or "PCB Calculator". Please refer to the company profile
"Tax Calculation" below (System Setup> Company Profile > System Parameter).

Company Profile - DEMO @
Company Detawlaw Contact Details | System Paramete
Statutory Parameter Tax Calculation Parameter Payroll Parameter
| Py il ITax Calculation PCB Coloulatar - *I Default Jo Center Na ]
Default State W WALAYSIAN (07
v/ Pay EPF Non Resident Tax Rate | 2800 | o =l
Table | (3% X 13%) - Default Dally Rate |Onshore Rate j
Annual Gross Remuneration (C.P. 8D) 0.00
¥ Pay 50CS0 Allow to change Basic Rate in Payslip Entry r2
Show Only MTD > 0 -
Local - No. of Payslip allowed for Employee per month 3 -
EPF contributions are tax deductible v
|v" Pay SIP Ermnployee MNo
Maximum EPF Tax deductible A000.00
| PayBF Auto Running Employee No -
System Calculate Leave Pay Rate v
[v' Pay Tax Default Prefix |—4|D - Prefix Use access manager control -
KL -
Attendance Parameter
[ Pay Zakat
g Attendance Cutaff Period 6 | — [ |
Person In Charge for Statutany ‘
[# Pay HRDF Unpaid leave go to Leave Entry v
Shorttime go to Leave | Lateness r
ECOTIMEPRINT ATTENDANCE DATABASE
|C\ECOTP\Data\ECOAT MODB B Others Parameter ‘
B @ C4
Save Help Exit
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=  System Setup> Statutory Setup > Tax Table

Statutory Setup - DEMO E
Tax Table
Show Tax Table
Start with End with Single MMSAAT MMAAAT MMAAZ MMAANS MMAA MMANS | MMAWE [ Mwaan2
< >
Start With End ‘With 0.00 Single 0.00
Spouse Wark Spouse Unemployed
No. [ Child [ ToxPayable| A Mo, [ Child Tox Payable| A
1 AR oon 1 MMNWAMD 0.00
2 [ 0.on 2 MRANAAAT 0.00
3 MMWAYZ 0.00 Tax Payable 3 MMNWANZ 0.00 Tax Payable
4 AR ooo ’7000 4 RAMMNAANS 0.00 0.00
5 (RIS E ] 0.on 5 MANAARA 0.00
B MMWANS 0.00 B MMNAANS 0.00
7 AR AAE ooo = 7 MMNWANE 0.00 b
8 MRAAAYT 0.on Save 8 MAMNAANT 0.00 Save
9 RARAYAAAE ooo 9 MMNAANS 0.00
10 AbAYAAE 0.on 10 MMNAANG 0.00
1 MMWWITD 0.00 11 MMNWAYTD 0.00
12 hhefiiiT 1 ooo 12 MMMAAATT 0.00
13 RAhAY i1 2 0.on 13 MMNWANT2 0.00
14 MMWWIT3 0.00 14 MMNWAVTS 0.00
15 Rhdui'T 4 noo 15 MANAANTA 0o,
16 RARAAAAME nnn 16 MARARRAALAR nnn
o B = E
New Save Delete Print Esit
B Pay Zakat

= Monthly Zakat (Amt / %) — Zakat contribution can be a fix amount or by percentage which deduction from
monthly PCB. Zakat deduction is applied to the tax deduction amount.

For example, if the employee’s monthly PCB is RM500, if enter Zakat amount RM100, system will deduct
RM100 from monthly PCB RM500, therefore PCB/Tax deduction is RM400.

If enter 60% to Monthly Zakat, system will deduct 50% which is RM300 from Monthly PCB RM500, therefore
PCB/Tax deduction is RM200

= Zakat Commence Date

= Zakat Account — Employee’s Zakat account.

B Pay HRDF — The amount which pay to PEMBANGUNAN SUMBER MANUSIA BERHAD.

" The HRDF fee for registered employers is 1% of the monthly wages of each employee

. Monthly wages included fixed salary and fixed allowance, non-fixed remuneration such as bonus, commission or incentives
are not liable to HRDF

51



m PAYROLL SYSTEM

Statutory Setup - System Setup> Statutory Setup > Statutory Setup

= To update statutory records, you must have an internet connection and a valid annual subscription of
statutory update

@ Statutory Setup - DEMO

Statutory Update

L o
EPF Table SOCS0 Table
o o
EIS Table TaX Table

3 C

PCE Calculator Exit

7.5 Tab Information on Spouse

Employee Details (DEMO) @
Emgloyee No  [F3 Cl Employee MName \CHANG WING SHENG -
Position ‘EXECUTI\/E 1 ﬂ - Pay Mode honthly (W) ﬂ - ‘withaut Atendance [

Personal Particulars I Employment Histary I Emergency Contact T Family Members T Education ]
Mame of Spouse ‘ Tax Area -l
MRIC Mo, (New) Incorne Tax Mo

(Old)

Address

Name Of Employer ‘
\
\
\

Occupation
Contact No
Passpart Mo
Employee Details l Employment Info J\ Payment Info l iinformation on Spouse:
. [
i H 'g] = Eirst Previous Next Last @ E
Ldew Save Delete Erint Transfer Employee Help Exit

Name Of Spouse

NRIC NO. — Spouse’s NRIC

Address — Spouse’s address

Name Of Employer — Spouse’s Employer name.

VVVYVYYVY

Occupation — Spouse’s position.

Contact No — Spouse’s contact no.
Passport No.

Tax Area — Spouse’s Tax Area.

Income Tax No. — Spouse’s Income Tax No..

YV VVYVYVYVY
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7.6 Tab Employment History

This screen use for recording employee’s job and salary history such as employee’s start date, end date, basic pay,
department, and position. You can also use this to keep track of employee’s movement.

»  Add Record to List

Enter following information and click “Add” Button

- Start Date — This can be employment start date, contract start date, or increment start date.

- End Date — End date can be employment end date, contract end date, or increment end date.

- Basic — Basic Salary which will be used for payroll calculation in Payslip Entry screen. Basic salary is normally
for the monthly pay Staff.

- Working days per month — This will be used for monthly employee’s overtime calculation. For example,
overtime pay formula : Basic / 26 days / 8 Hrs x 3 OT hrs x 1.5 (Rate)

This can be used to overwrite the monthly days work in Pay Mode setup screen in below.

Employee Classification

Pay Mode
No. | Pay Mode | Description Use Calendar | payesy|  Hour sy Add User Add Time
1 D Daily MO 1 8 admin 14-05-2021 09:40:01
2 H Hourly NGO 0 1 admin 14-05-2021 09:40.01
3 M Monthily MO 26 208 admin 14-05-2021 08:40:01
< >
Pay Mode -
Description ‘
Use Calendar (s} -
Day (s) ’—U
Hour (s) [i}

8 C
Save Exit

- Onshore/Home Rate — Day Rate for daily Staff. The rate can be onshore rate or Home rate.

- Offshore/Outstation Rate — Day Rate for daily Staff. The rate can be offshore rate or Outstation/Travel Rate.
- Department/Worksite — The department or work location for this movement or this salary record.

- Position — The position for this recorded salary.

- Remark
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*** Available Option: If the column Available is tick I , the salary rate will be show in Payslip Entry.

Employee Details (DEMO)

Employee No [P C Employee Mame  [CHANG WING SHENG -
Position |E><ECUT\VE 1 ﬂ + Pay Mode honthly (b) ﬂ = YWithout Attendance [
Personal Particulars T T Emergency Contact T Family Members T Education 1
Start Date 2 | Joh Center | ﬂ -
End Date iz DepartmentAWarksite | ﬂ -
Basic 0.00 Paosition | ﬂ .
Working days per month - Remarks |
OnshoresHome Rate 0.0000 o
OffshorefOutstation Rate nooon ¢ Add ‘
able | Start Date | End Date | Basic | Mo. Of Work Days Per ... | Onshore/Hotne Rate | Offshore/Outstation Rate | Job Center ‘ Departne
< 01-11-2011 2000.00 0.00 0.00 Na (NA) ADMIN (,
< >
n Fortnula of basic rate per day © [Basic] ¥ [No Of Day Work] £ [Working days per month)
T
=
S H @ o Eirst | Previous | Next Last @ E
Mew Save Delete Print Transfer Employee Help Exit
Payslip Entry — Basic Entry
Basic 1 Overtime | mlowance | adustPay | Leave|Absent | Bonus | Other Deduction | Pay Back | Raunding
Basic Type From To Total Unit Unit Rate Offshore|Custation Amount
[warkday w |[z505-2021 3 |[zs072021 3| 2000 | v | C 000 |
Joh Center Remark START DATE | END DATE JOB CENTER
(& - |
Basic Type From | To Total Unit Unit Rate | omg
< < >

»  Edit Record in List

- When you select the record to edit, the “Add” button will change to “Update” button.
- Edit the record and click “Update” Button to confirm.

>  Delete Record from List

- Todelete record from list, highlight the item in the list and press “Delete {Del}” key.
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7.7 EMERGENCY CONTACT

e This screen is used to record emergency contact of employees

Employee Details (DEMO) @
Emplayee No ‘pa Q, Employee Name |CHANG WING SHENG =
Position ‘EXECUTIVE RID] ﬂ = Pay Mode hanthly (M) ﬂ - ‘Without Attendance -

Personal Particulars T Employment Histary T Family Members T Education ]
Contact Person | Address
Contact Mo [ Add
Contact Person Address Contact No
< >
- =
N4 B = = First | Previous | hext Last € =
Mew Save Delete Print Transfer Employee Help Evxit

>  Add Record to List

Enter following information and click “Add” Button
- Contact Person

- Address

- Contact No.

»  Edit Record in List
- Select the record which you want to edit.

- Edit the record and click “Update” Button.

»  Delete Record from List
- Todelete record from list, highlight the record in the list and press keyboard “Delete {Del}” key.
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7.8 FAMILY MEMBERS

e This screen is used to record family members of employees

Employee Details (DEMO) @
Emplayee No ‘pa CH Employee Name ‘CHANG WING SHENG =
Position ‘EXECUTIVE (1 ﬂ = Pay Made anthly (M) ﬂ = Without Atendance [

Personal Particulars I Employment Histary I Emergency Contact I 4Family Members I Education l
i [ Canmkr h ["lsChid  Child Relief
Date of Birth B Relationship |
Age i Occupation | Add
Hame |DateotBith | age | Gender | Relationship | oceupation 15 Child 27| No_of Child Relief
< >
J <
B = = Eirst | Previous | Next Last @ =
[ Save Delete Print Transfer Employee Help Exit

>  Add Record to List

Enter following information and click “Add” Button
- Name : Name of family member
- Gender
- Is Child: If the family member is the child, then tick this option. The Age of child will be calculated base on the
Date of Birth.
** Children recorded here will overwrite the no. of child in Employment Info. Mean that when system
calculates the monthly PCB, if no child record in “Family Member”, then it will use the record (No. of children)
in Employee Info.
- Child Relief: No of child relief for PCB calculation.
- Date of Birth: Use for child’s age calculation.
»  Edit Record in List
- Select the record which you want to edit.
- Edit the record and click “Update” Button.
»  Delete Record from List

- Todelete record from list, highlight the record in the list and press keyboard “Delete {Del}” key.
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7.9 EDUCATION

e Tab Education Particulars

m Employee Details (DEMO) @
Employee Mo [B3 o Employee Mame  [CHANG WING SHENG -
Puosition ‘EXECUTI\/E an ﬂ «  Pay Made hanthly (M) ﬂ - ‘Without Attendance [

Personal Particulars T Ernployment History T Emergency Contact T Farnily Members T 'Educatinn' ]
school £ Intitution / University # Colleges / Vocational / Others ‘
Year (¥YYY)  Start End
Major Minor
Grades / Degrees / Diglomas / Certificates / Obtained \ Add
Schoolfnstitution/University/Collegesivocational/Others ‘ Year Start | “rear End ‘ Iajor binor ‘ Grades/Degrees/Displomas/Certificates/O1
< >
Education Particulars J\ Course &Training Particulars J
3
=
N4 H 'g] = Eirst | Previous Next Last ©) E
Mew Save Delete Brint Transfer Employee Help Exit

»  Add Record to List
Enter following information and click “Add” Button
- School / Intitution / University / Colleges / Vocational / Others
- Year (YYYY): Start /End
- Major/Minor
- Grades / Degrees / Diplomas / Certificates / Obtained

»  Edit Record in List
- Select the record which you want to edit.

- Edit the record and click “Update” Button.

»  Delete Record from List
- Todelete record from list, highlight the row and press keyboard “Delete {Del}” key.
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e Tab Course & Training Particulars

Employee Details (DEMO)

Emplayee No ‘pa Q, Employee Name |CHANG WING SHENG
Position ‘EXECUTIVE RID] ﬂ = Pay Mode hanthly (M) ﬂ - ‘Without Attendance -
Personal Particulars T Employment Histary T Emergency Contact T Family Members T Education ]

Course Title [

walidity ‘ - |

Training Institution Add

Course Title | walidity From ‘ Walidity To Training Institution

< >

Education Particulars J\ {Course &Training Particulars: J
D
LS
N4 H @ = Eirst Previous Mext Last ©) E
= Save Delete Print Transfer Employee Help Exit

»  Add Record to List
Enter following information and click “Add” Button
- Course Title
- Validity
- Training Institution

»  Edit Record in List

- Select the record which you want to edit. When highlight the row, the button will change from “Add” to

“Update” button.
- Edit the record and click “Update” Button.

»  Delete Record from List

- Todelete record from list, highlight the row and press keyboard “Delete {Del}” key.

58



PAYROLL SYSTEM

8.0 IMPORT EMPLOYEE

8.1 Import Employee From Excel

Select the template file, and then click the "Save" button to save the records to the system database.

** Note: Default path C:\ECOPR\Template\Employee.xls

G Import Employee @
Import Empoyee From Excel I Import Employee From ETA | Impart Salary Rate | Impart Payslip
Source Path [erECOPRITemplats\Employee xis
Mo | Finger Print. \ Payroll ID | Employee Name IC No | Passpaort No. | DOB Gender \ Pay Mode \ Religion \ Department Positior|
D 11 P1 MOHD AZMAN BIN KA, FEMALE Monthly CHRISTIAN ADMIN ACCOU
DQ 2 P2 IMAR MUKRONI BIN 5 MALE Monthly CHRISTIAN ADMIN ExECU
3 3 P3 CHANG WING SHENG 791130-13-53 Password 30-11-1979  MALE Monthly CHRISTIAN ADMIN ExECU]
D4 4 P4 TAN KIAN MUN MALE Monthly CHRISTIAN ADMIN ExECU]
Dﬁ i) P3 MAHATHIR BIN SALLEH MALE Monthly CHRISTIAN ADMIN ExECU]
DE ] Pé& MUHAMMAD FAJAR P MALE Monthly CHRISTIAN ADMIN TECHNI
D? 7 P7 ARDILLA ANAK NGER MALE Monthly CHRISTIAN ADMIN ExECU]
< >
‘ @ SelectAl (" Clear All
Inserting incomplete records into the system database wil be tracked as inactive employees. Please complete the employee information and delete the resigned Date in the
employee profile
Save Exit

The system will check whether the employee meets all mandatory requirements. In the "Mandatory" column, it will
indicate the information required before importing.
** |f the employee number already exists in the system database, it will not be displayed in the list.

G Import Employee @
Impon Empoyee From Excel 1 Import Employee From ETA. | Import Salary Rate | Impar Payslip
Saource Path \c\ECDPR\Temp\axe\Empmyee s
Date \ Pay Type \ Bank \ Account No Mandatory \ Update User \ Up
BANK CIMB BANK BE MNRIC Mo., Date of Birth, Account Number admin 08
BANK CIME BANK BE. NRIC No., Date of Birth, Account Number admin 0g-
21 CASH CImB BANK BE... 123436789 admin 08
BANK CIMB BANK BE. NRIC Mo, Date of Birth, Account Number admin 08+
BANK CIMB BANK BE MNRIC Mo., Date of Birth, Account Number admin 08|
BANK CIME BANK BE NRIC No., Date of Birth, Account Number admin 08
BANK CImEB BANK BE. NRIC No., Date of Birth, Account Number admin 08
< >
| @ SelectAl (" ClearAll
Inserting incomplete records into the system database will be tracked as inactive employees. Please complete the employee information and delete the resigned Date in the
employee profile
Save Exit
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8.2 Import Employee From ETA

To import employees from the ECOTIMEPRINT attendance system, first you need to make sure that the
attendance database is linked in the "Company Profile" screen

(3 Company Profile - ECO SOLUTION TECHNOLOGY .

Comparmy Detals | Contact Details  System Parameter |

Statutory Parameter Tax: Callculation Parameter Payroll Parameter
(2 ; AUl il Iria =
v Fay Overtime Tax Calcutation FCE Calouiator =] a Difault Jab Centir [ha =
=3 Default State IV ALANYSLAN (00
" Pay EFF 5 Non Resident Tax Rate 2800 J o -
Table | (5 13%) = Detault Daity Rate Onshora Riate -
Annual Gross Remuneration (C P. 80) 0.00 ! =]
[l Pay SOCSO — - Allow to change Basic Rabe in Payslip Entry [+
L N >
Local - Y No. of Payslip aliowed for Employee per mantn 3 -
_ EPF contriiutions are tax deduchinie o
v Pay SIP Emplayee Mo T —
Masirmum EPF Tax deductible 4000.00
™ PayBF Aute Running Employee No r )
Systemn Calculate Leave Pay Rate =
e Pay Ta Diefault Prefic — Prefix Use access manager control r
KL - .
Atendance Parameter
Pay Zakat
ay Attendance Cutoff Period e =] = = =]
_ Parson In Chasge for Stetulody
v Pay HROF Unpaid leave g to Leave Entry v
Shart tme ga to Leave | Lateness r

ECOTIMEPRINT ATTENDANCE DATABASE

|E‘ \ECOTPYDats\ECOMT MOE Oihers Parameter |

] @ ] |
Serva Hedp Enit

Click the "Search" button to display the employee records. Check the selected employees and click the "Save"
button to save the records to the system database.

E Import Employee @
Import Empoyee From Excel T Import Employee From ETA T Import Salary Rate T Impoart Payslip
‘ |Emp\ﬂyaa Mame j S
Mo | Finger Print ‘ Payroll ID ‘ Employee hame | IC No ‘ Passport No | DOB | Gender | Pay Mode ‘ Religion ‘ Department PoOsi A
1 24001 GAN EN KEE
DQ 2 24002 NEOWY SHI DONG
DS 3 24003 CHEWY JING ZHAN
4 4 24004 CHEW JING TEM
s s 24003 LEE ZHING AN
e & 24006 TAN CHOON KIAT
7 7 24007 HENG JIN HUI
s s 24008 TARN JIAN DA
s o 24009 SOH ZHI =UAN
110 10 24010 YOU JOO TING
111 1 24011 LAU TZvY QING
12 12 24012 HAL RO |
13 13 24013 NG ZU HUI
114 14 24014 WWEE Yl ROU
15 15 24015 CHAN ZHI TING
116 18 24016 WWEL YT QIN
17 17 24017 NGAI KAl LUN
M1 18 24018 NGAI KAl QING hd
< >
| @ Select Al " Clear All e
n Inserting incomplete records into the system database will be tracked as inactive employees. Please complete the employee information and delete the resigned Date in the
employee profile
B
Save Exit
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The system will check whether the employee meets all mandatory requirements. In the "Mandatory" column, it will
indicate the information required before importing.
Glmport Employee @

Impar Empoyee Fram Excel | Import Employes From ETA 1 Import Salary Rate | Import Payslip

Ermployee Name -] ﬂ

Arount No Update User A
. Fay . gion, Dep: 4 . i  Pay Fay Typ
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Position, Nationality, Race, Payroll Station, Pay Type YES admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Pasition, Nationality, Race, Payroll Station, Pay Type  YES adrmin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Position, MNationality, Race, Payroll Station, Pay Type YES admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Position, Nationality, Race, Payroll Station, Pay Type YES admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Pasition, Nationality, Race, Payroll Station, Pay Type  YES adrmin
MRIC Mo., Date of Birth, Pay Mode, Religion, Department, Position, Mationality, Race, Payroll Station, Pay Type YES admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Position, Nationality, Race, Payroll Station, Pay Type MO admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Pasition, Nationality, Race, Payroll Station, Pay Type  YES adrmin
NRIC Mo., Date of Birth, Pay Mode, Religion, Department, Pasition, Nationality, Race, Payroll Station, Pay Type  YES admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Position, MNationality, Race, Payroll Station, Pay Type YES admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Position, Nationality, Race, Payroll Station, Pay Type YES admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Pasition, Nationality, Race, Payroll Station, Pay Type  YES adrmin
NRIC Mo., Date of Birth, Pay Mode, Religion, Department, Position, Nationality, Race, Payroll Station, Pay Type YES admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Position, Nationality, Race, Payroll Station, Pay Type YES admin
NRIC Mo, Date of Birth, Pay Mode, Religion, Department, Pasition, Nationality, Race, Payroll Station, Pay Type  YES adrmin
MRIC Mo., Date of Birth, Pay Mode, Religion, Department, Position, Nationality, Race, Payrall Station, Pay Tvpe YES admin e
< >

‘ @ SelectAll " Clear All

ﬂ Inserting incomplete records into the system database will be tracked as inactive employees. Please complete the employee information and delete the resigned Date in the
employee profile

=
Save Exit

8.3 Import Salary Rate

Select the template file, and then click the "Save" button to save the records to the system database. If an invalid
record in your excel is displayed in the “Status” column, please verify the record and try again.

** Note: Default path C:\ECOPR\Template\Salary Rate.xls
G Import Employee @

Impon Empoyee From Excel 1 Import Employee From ETA | Import Salary Rate 1 Impont Payslip

Source Path |C'\ECOPR\Tamplate\Emplnyee Wiages xls

Status

ot Fo

ot Fo 1 1
2 Employee Mame Mot Fo... 10001 01-08-2017  30-09-2017 1000.00 0.0o0 60.00 SWF

n Double click on selected record to show the error status

Save
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8.4 Import Payslip

Select the template file, and then click the "Save" button to save the records to the system database. If an invalid
record in your excel is displayed in the “Status” column, please verify the record and try again.

** Note: Default path C:\ECOPR\Template\Payslip.xIs

E\mportEmployee @

Import Empoyee From Excel T Impont Employee From ETA T Impart Salary Rate T Import Payslip
Source Path [CAECOPRiTemplate\Emplayee Payslip s
no | status | Batch | Paysip Mo | Employee Mo | Employee Mame [ Pay moce | Payroll stati | Department | Position | Pay Date | |
1 Employee Mame Mot F August 2017 200000002 10009 D CASHIER 27-03-20... 10
2 Employee Marme Mat F August 2017 200000004 10001 ] CASHIER 27-03-20 134
3 Employee Mame Mot F August 2017 200000008 100010 i) 27-03-20.. 171
4 Employee Marme Mat F August 2017 200000008 100011 ] 31-03-20 171
5 Employee Mame Mot F August 2017 200000010 100012 D 31-03-20... 7t
[] Employee Marme Mat F August 2017 200000012 100013 [l 31-03-20 104
< >

n Double click on selected record to show the error status
B =
Save Exit

Make your “Pay Code” exist in the payroll item setup

Payslipxls [Compatibility Maode] - Microsoft Excel - >
am @ - =
P Wrap Text General - ié ﬂgﬁl Normal_Payslip  Mormal_Sheet1 | Normal - j‘I' :f\ ;_I ;’::t{jsum : %7 E‘a
| Merge & Center - |EE - o » || %8 5% Fi‘igi'?ﬁﬂnﬂgalv F?:Efetfs Bad Good MNautral = Insvert DEI.EtE Forrnat Py EiTt:.—af ;;T:d&-

El Mumber El Styles Cells Editing
W X ¥ Z AB AC AD AR " %
Tax |CP38| Other Deduction | PayBack Rounding | EPF Base SOCSC Base Tax Base Pay Type Pav Code “
0.00 0.00 10.00 2385 211000 2124 42 0.00 Basgic Type Workday
Overtime Type ND
Allowance Type 01
Adjust Pay 01
Leave Pay LA
Bonus Pay 01
Other Deduction Adv
PayBack/Rounding Payback
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9.0 CREATE BATCH

Enter Batch No, Pay Date Period. Calendar Days, Days Work, Public Holiday and Rest day, and then click the
“Save” button.

If the batch has been used for any postings, the batch cannot be deleted.

** Note: The Calendar Days and Days Work will be used for the calculation of employees’ overtime and leave pay.
Public holidays and rest days are used for display purposes in employee’s payslip.

G Create Batch

>
No. | Batch Pay Date From | Pay Date To Calenday Days | DaysWork | Public Holiday | Restday | .
1| 2021 FEB 26-02-2021 25.03-2021 =T R R C—_—t
2 2021 JAN 26-01-2021 25.02-2021 31 2% 0 0 ¢

Batch No. 2021 FeB
Pay Date 26-02-2021 3| 1o [25032021 =] K
Calenday Days Days Work
Public Holiday D Restday D
L - @

e Update Delete

TR

Help

Calculating formula for monthly employee overtime:

Option 1: Basic / Days Work / Work hrs per Day * OT Rate * OT Hours
Or

Option 2: Basic / Calendar Days / Work hrs per Day * OT Rate * OT Hours
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In the “Pay Mode” setup screen, if chooses to use the calendar “YES”, the overtime calculation formula will use the

calendar days.

G Employee Classification X
Pay Mode
Mo. | Pay Mode Description Use Calendar Day (s) | Hour (s) | Add User Add Time
1 D Daily NO 1 8 admin 14-05-2021 09:40:01
2 H Hourly NO o 1 admin 14-05-2021 09:40:01
3 M Mornithly NO 26 208  admin 14-05-2021 09:40:01
< >
Pay Mode M -
Description {Mnnlhly *
Use Calendar YES v
Day s) 2%
Hour (] 208
= =
Save Exit

Leave Pay Formula:

Monthly Staff
e Leave Days Rate = Basic / Calendar Days
e Leave Hours Rate= Basic / Calendar Days / Work hrs Per Day
e Leave Minutes Rate= Basic / Calendar Days / Work hrs Per Day/60

Daily Staff
e Leave Hours Rate= Home|Outstation Rate / Work hrs Per Day
e Leave Minutes Rate= Home|Outstation Rate / Work hrs Per Day/60
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10.0 ONE-TIME PARYOLL

One-time entry allows batch pre-entry of wage transactions. Payroll transactions include basic, overtime, allowance, adjust
pay, leave & absent, Bonus, deduction and pay back.

1@ One-Time Payroll - ECO SOLUTION TECHNOLOGY X
Batch |2021 JAN v . Payslip Date 25-02-2021 s Payslip Period  |07-2021
Employee No | |-
1G No Pay Made Posion [
Basic I Overtime 1 Alowance | AdustPay | Leave|Absent | Bonus 1 Deduction 1 Pay Back
Basic Type From To Total Unit Unit Rate Offshore | Oustation Amourt
[ w| 26012021 (3] [25-02-2021 @[ 000 | v r 0.00
Job Center Remark St
W >
Employee No. Employee Name ‘ Basic Type | From | To | Total Unit Unit Rate | OffShorejOustation | Amount ‘ Job ¢
1001 DAVIS Workday 26-01-2021  25-02-2021 31.00 10000.00 No 1000000 NA
< >
Fiter | =] Total Unit 3100 TotalAmount 10000.00
o L
Preview Exit

B 10.1 Tab Basic

Add New Basic Pay

»  Select Basic Pay Type (System Setup > Overtime Type)

»  From/To — The Basic pay period (From — To)

»  Total Unit — Number of days between From and To. For example: If from date “01-06-2015” to “15-06-2015”, the
total unit will be calculated as 15 days.

»  Unit Rate — Unit Rate is the basic pay amount. For monthly staff, it is the basic salary. If for the daily staff, it can
be the onshore/Home rate or Offshore/Outstation rate.

»  Offshore/Outstation — For daily staff, you can switch the pay rate between onshore/home and offshore/outstation
rate with this option.

»  Amount — Total basic amount for the employee.

»  Job Center

»  Remark

Edit Basic Pay in List
»  When you select the records, the “Add” button will change from “Add” to “Update” button.
»  Edit the record and click “Update” Button to confirm the change.

Delete Record from List
» To delete record from list, select the record and press keyboard “Delete {Del}” key.

Basic ] Cvertime ‘T Allowance ] Adjust Pay ‘] Leave | Absent \| Bonus ‘T Deduction ] Pay Back
Basic Type From To Total Unit Unit Rate Offshore|Oustation Amount
[wiorkday w|[26-01-2021 B [25-022001 3| 31.00 [ 10000.00 W I 10000.00
Joh Center Remark O Vpide
e >
Employee No. Employee Name Basic Type From To Total Unit Unit Rate | OffShorelOustation Amourt | Job ¢
Workday 26-01-2021  25-02-2021 31.00 10000.00 10000.00  NA,
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B 10.2 Tab Overtime

»  Overtime Type — (System Setup > Overtime Type)

»  From/To — Pay period (From — To) of the overtime. It is not mandatory, so you can leave it blank.

»  OT Hours/Days —Total overtime hours/Days.

»  OT Rate — Overtime rate.
For monthly staff, overtime rate = Basic / No of days (month) / Work hrs per day x Overtime Hours x Overtime rate.
If for the daily staff, overtime rate = (onshore/Home rate or Offshore/Outstation rate) / Work Hrs per day x Overtime Hours x
Overtime Rate.

> Offshore/Outstation — This option allow to switch between onshore/home and offshore/outstation rate when calculate
overtime for daily employee.
> Amount — Total overtime amount = OT Hours x OT Rate
> Job Center
> Remark
Basic overtime | Alowance | AdjustPay |  Leave|Absent | Eanus [ Deduction | Pay Back
Overtime Type From To OT Hours/Days 0T Rate Offshore|Custation Amount
] w [z50120m B | [z5-0z-2021 B 100 | 7211538 w | r [ a2
Joh Center Remark @ Update
ha | 1} J

Employee No OT Hours/Days

Employee Name

OT Rate | OffShore[Oustation
DAVIS 2.11538

Amount | Jol
72.11538 Mo 2 NA

7212 I

B 10.3 Tab Allowance

»  Allowance Type — (System Setup > Allowance Type)

»  From/To — Allowance pay period (From —To)

»  Total Unit — Unit of allowace.

»  Unit Rate — Allowance Rate.

»  Amount — Total allowance amount = Total Unit x Unit Rate

»  Job Center

> Remark

Basic | Overtime | Amowance | AdustPay | Leave|Absent | Bonus | Deducton Pay Back

Allowance From To Total Unit Unit Rate Amournt
[o1 v o2z @|feoeomn 3] E| o | 31000
Job Center Remark D Upcte
e |1}l J
| Employee i | Employee Name | Acwance Fram To Total Lnit Unit Rate Arnount | ok Center [ Rema|

1001 DAVIS 01 26-01-2021

25-02-2021 31.00 100.00 3100.00 MA
21 21

10.00 31000 HA

B 10.4 Tab Adjust Pay

»  Adjust Pay — Type of Adjust Pay. (System Setup — Adjust Type)
»  Description — Description of adjust pay.
»  From/To —The period (From — To) of this adjust pay.
»  Amount — Adjust pay amount.
»  Job Center
> Remark
Basic I Overtime | Alowance | AdjustPay |  Leave|Apsent | Bonus | Deduction T Pay Back
Adjust Pay Description From To Arnount
\ || proeez | 8| otz B8] 000
Joh Center Remark O
B | 1]
Employee No. Employee Name \ Adjust Pay Description From To Amuunt| Job Center
1002 SHRLEY a1 ADJUST PAY 01-01-2021 02-07-2021 30.00 NA
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B 10.5 Leave and Lateness

Leave|Absent — (System Setup > Leave Type)
Description — Leave | Absent Description

From/To — The period (From — To) of this leave pay.
Total Unit — Number of days or hours for the leave pay.
Unit Type — Days(s) or Hours(s)

Unit Rate —Rate for the leave pay

Amount — Leave pay amount.

VVVYVYVVYY

Basic I Overtime | Alowance | aAdustPay | Leave|Absent | Bunus | Deduction Pay Back
Leave|absent Description From To Total Unit — Unit Type Unit Rate Amount
I || peoi22i @ |peoiz0z1 B[ 000 [Hewem =] 000 | 0.00
Job Center B Remark O hatd
B | 1]

Employee No. | Employee Name | Leavejabsent | Description From To Total Unit|  unit Rate [ unit Type | Amount | Job
1001 DAYIS LA LATENESS 08-01-2021  08-D1-2021 100 4032 Hour () 4032 NA

B 10.6 Bonus

»  Bonus Type — (System Setup > Bonus Type)
»  Description — Bonus Description of the bonus pay.
»  From/To — The period (From — To) of this bonus pay.
»  Amount — Bonus pay amount.
»  Job Center
>  Remark
Basic Il Cwertime [ mlowance | AdustPay | Leave|Absent | Bonus | Deduction Pay Back
Bonus Description Fram To Amount
[ Adl o2z B|prormzn B o
Job Center Remark @ Add
(& ||
Employee Mo, | Employee Name | Borus | Description From To Amount | Job Center
1001 DAVIS o BONUS 01-01-2021 31-07-2021 S00.00 MNA
B 10.7 Other Deduction
»  Deduction Type — (System Setup > Deduction Type)
»  Description — Description of deduction type
»  From/To —The period (From — To) of this deduction.
»  Amount — Deduction amount.
»  Job Center
»  Remark
Basic | Overtime | Miowance | AdustPay | Leave|Absent | Bunus | Deduction Pay Back
Deduction Description From To Anourit
|| = \ B =l 000
Job Center Remark O Add
fua N
Employee No Employee Name | Deduction Description Fram | To Amuunt| Job Center
1001 DAVIS Aty ADVANCE 01-01-2021 31-01-2021 100.00 MNA
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B 10. 8 Pay Back

»  This deduction is after the Nett Pay
»  Pay Back — (System Setup > PayBack)
»  Description — Description of the Payback
»  Amount — Entering a negative amount will reduce the Nett Salary Paid.
»  Job Center
»  Remark
Basic | Cwertime [ mlowance | AdustPay | Leave|Absent | Banus | Deduction Pay Back
Pay Back Description Arnount
[ - | | [ 0.00
Job Center Remark S Add
[na ||
Employee No. Employee Name \ Pay Back | Description Amount | Job Center | Remark
1001 DAWIS Payback Payhack 10.00 WA

10. 9 FORMULA OF CALCULATION

Monthly Staff:

Calculating formula for monthly employee overtime:
Option 1: Basic / Days Work / Work hrs per Day * OT Rate * OT Hours
Or
Option 2: Basic / Calendar Days / Work hrs per Day * OT Rate * OT Hours

Calculating formula for monthly employee leave pay:
e Leave Days Rate = Basic / Calendar Days
e Leave Hours Rate= Basic / Calendar Days / Work hrs Per Day
e Leave Minutes Rate= Basic / Calendar Days / Work hrs Per Day/60

Daily Staff:

Calculating formula for Daily employee overtime:
Option 1: Home | Outstation Wages / Work hrs per Day * OT Rate * OT Hours

Calculating formula for Daily employee leave pay:
e Leave Days Rate = Home[Outstation Wages
e Leave Hours Rate= Home [Outstation Wages / Work hrs Per Day
e Leave Minutes Rate= Home|Outstation Wages / Work hrs Per Day/60

Hourly Staff:

Calculating formula for hourly employee overtime:
Option 1: Home [Outstation Wages * OT Rate * OT Hours

Calculating formula for Daily employee leave pay:
e Leave Hours Rate= Home [Outstation Wages
e Leave Minutes Rate= Home|Outstation Wages /60

** Note 1: If the “Include in wages” option of the Allowance Type is “Yes”, "Basic" or "Home | Outstation" will include
allowances for calculating Overtime and Leave Pay.

- For monthly employee, the “Basic” will be Basic + Allowance Amount

- For Daily employee, the Home|Outstation Wages will be Home|Outstation Wages + Allowance Amount
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** Note 2: Overtime Rate and Daily Rate Decimal can be set in Company Profile & Tab System Parameter = Click “Other
Parameter” button

I3 Others Parameter X
Overtime Rate Decimal 0.00 - Daily Rate Decimal 0.00 -
Work in Offday go to Basic r ‘Work in Holiday go to Basic r Payslip must delete from last employes's paysiip r
Work in Restday go to Basic r Absent go to Unpaid Leave r Automatic EPF Scheme for retirement age

©One batch can only have one payslip r

Mett Pay Rounding ] Income Rounding ]
B
From [Cents] To[Cents] Rounding Value [Cents)
[ 000 | 0o | 0.00 Add Save
No. I From (Cents) I To [Cents) | Rounding Yalue [Cents A
1 0.00 002 0.0
2 003 0.07 0oE
3 0.08 a10 o1
4 011 012 0ac
5 013 017 0.1t
B 018 0.20 020
7 0.21 022 paav
< >
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11.0 RECURRING PAYROLL

11.1 RECURRING ALLOWANCE (Fix allowance)

The allowance is calculated on a monthly basis. If the “Day Rate” option is checked, the allowance will be
calculated according to the "Total Unit" entered by the user. For example, Allowance = Total Unit x Rate.

If the "Fix Allowance" option is checked, it will cause an allowance to be automatically generated in the payslip

entry.

** Noted: To get batch posting of Offday allowance, Day Rate and Fix Allowance must be checked and Allowance Short Description must

be “OFFDAY”.

Job Center [ria

Remark [

@ Recuriing Payroll (ECO SOLUTION TECHNOLOGY) =5
Allowance T Deduction
Emploves \ v] W valdity Period | E - E N
Allowance Code ‘ ﬂ " r Rate 000
=] -

FixAlowance v

[+

Add

No | Employee No \ Employee Name

Allowance Code \ Description

\ Validity From \ walidity To | Day Rate \

Unit Rate | Fix Allowance \

1 1001 DAVIS

o1 ALLOWANCE

01-01-2021 31-12-2022  NO

500.00 YES

Joh Center

Sort By

2 1002 SHIRLEY 01 ALLOVWANCE 01-01-2021 31-12-2022 NO 300.00 YES

< >
ﬂ Allowance will be calculated by manthly basic, unless Day rate is checked

Filter

Ernployes Alowance Code Pay Mods g @ |*:

| = =iff =

Lo BOREN

ﬂ ‘Emp\nyee Mo

| Fralowance [

Print Exit

> Add Record to List

Enter the following and click the "Add" button

- Employee

- Allowance Code: Allowance Code can be created in System Setup > Allowance Type
- Validity Period (From/To) — Validity period to auto generate allowance pay when create payslip.

- Day Rate

- Rate — This amount can be Daily allowance Rate or Monthly allowance Rate

- Fix Allowance
- Job Center
- Remark

> Edit Record

- Select the record to edit
- Edit the record and click the "Update" button.

> Delete Record

- To delete a record from the list, select the record and press the "Delete{Del}" key on the keyboard.
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Filter & Search Recurring Record

Record can be filtered by parameter Employee, Allowance Code, Pay Mode, Job Center, and Fix Allowance.
The records can be filtered and searched by parameter “Employee”, “Allowance Code”, “Pay Mode”, “Job Center” and
“Fixed Allowance”.

@ Recuring Payroll (ECO SOLUTICN TECHNOLOGY) x|
Allowance T Deduction

Employee [SHIRLEY (1002) ~| «  validity Period  [o1-07-2021 B - [z @«

Allowance Code ‘ALLOWANCE on j “ Day Rate r Rate 300.00

Jab Genter |J1001 Tl Ewalowance @ 0

Remark [ Update

No. | Employee No. | Employee Name Allowance Code | Description | validity From | valicity To__| Day Rate Unit Rate | Fix Allowance |

i 1002 SHIRLEY o1 ALLOWANCE 01-01-2021  51-12-2022  NO 30000 YES

< >

ﬂ Allowiance will be calculated by monthly basic, unless Day rate is checked

ler
Employee Allowance Code Pay Mode f @ B
[SHIRLEY (1002) B2l =11 =1 Q
Erint Exit
o Ceriter Sor By Senarch
| [Emplayee Mo = | Fixalowance [+
Recurring Allowance Reports
. . . T
e To print report, filter the result with parameter and the click “Print” button
ECO SOLUTION TECHNOLOGY
Recurring Allowance Report
Erployee No.  Emplovee Nare Allowance code Allowance Description Validity Walidity Day Rate Aot Fix Tob Center Rernark
From To Allowance
1001 DAVIS ot ALLOWAMNCE, 01-01-2021 31122022 WO 500,00 YES 700
1002 SHIRLEY 0l ALLOWANCE 01-01-2021 31-12.2022 HO 300,00 YES 51001
Total : 800.00
Prepared By Verified By
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11.2 RECURRING DEDUCTION (Monthly deduction)

This function is used to deduct the employee's wages on a monthly basis. You can set a fixed amount to be deducted from the

employee’s salary each month.

@ Recuring Payroll (ECO SOLUTICN TECHNOLOGY) 3
Allowance T Deduction
Enloyes [DAIE (100T) B2 & Monthly Deduction ¢ Fixed Nett Pay Deduction
Deducion Type  [OTHERS (OTH) =] «
Start Date 07012021 E . Tatal Amount Deduction 1200.00
Youcher ‘ Monthly Deduction 100.00
Joh Center ‘NA ﬂ Previous Deducted Amaunt B/F 000 o
Remarks ‘ r Undate
Mo, Employee No. | Employee Name Deduction Type | Start Date Total Amount D Monthly Deduction | Previous Deducti... | Deduct Amoun... | Total Dect
OTHERS 01-01-2021
[#]2 1002 SHIRLEY OTHERS 0M-01-2021 2400.00 20.00 0.00 NO

< >

Filter

Employee Deduction Code Pay Mode @ E

\ =1 =1 a1 Q

Start Date Job Center Search Erint Exit
L1 B \ =] =

Sort By

‘Emplnyee Mo ﬂ |#" Show zera balance

Monthly Deduction — Deduction base on following parameter

- Total Amount Deduction: The amount will be deducted in payslip until the "Total Amount Deduction" is settled

- Monthly Deduction: Amount deducted from payslip every month

- Previous Deducted Amount B/F: If the previously deducted amount b/f is greater than 0, the “Total Amount Deduction”
will be reduced.

- * Total Amount Deduction = Total Amount Deduction — Previous Deducted Amount B/F

- Deduct Amount Each Payslip: The deduction will be in every payslip.

" Fixed Mett Pay Deduction

Total Amount Deduction 0.0o
kaonthly Deduction 0.0
Previous Deducted Amount B/F 0.00

Deduct Amount each Payslip [
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Fixed Nett Pay Deduction

— Deduction Amount = Nett Pay Salary — Fixed Nett Pay

" Monthly Deduction @ Fixed MNett Pay Deduction:

Deduction Amount = Nett Pay Salary - Fixed MNett Pay

Fixed Nett Pay 0.o0

Add Recurring Deduction

Enter the following and click the "Add" button
- Employee
- Deduction Type
- Start Date
- Select Option “Monthly Deduction” or “Fixed Nett Pay Deduction”
- Deduction Parameter (Please refer to above Monthly Deduction and Fixed Nett Pay Deduction)
- Voucher: Transaction Voucher number.
- Job Center

- Remarks

Edit Recurring Deduction

- Enter the filter parameter and then click “Search” button.

Filter

Ermployees Deduction Code Fay Mode

| al ) 1 Q

Start Date Job Center Search
B[ - &l | ] -

Sort By

|Emp|0yee Mo, ﬂ [v' Show zera balance

- Display search results and select records. Change the record and click the "Update" button to confirm the
change.

Delete Recurring Deduction

- To delete a record, use the filter parameter to search for the record.
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- Select the record and press keyboard “Delete {Del}” key.

Monthly Deduction Report

* To print the deduction report, filter and search records, then click the "Print" button

ECO SOLUTION TECHNOLOGY

Monthly Deduction Report
Emp. Mo Employee Hame Deduction Type Effective  Actual Stat  Total Armount Monthly Previous Total Dedusted Balance Fiied Nett Tousher Remarks
Date Date Dedustion Deduction  Deduction B/F Aot Pay Amount
Deduct Aonnt Bach  Job Center
Pavslin
1001 DAVIS OTHERS (OTH) 01012021 01012021 1,200.00 100.00 0.0 20000 1,000.00 000
W L T
1002 SHIRLEY OTHERS (OTH) 01012021 01012021 2.400.00 20.00 0.0 20.00 233000 000
wo T L
Prepared By Verified By
ECO SOLUTION TECHNOLOGY
Monthly Deduction Details
Deduction Type Description Date Start Min Mthly  Total Amount  Previous Deduction Eiruoumt Balance Monthly Deduction Details
Deduction Deeduction Amount BIF Deducted PaySlin Mo. Pay Date F—
DAVIS {1001y
OTH OTHERS 01-01-2021 100.00 1,200.00 0.00 20000 1,000.00 100000000 25-02-2021 100.00
100000003 25-03-2021 100.00
SHIRLEY {1002y
Total Amount Deduction : 3,600.00
LESS : Previous Deduction Amount BJ/F : 0.00

LESS : Amount Deducted : 220.00
Balance : 3,380.00

Prepared By Verified By

ECO SOLUTION TECHNOLOGY
Monthly Deduction Summary

Hao Ermployyes Matos Dechuction Description Date Start Total Previons Apaount Balance Current
Araomt Ded, Ded. Arat Deducted Deduction
1 DAVIS QTHERS 01-01-2021 1,200.00 0.0 200,00 1,000.00 :
2 SHIRLEY QTHERS 01-01-2021 240000 0.0 20,00 2,330.00 :
Tatal Arount Ded. 3,600.00
LESS: Previons Ded. At - 0.00
LESS : Araomt Deducted : 220.00
Balance m
Current Deduction : 0.00
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ECO SOLUTION TECHNOLOGY Fage fof f
DENOMINATION REPORT
(MONTHLY DEDUCTION)
Salary Faid Rhd100 RihitSd Rhiz0 Rhii0 Rhi5 Rhi1 Rhi0.5 Rhi0.2 Fihid. A Rm0.05

Emp Mo, Employee Mame

1001 DAVIS 1,200.00 12 a a a 1] 1] 0 0 0 i}
100z SHIRLEY 2,400.00 24 a a a 1] 1] 0 0 0 i}
Ne. Of Emplayees : 2 Grand-Total : 3,600.00 36 0 0 0 0 0 i i i i
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12.0 PAYSLIP ENTRY

Payslip Entry is the final section of Payroll system. All the information which you setup before, the result will be concluded in this section,

therefore it is very important to confirm all your information setup which is correct before proceed to this section.

Payslip Entry (DEMO) ®
Employee No ” !, Q Payslip No I
IC No Pay Mode Batch | v -
Postion | . Payslip Date 10-07-2021 . Payslip Period  |p7-2021 .
Department/Worksite | 'Vl . Payrol Station | 'Vl *
Basic 1 Overtime ] Allowsance T Adjust Pay W Leave | Absent 1 Bonus ] Other Deduction T Pay Back | Rounding
Basic Type From To Total Unit Unit Rate Offshore|Oustation Amount
[ ~| 3] 3] 000 | - r 0.00
Job Certer Remark N
[Na =
Basic Type From | 10 [ Total Unit | Unit Rete | OffShorejOustation Amourt | Job Certer | Remark
< >
Basic 0.00 Employee's EPF 0.00 Employer's EPF 0.00 MTD Tax Base 0.00
Qvertime 0.00  Employes's SOCS0 0.00  Employe’s SOCSO 0.00 MTD Tax 0.00
Allowance 0.00 Employee's SIP 0.00 Employer's SIP 0.00 This Tax 0.00
Adjust Pay 0.00  Baitumal Fund 0.00  Total Employer's Coniib. 0.00 YTD Gross Tax 0.00
Leave | Absent 0.00 Zakat 0.00 YTD Gross Pay 0.00
Bonus 0.00 Tax Deduction (Afer Zakat) 0.00 EPF Base 0.00
Gross Pay 0.00 Other Deduction 0.00 SOCSQ Base 0.00
Tax CP38 0.00 Tax Base 0.00
Total Deduction 0.00
Nett Pay 0.00
Pay Back | Rounding 70.00 PCB Calculatar |
Payslip Remark |e——
Salary Paid 0.00
D
a fel =) Q ©) =
New Payslip Batch Posting Save Delete Print Payslip Quick Search Help Exit

Payslip — Manual Entry

»  To create new payslip for employee, click “New Payslip” button, enter following information and then click “Save” button

= Employee No. — Select an employee to create payslip.

= Payslip No. - This number will be auto generated by system after confirm and save the payslip.

= |C No. — The default IC No. from employee profile.

= Pay Mode - Pay mode for the employee such as Monthly, Daily, or Hourly.

= Position — Employee’s current position for this payslip, this can be change in employee profile.

= Department/Worksite — Employee’s current department/worksite for this payslip, this can be change in employee profile.

. Batch - You can manage the batch at Dashboard > Create Batch

= Payslip Date — Date for the payslip. If you have two payslip in a month, you can enter the first payslip on 15/06/2015, and
second payslip on 30/06/2015.

= Pay Period — Pay month, e.g. 01/2021.

= Payroll Station ~-Employee’s current payroll station for this payslip, this can be change in employee profile.
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H 12.1 Tab Basic

Basic ] COvertime W Allowance 1 Adjust Pay ] Leave | Absent 1 Bonus ] Other Deduction T Pay Back | Rounding

Basic Type From To Total Unit Urit Rate Offshore|Oustation Amourt
[Warkday w 0012021 (@] [31-01-2011 (3| 3100 | v r 0.00
Job Certer Remark h G
A |

Basic Type From | To [ Total Unit | Unit Rete | OffShorejoustation Amourt | Job Certer | Remark

Workday 31-01-2021 31-01-2021 1.00 2000.00 No 200000 NA

< >

Add New Basic Pay

»  Basic Type — System Setup > Payroll Item Setup > Basic Pay

»  From/To — The Basic pay period (From — To)

»  Total Unit — Number of days between From and To. For example: If from date “01-02-2021" to “15-02-2021”, the total unit
will be calculated as 15 days.

»  Unit Rate — Unit Rate is the basic pay amount. For monthly staff, it is the basic salary. If for the daily staff, it can be the
onshore/Home rate or Offshore/Outstation rate.

»  Offshore/Outstation — For daily staff, you can switch the pay rate between onshore/home and offshore/outstation rate with

this option.
>  Amount
»  Job Center
»  Remark

Edit Basic Pay in List
»  When you select the row to edit, the “Add” button will change from “Add” to “Update” button.

»  Edit the record and click “Update” Button to confirm the change.

Delete Record from List

»  To delete record from list, highlight the item in list and press keyboard “Delete {Del}” key.
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H  12.2 Tab Overtime

Basic Overtime 1 Allowance ] Adjust Pay 1 Leave | Absent ] Bonus T Other Deduction ] Pay Back | Rounding
Overtime Type From To OT HoursiDays OT Rate Offshore|Oustation Amount
[nD | prozm @|prozon B 1.00 | 1442 W r 1442
Job Certer Remark O Updae
[NA H|
Overtime Type From To OT Hours/Days OT Rate OffShore|Oustation Amourt | Joh Center Remark

31-01-2021 31-01-2021 o 14.42 NA

Overtime Type — (System Setup > Payroll Item Setup > Overtime Pay)
From/To —Pay period (From — To) for the overtime. It is not mandatory, so you can leave it blank.

OT Hours —Total overtime hours.

YV V V V

OT Rate — Overtime rate.

For monthly staff, overtime rate = Basic / No of days (month) / Work hrs per day x Overtime Hours x Overtime rate.

If for the daily staff, overtime rate = (onshore/Home rate or Offshore/Outstation rate) / Work Hrs per day x Overtime Hours
x Overtime Rate.

»  Offshore/Outstation — This option allow to switch between onshore/home and offshore/outstation rate when calculate

overtime for daily employee.

>  Amount - Total overtime amount = OT Hours x OT Rate
> Job Center
» Remark

B 12.3 Tab Allowance

Basic 1 Overtime ] Allowance 1 Adjust Pay | Leave|Absent | Bonus | Other Deduction | Pay Back | Rounding |
Allowance From To Total Unit Unit Rate Amount
[ | [oorzom 3| roreer G| 000 | 100 | 000
Job Center Remark 6 Add
e = |
Allowance From Ta I Total Unit I Currency I Unit Rate: I Amourt I Job Center I Remark [ Add L
01 01-01-2021  31-01-2021 3100 0 000 000 NA admin
»  Allowance Type - (System Setup > Payroll ltem Setup > Allowance Pay)
»  From/To — Allowance pay period (From — To)
> Total Unit — Number of days between From and To. For example: If from date “01-06-2021" to “15-06-2021”, the total unit
will be calculated as 15 days.
»  Unit Rate — Rate of allowance.
»  Amount - Total allowance amount = Total Unit x Unit Rate
»  Job Center
»  Remark

78



m PAYROLL SYSTEM

B 12.4 Tab Adjust Pay

Basic ] Cvertime ] Allowance 1 Adjust Pay ] Leave | Absent ] Bonus ] Cther Deduction 1 Pay Back | Rounding
Adjust Pay Description From To Amourt
o1 w| [aDuUsT PaY | B B 1000
Job Center Remark O Upeite
A A

Adjust Pay Description From To Amourt | Job Center Remark i

»  Adjust Pay — Type of Adjust Pay. (System Setup > Payroll ltem Setup > Adjust Pay)
»  Description — Description of adjust pay.

»  From/To — Adjust pay period (From — To)

»  Amount — Adjust pay amount.

»  Job Center

»  Remark

W 12.5 Leave | Absent

Basic 1 Overtime 1 Allowance 1 Adjust Pay | Leave|Absent | Bonus |  COther Deduction | Pay Back | Rounding

Leave|Absent Description From To Total Unit Unit Type Unit Rate Amount
[ ]| [ =]} S| o000 by  ~|[ 000 | 0.00
Job Center Remark cﬂdd
[N& |

Leavejabsent | Description From [ 10 Total Unit Unit Rate | Unit Type | Amourt | Job Center | Remark

LA LATENESS 1.00 6452 Day (5) 6452 MA

< >

Leave/Absent Type — (System Setup > Payroll Item Setup > Leave Pay)
Description — Description for the leave type

From/To - Leave pay period (From - To)

No Of Days/Hrs — Number of days or hours for the leave pay.

Unit Type — Day (s), Hour (s), Minutes (s)

Days Rate — Days Rate for the leave pay

Amount — Leave pay amount.

Job Center

Remark

VVVVYVYVYVYVYYVYY

B 12.6 Bonus

Basic 1 Overtime 1 Allowance 1 Adjust Pay 1 Leave|Absert | Bonus | Other Deduction | Pay Back | Rounding
Bonus Description From To Amaourit
01 _w|[sonus [ i=1|| BI] 60.00
Job Certer Remark O Upiete
[N& ]|

Bonus Description From To Amount | Job Center Remark 2

Bonus Type — (System Setup > Payroll ltem Setup > Bonus Pay)
Bonus Description — Description of the bonus pay.

From/To — Bonus pay period (From — To)

Amount — Total bonus pay amount for the employee.

Job Center

Remark

YV VYV VY VY
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B 12.7 Other Deduction

Basic 1 Overtime 1 Allowance )| Adjust Pay 1 Leave | Absent | Bonus | oOther Deduction Pay Back | Rounding
Deduction Description From To Amount
\ | [ =] =] 0.0
Job Center Remark S
[Na |
Deduction | Description | From To I Amount I Job Center I Remark I 2
Ady ADVANCE 1000 NA g
< >
> Deduction Type — (Maintenance > Deduction Type)
>  Description — Description of deduction type
»  From/To — The period (From — To) to this deduction.
»  Amount — Total deduction amount for the employee.
> Job Center
> Remark
H  12.8 Pay Back
Basic 1 Overtime 1 Allowance )| Adjust Pay | Leave|Absent | Bonus | Other Deduction | Pay Back | Rounding
Pay Back | Rounding Description Amount
| | | 0.00
Job Certer Remark O rd
[NA =
Pay Back | Description Amourt | Job Center l Remark | Add User
Payback Payback -385 NA admin

Pay Back — (Maintenance > PayBack)

Description — Description of the Payback

Amount — Total payback amount for the employee.
Job Center

Remark

YV V V V V

12.9 Batch Posting

Batch Posting allows you to generate more than one payslip at same time. If the system integration of ECOTimeprint attendance
system, we are able to use the attendance record to produce payslip, else it will base on the setting in payroll system for posting.

Batch Posting (Without ECOTimeprint Attendance System)

Batch Posting

" Employees with time attendance

& Employees without time attendance:

[=

LCancel
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Batch Posting n
BATCH POSTING
Employee Mo | w T | R 4 Fay Mode R 4
Positon | v o | hd
No. | Payroll Station Description MNo. | Departmentitorksite | Description ~ [™ Hide tranfered employee
10 Ha 1 ACCOUNTS ACCOUNTS
Select Al 2 ADMN ADMIN
v IER IER A
Clear Al e 0 I:Ia SSE =S > Lo Search
Ho. | Employee Mo | Employee Name Pay bode 1 io. [ postion o Payrol tation ~
1 AR HANK KAH PINK M 999999990999 DIRECTOR DIRECTOR Ha
2 A003 KIEA NKIEN PLANK M 990999999999 DIRECTOR DIRECTOR Ha
KR KIEW KAANK PLANK M 999099999999 DIRECTOR DIRECTOR Ha
4 A0S HANK KAN RIK M 909009090900 SUPERIISOR SUPERMARKET Ha
5 A000 HANK KAH HitK " 999099999999 DIRECTOR ADHAN HQ
6 A0 HANK KAH MINK M 990909999999 SUPERVISOR SUPERMARKET Ha
7oA RALPINAM M 900009-99-0999 ASSISTANT MANAGER SUPERMARKET HQ
8 AN HNAY HENK KiAW M 900900999999 SUPERVASOR SUPERVISOR Ha
9 BOR JHAN KHAAN KEAK M 900900090999 ACCOUNT EXECUTIVE ACCOUNTS He
0 8003 JHEW WAl JHEE M 990999999999 CHIEF CASHIER ACCOUNTS Ha
7 8006 JHAL JHAY BANK M 990909999999 EXECUTIVE ACCOUNTS HO
2 5009 JHAA VINK RE M 990909999999 ACCOUNTS ASSISTANT  ACCOUNTS Ha
EERN-T ] JAPEPHINE RIVAN JAPEPH WAN M 900000-00-0000 CASHER CASHIER Ha
=T RINA ANAK MANJA M 909909-90-0900 CASHER CASHIER HQ
15 cen ANKERA REMA ANAK PABABA M 990909-90-9000 CASHIER CASHIER HQ
6 cer PIARREMH PARA! JAA M 900909-99-0009 CASHIER CASHIER HQ
17 cets BINARA AK BAVIE M 909990-99-0009 CASHER CASHIER He v
< >
BathNo. | |-
Paysiip Date  [10-07-2021 =] | Paysiip Period  [07-2021 .

o =
Generate Paysiip Close

To generate a payslip, you need to adopt the following search criteria to get a list of employees for payroll calculation.
e  Employee No. (From/To) — The search criteria are used to filter employee records.
e Position (From/To) — The search criteria are used to filter employee by position.
e Payroll Station — The search criteria are used to filter employee by Payroll Station.
e  Department/Worksite — The search criteria are used to filter employee by Department/Worksite

Click the "Search" button to display employees based on the above criteria. Check the employees who want to generate payroll, enter
the "Batch No.", and then click the "Generate Payslip" button.

12.10 Batch Posting (With ECOTimeprint Attendance System)
Batch Posting n

& Employees with time attendance

" Employees without time attendance

oK E’
Cancel

If the payroll is integrated with ECOTIME PRINT attendance, you can use following search criteria.
o Date (From/To) — The date used for filtering the attendance record in ECOTIMEPRINT attendance system.
o  Employee No. (From/To) — The search criteria are used to filter employee records.
e  Position (From/To) — The search criteria are used to filter employee by position.
o Payroll Station — The search criteria are used to filter employee by Payroll Station.
o Department/Worksite — The search criteria are used to filter employee by Department/Worksite

81



m PAYROLL SYST

EM

Batch Posting

Date |m -01-2021 B » |3 1-01-2021 Prease use Date FromTo o fiter sttendance record in ECO Trneprint
Employee No | w T | A4 Pay Mode A4
Positon | v . | hd
No. | Payroll Stafion | Description No. | Departmenttiorksite | Description A | [ Hidetranfered employee
1o Ha 1 ACCOUNTS ACCOUNTS
Select All 2 ADMIN ADMIN Q
13 CASHER CASHER v
Clear All G s 1< 5 Search
Ho.__| Employes No. | Employee ame Pay Mode | 1C Mo, Postion | Departmen... | Pyl s... | Totst Work Workday | Pubtic ot | Restasy Ordsy | short s | wipaid Lesve | Mol

[z

<

GHANG WING SHENG M

9113013

EXECUTIVE

ADMIN Ha 0.00 0.00 0.00 0.00 0.00 0.00 000

>

Day Type = RN  Public Holiday  None Pusiic Holiday Eilter Attendance Records ::::‘;a:;::;m LR (B E I 0
N..|Dste® [Day.. |wee.. [Ho..[S.[n [owt [n  [ow [m  [ou |[n [ow [n |ow |w. [Ext. |ov.. | shot|[no.of..|oTHr. |LeaveType Remark
< >

Batch No.

>
Paysip D [31012021 (@] + 01-2021 .

© =
Generate Paysip Close

Double click the employee item row to display the attendance record.

Paysp Period

Attendance record can be filter by following criteria and then click on “Filter Employee Records” to filter the employee’s attendance
records.

o Day Type — Workday or Restday
e  Option Button - All, Public Holiday, None Public Holiday

Confirm to generate paylip
o Tick to select the employee, enter the "Batch No.", and then click the "Generate Payslip" button.

Edit Payslip
e  To edit payslip, click on “Quick Search” button in payslip Entry screen.

o Enter the search criteria, click the "Search" button, and double-click the search result to select the payslip for editing.

o  Complete the change of payslip and click “Save” button to confirm.
Search [ <]

Paysiin No Batch  [2021 JAN — - Pay Mode -
Payslip Date B To B
Paysho Pesiod To
Employee No | - IC No
Position | -
Department/liorksite. | | Search By -
Payroll Station | w|
Mo. | Paysiip Mo | Batch Mo Payslip Date | Payslip Period | Pay Mode Employee No. | Employee Name icne | Pesttion DepartmentWiorksite | Payroll Stat
[J1 100000001 2021 JAN 31.01-2021 012021 D P3 CHANG WING SHENG  791130-13.5... EXECUTIVE ADMIN HQ
< >
Select All Clear All ) [E
Delete Paysiip Close
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[ Payslip Entry (DEMO) x
Employee No [CHANG WING SHENG (P3) | _Q Payslip No [tooooooot
1C Mo 781130-13-5356 Pay Mode Daily (D) Bach [z027 dan h<b
Postion [ExECUTIVE (11) . Payslip Date 31-01-2021 . Payslip Period  |01-2021 .
Departmentitlarksite [ADMIN (ADMIN) - Paymll Stion  [HG (01) -
Basic 1 Overtime I Allowance )| Adjust Pay | Leave|Absent | Bonus | Other Deduction | Pay Back | Rounding
Basic Type From To Total Unit Unit Rate OffshoralOustation Amourt
[workday w| [01-01-2021 (@] [3r-01-2021 @] 3100 | - r 0.00
Job Certer Remark D
[na =
Basic Type | From | 1o Total Unit | Unit Rate | _OffShorejoustation | Amount | Job Center | Remark
Workday 31-01-2021 31-01-2021 1.00 2000.00 Mo 200000 NA
< >
Basic 200000  Employee's EPF 18200  Employers EPF 263.00 MTD Tax Base 0.00
Overtime 1442  Employee's BOCS0 1025  Employers S0C80 3585 MTD Tax 10.00
Alowance 000 Employes's SIP 210  Employer's SIP 410 ThisTax 10.00
Adjust Pay 10,00 Baitumal Fund 0.00  Total Employer's Contrib. 302.95 1D Gross Tax 10.00
Leave | Absent -G64.52  Zakat 0.00 YTD Gross Pay 2019.90
Bonus 60.00  Tax (K3 10.00 EPF Rase 2010.00
Gross Pay 2019.90  Other Deduction 10.00 SOCSO Base 2024.42
Tax CP3 0.00 Tox Base 0.00
Total Dekuction 71635
Hett Pay [ 1e03as
Pay Back | Rounding 305 PCB Calculator ‘
Payslip Remark -
Salary Paid 1789.70
fo] =] @ =
New Paysip | [atch Posting Save Deiete Erint Payslip Help Extt

Delete Payslip

e  Use “Quick Search” to search for the employee’s payslip, and then click “Delete” button to confirm.

Batch Delete Payslip

o "Quick Search" to obtain employee payslip, tick to select payslip, and then click the "Delete" button to confirm.

Search -
Payslip Mo [ Batch  [2021 JAN - Pay Mods - Q
Payslip Date 8 To ] Search
Payslip Period To
Employee No | - 1G:No B
Position | - Print
DepartmentWorksit | - Search By ~
Payroll Station | -
Mo. | Payslip Mo Batch No Payslip Date | Payslip Period | Pay Mode Ermployes No. | Ermployes Name 16 o Poson Departrmentiforkeite | Payrol Stat
301201 [ I E CASHIER
2 100000001 2021 JAN 31-01-2021 01-2021 1] P3 CHANGWING SHENG  791130-13-53585 EXECUTIVE ADMIN HG
< >
Select Al Clear Al
Delete Payslip

e  Enter “DELETE” to confirm to delete the pasylip.

Delete Payslip

ﬂ Delete the Payslip, please key in [DELETE] and confirm

Cancel
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12.11 Print Payslip

Following is the sample payslip format. The format and layout can be change. If you want to modify your payslip please consult your

vendor.
e FORMATA:
DEMO PAYSLIP NO . : 100000001
Pay To CHANG WIHG SHENG (P3) Date : 31/01/2021
(EXECUTIVE)
Particular PAYROLL - JAHUARY 2021
RM RM Basic
BASIC PAY 2.000.00 SALARY 31/01/2021 - 310172021 (1.00 DAYS) 2,000.00
OVERTIME 14.42 overt 2.000.00
ALLOWANCE 0.0 31\::1)’.:0";? F1012021 (100 HRS x 14.42 14.42
ADJUST PAY 10.00 ’ . x 14.42) _—
LEAVE PAY 54,52 ’
Allowance
H | —_—
BONUS b0.00 ALLOWANCE 0.00
GROSS PAY 2,013.90 0.00
LESS - Adjust Pay
EPFF 182.00 ADJUST PAY 10.00
S0Cs0 1026 10.00
o 410 leavaPay
BAITUMAL FUND D.00 LATENESS (1.00 Day () x -64.52) -64.52
ZAKAT 0.00 -64.52
Tax 10.00 Bonus
OTHER DEDUCTION 10.00 BONUS 60.00
TAX CP3g 0.00 f0.00
NETT PAY 1,803 55 COther Deduction
PAY BACK/ ROUNDING -3.85 ADVPNCE 10.00
SALARY PAID 1,793.70 10.00
Pay Back
BWPLOYER EPF 263.00 Pavback
BAPLOYER S0CS0 3585 e memmcceesscmcaeessss=:  emeeemmeeeesssmeeesememasmmssmesan
BWPLOYER SIP 4.10 ignature of Recehrer Manager
11-Jul-2021 10:05 am
o FORMATB:
DEMO PAYSLIP HO. : 100000001
Pay To CHANG WING SHENG (P3) Date : 31/01,2021
(EXECUTIVE)
Particular PAYROLL - JAHUARY 2021
RM RM PARTICULARS AMOUNT
BASIC PAY 2,000.00 Basic: SALARY 310172021 - 310172021 (1.00 DAYS) 2,000.00
OVERTIME 14.42 Chvertime: 310142021 - 310172021 (1.00 HRS x 14.42) 14.42
ALLOWANCE 0.00 Allowance: ALLOWANCE 0.00
ADJUST PAY 10.00 Adjust Pay: ADJUST PAY 10.00
LEAJE PAY -G4.52 Leave Pay: LATENESS (1.00 Day () x -64.52) 5452
BONUS G0.00 Bonus: BONUS 60.00
GROSS PAY 2,019.90 Deduction: ADWVBNCE 10.00
LESS
EPF 182.00
50Cs0 1025
SIP 4.10
TAX 10.00
OTHER DEDUCTION 10.00
NETT PAY 1,803 .55
PAY BACK/ ROUNDING -385
SALARY PAID 1,799.70
BJUPLOYER EPF 263.00
BJAPLOYER S0CS0 /S|
BAPLOYER SIP 4.10 Signature of Receiver Manager
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e FORMATC:
DEMO MONTHLY PAY - JAN 2021
NAME : CHANG WING SHENG (P3) NRIC No.. : 791130-13-5355
POSITION : EXECUTIVE JOIN Date : January 01, 2021
GROSS EARNING AMOUNT (RM) | DEDUCTIONS AMOUNT (RM)
SALARY 31/01/2021 - 3170172021 (1.00 DAYS) 2,000,00 ADVENCE 10.00
ALLOWANCE 000
ADJUST PAY 10.00
LATENESS (1.00 Day (s) x -64.52) -84.52
BONUS 80.00
OVERTIME CPag
3120172021 - 310172021 (1.00 HRS x 14.42) aae | ™ 10.00
BAITUMAL FUND 0.00
BJiPLOYEES EPF 182.00
BJPLOYEES SOCSO0 10.25
BJMFLOYEES SIP 4.10
TOTAL CONTRIBUTION 06.35
TOTAL EARNING /INCOME 201990 | TOTAL DEDUCTION 216.35
NETT PAY 1,803.55 BWPLOYER'S EFF 263.00
BAYBACE /ROUNDING 285 | BMPLOYER'S SOCS0 3585
BWFLOYER'S SIF 410
SALARY PAY 1,799.70
** Day Wiorks: 26, Holiday: 0 TOTAL CONTRIBUTION 295

EMPLOYEE'S SIGNATURE

MANAGER'S SIGNATURE
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13.0 LOCK BATCH

Select the batch no and click the "Lock Batch" button.

Please note that locked batches can no longer be used for posting.

3 Lock Batch X
Mo. | Batch No. | pate (From) | Date (Ta) | close status e ~
1 2021 FEB 26-02-2021 25-03-2021 NO *
2 2021 JAN 26-01-2021 25-02-2021 YES
Lock Batch
Unlock Batch

Exit

(® Unlack (O Lock

To unlock the batch, click the "Lock" option and select the batch which you want to unlock, and then
click the "Unlock Batch" button

3 Lock Batch X
Mo. Batch No. Date (Frorn) Date (To) Close Status N
'
Lock Batch
Unlock Batch

Exit

(O Unlack (® Lock
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14.0 REPORT

To print the report, select the report you want to and double click on the report/ click the print button beside.

=] Payroll Report X L@ Contribution Report

~
Salary Payment Listing @

Return Of Persons Employed

N

w

PaySlip Summary Listing

I

Employee Detail Listing

Active And Inactive Employees Report

@

Average-Pay By Position Report

2

Months Worked Report

©

Notification of New Employee (CP22)

©

Notification of Termination (CP22A)

) I ) P P P P

14.1 Payroll Report

. Salary Payment Listing

. Return of Persons Employed

. Payslip Summary Listing

. Employee Detail Listing

. Active And Inactive Employees Report
. Average Pay By Position Report

. Months Worked Report

. Notification of New Employee (CP22)
. Notification of Termination (CP22A)
10. Employment History Report

11. Employee Family Member

©O© 00N UL WN P

14.2 Contribution Report

. EA/EC Form

. EA Summary Return

. Monthly BF Return

. Monthly EPF Return

. Monthly SOCSO Return

. Monthly TAX Return

. Monthly Zakat Return

. Monthly Zakat Return (Selangor)

. Pembangunan Sumber Manusia — Contribution

©O© 0O ~NO U1 WNP

87



m PAYROLL SYSTEM

15.0 SYSTEM USER

e Create new system user
- Click the “New” button.

G Swstem User - ECO SOLUTION TECHNOLOGY X
Users Selectuser's access menu
COMPANY USER ID USER NAME O
User
Detail
< >

Access Groups

User ID User Name

New Save Delete Help Eit

o Enter the user information, select the “Access Group” and click the “Save” button

** User type Internal for company’s system user, external for non-company users.

G System User - ECO SOLUTION TECHNOLOGY X

Access Groups

User D =
LSER EF ACCOUNT O
User Name SER . |OF sdmin
User
Password - Access

User Type [irtemal @‘ .
Employee ID —
Contact Number —
Email Address —
Account Expiry WE 5

Indicator

Account Expiry Date ;,

New Save Delete Help Exit
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o Edit user access right
- Inthis screen, you can assign access groups to users or modify user access permissions.

I3 system User - ECO SOLUTION TECHNOLOGY X
Users Selectuser's access menu
COMPANY | USERID | USER NAME = [l MMO01-ECOTimePrint Payroll System A O
* admin admin B [¥]&¥ MMO01-Daskhoard
ECO USER USER =) [#l[lla PE0OD-Transaction User
#--[#]|lla PEDI0-Employee Profile Detail

@llls PEO15-Create Batch
[l PEO30-One-Time Payroll
[|lls PEO40-Recuming Payroll
e PEOZ0-Payslip Entry
[|lls PEO25-Lock Batch

-3

-

< > i
- []a¥e MMOO1-Setup
= L1l P00 System sep Check to assign
oosselilone [CJllie SA000-Company Profile
GROUFID GROUP DESCRIPTION DLU_U SPO00-Pay Mode P permissions
ACCO... ACCOUNT GROUP A B DLU_U SPO00-Payroll Station

[llis SPO0D-DeptiWorksite
e sPO00-Section

[(llis $PO00-Grade

[CJllla SPO0D-Pay Type

Cllia SPO0D-Bark
rllia_$PO0D-Position Cateorv

a Administrator

-E-E-E--E

-3

New Save Delete Help Exit

o  Edit user details
- Select a user and click the "User Details" button to edit user information. (Please refer to the screen above)

G Swstem User - ECO SOLUTION TECHNOLOGY X

Access Groups
User ID [oser -

[V|5F ACCOUNT O
User Name SER . |OF sdmin |

User

Password . Access
User Type Intemal & -

Employee ID —
ContactNumber [
Email Address —
Account Expiry [Never G-

Indicator

Account Expiry Date ;,

Save Help Eit
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e Delete User
- Select the user and click the "Delete" button to delete the user.

‘G System User - ECO SOLUTION TECHNCOLOGY >
Users Selectuser's access menu
COMPAMY | USERID | USER MAME = [ ls MMO01-ECOTimePrint Payroll Systern ~ O
- admin admin [} [¥]&¥s MMOO1-Daskboard
EED CSEH CSEH = [#[lls PEOOD-Transaction i,
M llis PEO10-Employes Profile Detail

[#/lls PED15-Create Batch
-[#llls PEO30-One-Time Payroll

rllln. reman w Y n

| Delete |

< >
‘ Are you sure want to DELETE this record ?

| Access Groups

GROUPID | GROUP DESCRIPTION Ll

ACCO... ACCOUNT GROUP A T I ST UvOTT SR TR
[ admin  Administrator O L"J SPO00-Dept/Waorksite
Cllis SPO0O-Section
[l SPO00-Grade
-[Jllia sPO0O-Pay Type
[l sPO0O-Bank
s SPOOO-Position Catezorw ¥

E-3

E-E

-3

New Save Delete Help Exit
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16.0 ACCESS GROUP

You can create an access group to preset all access permissions for users, and assign access group
permissions to users in the system user settings screen.

Create New Access Group

Click on the "New" button, enter the group id and group description, and then click the "Save"
button

a Agcess Groug - ECO SOLUTION TECHNOLDGY

=

Group 1D [aCcOuNT

Group Description  [ACCOUNT GROUF 4

Access Gioups Selec! gioup’s sCCess Mo
QROUP ID | GROUF DESCRIFTION
sedmin Amanistrato
¢ »
Users
Uger I | s Hatme

The users in the
access group

Edit Group Description

Select the Group ID in the list, change the group description and click the "Save" button

G Access Group - ECO SOLUTION TECHNOLOGY X
Group ID [fccoonT -
Group Description [AEEUUNT
Access Groups Select group’s access menu
GROUFID | GROUP DESCRIPTION 7|(l1s MMO001-ECOT1mePrint Payroll Syster ~
ardrain sdministrator b [7] 4% MMO01-Dashboard
ACCOUNT  ACCOUNT GROUF & =1 |lla PEOOO-Transaction
- [ [ls PEOIO-Exployee Profile
3] Ula PED15-Create Batch
& [v]llln PE030-One-Time Payroll
< > @[] \lla PEO40-Recurring Payroll
@ [[lla PED20-Payslip Entry
Users «-[]|Jln PE025-Lock Batch
User ID User Nare - [Z]a¥a MMODI-Setup
=~ llla SPO00-Syster Setup
#- [Vl SA000-Company Profile
& [v]llla SPO00-Pay Mode
= |l SPO00-Payroll Station
[# \Ula SPO00-Dept/Worksite
Gl \la SPOOD-Section -
< > < >
o | A o | B
New Save Delete Help Exit
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Delete Access Group

Select the group ID in the list, click the "Delete" button, and then click "Yes" to confirm the
deletion of the access group.

G Access Group - ECO SOLUTION TECHNCOLOGY X

Group ID jacCOuNT -

Group Description  [ACCOUNT

Access Groups Select group’s access menu
GROUPID | GROUP DESCRIPTION s MM001-ECOTimePrint Payroll System ~
adrain Adminstrator - [¥15% MMO01-Dashboard
ACCOUNT  ACCOUNT | = [¥]llla PEDOO-Transaction
Access Group Profile
'th
Paymoll
TE thi 7
. | Are you sure want to DELETE this record Pagoll
- | itry
Users | Yes No h
UserID User Name

= [V]llla SPO00-Systern Setup
SA000-Company Profile
- [l|lls SPO0D-Pay Mode
~[+] il SPO00-Payroll Station
~[#]liln SPO00-Dept/Worksite
~[#]liln SPO0D-Section v

(R R R R e

New Save Delete Help E it
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17. 0 ACCESS MANAGER

Access Manager is used to grant users access to employee data based on payroll station, department, section,
grade, and pay mode.

For example, if we have multiple departments, we can manage users to access the data of specific employees
only by department.

Click the "Add" button to manage the access right

1@ Access Manager - ECO SOLUTION TECHNOLOGY - [m] X
Filter
Category Type User Description | Code Q
| =l = Search
Mo. | § Category Type | §  User ‘ § Description | Code
& Select Al
" Clear Al

Help Exit

The following is an example of "USER1" accessing employee data of cashier and account department.
Click “Confirm” button to save the record.

Add Access Control n

Please select the users and access right category, and then click [Confirm) button,

No. User ID User Name
€ seecal | (OIS
2 USER1 USER1
= Clear Al
< >
Payroll Station Department /Wi mk:iﬂ Section } Grade T Pay Mode
O ACCOUNTS ACCOUNTS
" Selectal | ([J2 ADMIN ADMIN
3 CASHIER CASHIER
s Clear Al
< >

B =
Confirm Exit
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Remove user access right
You can display user access right by clicking the "Search" button with filtering function. Tick the selected records

that you want to delete, and then click the "Delete" button.

@ Access Manager - ECO SOLUTION TECHNOLOGY — O X
Filter
Category Type User Description | Code
| [usert ~ Search
No. | § Category Type § User § Description | Code
Department/wWorksite | USER1 CASHIER [CASHIER) @ SelectAl
2 Department™orksite  USER1 ACCOUNTS [ACCOUNTS)
" Clear &l
< >
o @ =
Add Delete Help Exit
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18.0 CHANGE PASSWORD

The password can be changed after logging in to the company system database. To change the password, you
need to enter the old password and the new password twice.

Then click the "Confirm" button to confirm the changes

@ Change Password *
Old Password | -
New Password | -
Confirm New Password | -
2 | 8] _E |
Help Confirm Exit
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19.0 BACKUP & RESTORE

This function backs up your existing database to another storage medium, or restores the database from a

previous backup.

G Backup & Restore database X

Save to following URL:
@ Backup  [CAECOPR\Backup\07072021085452 2ip |

Restore from following URL:

S (O Restore _]

Backup Automatic Backup Setting @ E
Help Exit

Backup
Select the "Backup" option

Make sure that the backup destination is correct. To change the backup destination, click on the box and find the
folder you wish to put the backup in.

Save to following URL:
®) Backup C:AECOPRMBackup07072021092655.zip

| ———p| Click here to select
backup destination

Restore from following URL:

() Restore _I

Confirm ------ & Backup Automatic Backup Setting @ E

Help Exit

Restore

Select the "Restore" option

Make sure that the restore source is correct. To change the source file, click on the box and find the file you want
to restore it.
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Save to following URL:

() Backup C:A\ECOPR\B ackup\07072021092655.2ip I
Restare from following URL: Click here to
@Restore | C:\ECOPR\Backuph07072021092655 zip | — _
select source file
Confirm ------ & Restore Automatic Backup Setting @ E
Help Exit
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20.0 COMPACT & REPAIR DATABASE

To prevent database corrupt or damage, regular compression and repair will improve system performance

G Compact & Repair X

COMPACT & REPAIR DATABASE

)y use thern, sometimes impeding

) nally become corrupt or damaged. You can use
e Compact and Repai atabase command to prevent or fixthese problems. The

compact process does not compress your data -- it makes your database file

mpact and air Database

fyour database

smaller by eliminating unused
cornmand can also help improve

erformance

©) (=

Help Exit

END OF USER MANUAL
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