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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 "DEMO" and click "Login" 

 

 

1.1 LICENSE SETTING 

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

 

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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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. 

 

 

1.2 CREATE COMPANY 

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

 

You will need to enter your company name again to confirm that your company matches your first input, and 

then click the "OK" button. 
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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.

 

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

to login menu. 
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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". 

 

1.5 LOGIN TO COMPANY DATABASE 

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

 

 



 

6 
 

 

For the first login, enter the user id "admin" and password "admin" to log in to the company database. 

 

 

** 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 

• The device license cannot be transferred to another computer 

• 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.

 

 

 

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. 

 

** 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 

 

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

 
 

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 put in a “-“, 
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. 

 

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 
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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. 

 

 
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 

 

 
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 
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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. 

 
2.8 Person In Charge For Statutory 

Input the person in charge information here that will be used for contribution report print. 

 
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 
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 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) 

 

 
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 
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4.0 OVERALL SYSTEM FLOW CHART 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PAYROLL PROCESS 
 

• Batch Posting 

• Manual Entry 
 
(Calculate EPF, SOCSO, EIS, 
PCB, ZAKAT, BAITUMAL 
FUND, HRDS) 

Employee Profile 

• Manual Entry 

• Import from Excel Template 

• Link ECOTimePrint Attendance 
 

Create Batch 

1. One-Time Payroll 

• Basic, Overtime, 
Allowance, Adjust Pay, 
Leave Pay, Bonus Pay, 
Deduction, Pay Back 

2. Recurring Payroll 

• Allowance, Deduction 
 

Lock Batch 

Reports 
- EPF Return 
- Socso Return 
- SIP Return 
- Zakat Return 
- Baitumal 
Return 
- Tax Return 
- HRDF 
 
 

- Payslip 
- Payroll Summary 
- Salary Payment 
Listing 
- EA Form 
- EA Summary 
- ……  

 

Employee Classification 
• Pay Mode 

• Payroll Station 

• Department/Worksite 

• Section 

• Grade 

• Pay Type 

• Position 

• Job Centre 

• State 

• Nationality 

• Race 

• Religion 

• Bank 

Statutory Option 
• EPF, SOCSO, EIS, PCB, 

ZAKAT, BAITUMAL FUND, 
HRDS 

Employment History 
• Basic, Home Rate, 

Outstation Rate 
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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 

• Pay HRDF 
 
Employee Profile → Payment Info 
→ Statutory Info 

Statutory Parameter 
- Set the default parameters 

of statutory information 
 
System Setup → Company Profile 
 
 

Employment History 
• Keep track employee 

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

 
Employee Profile → 
Employment History 



 

15 
 

 
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. 

 
 
 

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. 
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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. 

 

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. 
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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. 

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

 
 
MANUAL ENTRY 

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. 
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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. 

 

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

"Unlock Batch" button 
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STEP 7: REPORTS 

Basically, you need to access the following report every time you do the payroll 
 
1. Payslip 

• Payslip can be printed at Payslip Entry or  

• In the report screen, select report Pasylip Summary Listing 

• 3 difference format for selection 
 

2. Payslip Summary Listing 

• Provide various summary reports 

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

• Provide payment listing by Batch. 

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

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

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

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

• Provide Baitumal Fund Contribution report. 
8. Tax Return 

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

• Provide HRDF contribution report  
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4.0 EMPLOYEE CLASSIFICATION 

 

• 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. 

 

 

• 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. 

 



 

22 
 

 

• 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. 

 

 

• 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. 
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• 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. 

 

 

• 4.6 Pay 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. 
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• 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. 

 

 

• 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. 
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• 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. 

 

 

• 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. 

 

 



 

26 
 

• 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. 

 

 

• 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. 
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• 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. 
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5.0 PAYROLL ITEM SETUP 
 

• 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. 
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• 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. 

 

 

ENTRY INFO 

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

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

 

 

❖ 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=Offday 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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• 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. 

 
 

ENTRY INFO 

❖ Table Code 

❖ Work Day 

o HOLIDAY, OFFDAY, RESTDAY, WORKDAY 

❖ OT Code – Is the Overtime Code created in Overtime Type setup screen. 

❖ Hour From – From Overtime Hour 

❖ Hour To – To Overtime Hour 

❖ OT Rate:  Overtime rate for the range (Hour from – Hour To) 
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• 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. 

 

 

ENTRY INFO 

 

❖ 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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• 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. 

 

 

• 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. 
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ENTRY INFO 

❖ Leave Pay Code – Code for the Leave Pay. 

❖ Description 

❖ Short Description 

❖ Leave Type (ECOTimeprint) – Use to link the leave type with ECOTimeprint system.   This applicable only 

when you link payroll system with ECOTimeprint Attendance system. 

❖ Negative Amount?? – If “Yes” mean deduct the amount from wages. 

 

 

• 5.7 Bonus 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. 
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• 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. 

 

 

• 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. 

 



 

35 
 

 

6.0 STATUTORY SETUP 
 

• 6.1 Statutory Contribution Setup 

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

 

 

▪ 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” 
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• 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 

 

 

• 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. 
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• 6.4 SOCSO 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. 

 

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

 

 

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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• 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. 

 

 

• 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. 
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• 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. 

 

 

• 6.8 Zakat Table 

▪ Edit Record 

- Modify the information, and click the "Update" button. 
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• 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
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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. 

 
 
➢ To modify the record, click the "Search" button, select the employee to be modified, and click the "Save" button to 

confirm after modification. 
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➢ Delete employee records, select the employee, and click the "Delete" button to confirm. 
 

 
 
 
7.1 PERSONAL PARTICULARS > EMPLOYEE DETAILS 
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➢ Old NRIC, New NRIC – Option to select the default NRIC for the report. 

 
 

➢ 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  represent Resident, Un-Tick   represent Non-Resident 

◼ 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, Spouse Work, No. Children 

◼ Employer needs to input related information for monthly PCB calculation.  

◼ 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. 

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

 

➢ Payroll Station – Type of category to group employees.  Can be business Location, Business Type or any 

others. 

◼ Payroll Station - System Setup> Employee Classification  > Payroll Station 

◼ 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 

◼ System Setup> Employee Classification > Department/Worksite 

➢ Section  

◼ System Setup> Employee Classification > Section 

➢ Grade 

◼ System Setup> Employee Classification > Grade 

➢ Pay Type – Pay by Bank, Cash, Cheque or TT 

◼ System Setup> Employee Classification > Pay Type 

➢ Bank Account Info.   

◼ Bank – System Setup> Employee Classification > Pay Type 

◼ Account No. – Bank Account No. 

◼ Account Holder – Bank Account Holder 

◼ A/c Hdr. NRIC – Account Holder NRIC 

◼ 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 
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➢ 7.4 Statutory Info 

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

, access to the option of “Pay Zakat” will also be disabled in employee profile 

 

The following the statutory info access option in Employee Profile 
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◼ Pay Overtime 

▪ If 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. 
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◼ Pay EPF 

▪ If 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 

 

 

◼ Pay SOCSO 

▪ If 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 
 

 
▪ System Setup> Statutory Setup > SOCSO Table. 
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◼ Pay BF (Baitumal Fund) 

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

 

 

 
◼ 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). 
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▪ System Setup> Statutory Setup > Tax Table 
 

 

 

◼ 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. 

 

◼ 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 
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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 

 
 

7.5 Tab Information on Spouse 

 

➢ Name Of Spouse 

➢ NRIC NO. – Spouse’s NRIC 

➢ Address  – Spouse’s address 
➢ Name Of Employer – Spouse’s Employer name. 

 
➢ 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.. 
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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. 

 

- 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 , the salary rate will be show in Payslip Entry. 

 

Payslip Entry – Basic Entry 

 

➢ 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 

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

• This screen is used to record emergency contact of employees 

 

➢ 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 

- To delete record from list, highlight the record in the list and press keyboard “Delete {Del}” key. 
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7.8 FAMILY MEMBERS 

• This screen is used to record family members of employees 

 

➢ 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 

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

• Tab Education Particulars 

 

 

➢ 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 

- To delete record from list, highlight the row and press keyboard “Delete {Del}” key. 
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• Tab Course & Training Particulars 

 

 

➢ 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 

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

 

 

The system will check whether the employee meets all mandatory requirements. In the "Mandatory" column, it will 

indicate the information required before importing. 

** If the employee number already exists in the system database, it will not be displayed in the list. 
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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 

 

 
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. 
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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. 

 
 
 
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 
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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.xls 

 

 

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

 

 

 

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. 

 

 

Leave Pay Formula:  
 

Monthly Staff  

• Leave Days Rate = Basic / Calendar Days 

• Leave Hours Rate= Basic / Calendar Days / Work hrs Per Day 

• Leave Minutes Rate= Basic / Calendar Days / Work hrs Per Day/60 
 
Daily Staff 

• Leave Hours Rate= Home|Outstation Rate / Work hrs Per Day 

• 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. 
 

 

 

◼ 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. 
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◼ 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 

 
 
 
◼ 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 

 
 

 
 
◼ 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 
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◼ 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. 

 

 
 
 
◼ 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 

 
 

 
 
 
◼ 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 
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◼ 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 

 
 
 

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: 

• Leave Days Rate = Basic / Calendar Days 

• Leave Hours Rate= Basic / Calendar Days / Work hrs Per Day 

• 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: 

• Leave Days Rate = Home|Outstation Wages  

• Leave Hours Rate= Home|Outstation Wages / Work hrs Per Day 

• 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: 

• Leave Hours Rate= Home|Outstation Wages  

• 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 
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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”. 

 

 

➢ 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”. 
 

 
 
 

Recurring Allowance Reports 

• To print report, filter the result with parameter and the click “Print” button 
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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. 

 

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.
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Fixed Nett Pay Deduction 

–   Deduction Amount = Nett Pay Salary – Fixed Nett Pay 

 

 

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. 

 

- 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 
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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 – 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. 

▪ IC 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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◼ 12.1 Tab Basic 

 

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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◼ 12.2 Tab Overtime 

 

➢ 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.   

➢ 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 

 

◼ 12.3 Tab Allowance 

 

➢ Allowance Type – (System Setup > Payroll Item 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 
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◼ 12.4 Tab Adjust Pay 

 

➢ Adjust Pay – Type of Adjust Pay. (System Setup > Payroll Item Setup > Adjust Pay) 

➢ Description – Description of adjust pay. 

➢ From/To – Adjust pay period (From – To)  

➢ Amount – Adjust pay amount. 

➢ Job Center 

➢ Remark 

 

◼ 12.5 Leave | Absent 

 
➢ 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 

 

 

◼ 12.6 Bonus 

 
➢ Bonus Type – (System Setup > Payroll Item 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 
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◼ 12.7 Other Deduction 

 
➢ 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 

 

 

 

◼ 12.8 Pay Back 

 

➢ Pay Back – (Maintenance > PayBack) 

➢ Description – Description of the Payback 

➢ Amount – Total payback amount for the employee. 

➢ Job Center 

➢ Remark 

 

 

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) 
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To generate a payslip, you need to adopt the following search criteria to get a list of employees for payroll calculation. 

• Employee No. (From/To) – The search criteria are used to filter employee records. 

• Position (From/To) – The search criteria are used to filter employee by position. 

• Payroll Station – The search criteria are used to filter employee by Payroll Station. 

• 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) 

 

 

If the payroll is integrated with ECOTIME PRINT attendance, you can use following search criteria.  

• Date (From/To) – The date used for filtering the attendance record in ECOTIMEPRINT attendance system. 

• Employee No. (From/To) – The search criteria are used to filter employee records. 

• Position (From/To) – The search criteria are used to filter employee by position. 

• Payroll Station – The search criteria are used to filter employee by Payroll Station. 

• Department/Worksite – The search criteria are used to filter employee by Department/Worksite 
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Double click the employee item row to display the attendance record. 
 
Attendance record can be filter by following criteria and then click on “Filter Employee Records” to filter the employee’s attendance 
records. 

• Day Type – Workday or Restday 

• Option Button - All, Public Holiday, None Public Holiday 
 
Confirm to generate paylip 

• Tick to select the employee, enter the "Batch No.", and then click the "Generate Payslip" button. 
 
Edit Payslip 

• To edit payslip, click on “Quick Search” button in payslip Entry screen. 

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

• Complete the change of payslip and click “Save” button to confirm. 
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Delete Payslip 

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

 

Batch Delete Payslip 

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

 

 

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

• FORMAT A: 

 
 
 

• FORMAT B: 
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• FORMAT C: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

86 
 

 

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. 

 

 

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

click the "Unlock Batch" button 
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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. 

 

14.1 Payroll Report 

1. Salary Payment Listing 

2. Return of Persons Employed 

3. Payslip Summary Listing  

4. Employee Detail Listing 

5. Active And Inactive Employees Report 

6. Average Pay By Position Report 

7. Months Worked Report 

8. Notification of New Employee (CP22) 

9. Notification of Termination (CP22A) 

10. Employment History Report 

11. Employee Family Member 

14.2 Contribution Report 

 

1. EA/EC Form 

2. EA Summary Return 

3. Monthly BF Return 

4. Monthly EPF Return  

5. Monthly SOCSO Return  

6. Monthly TAX Return 

7. Monthly Zakat Return 

8. Monthly Zakat Return (Selangor) 

9. Pembangunan Sumber Manusia – Contribution 
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15.0 SYSTEM USER 

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

 

 

• 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. 
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• Edit user access right 

-  In this screen, you can assign access groups to users or modify user access permissions. 

 

• Edit user details 

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

 

 

 

 

 

 

Check to assign 

permissions 
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• Delete User 

- Select the user and click the "Delete" button to delete the user. 
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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 

 

 

Edit Group Description 

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

 

The following is an example of "USER1" accessing employee data of cashier and account department. 

Click “Confirm” button to save the record. 
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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. 
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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 
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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. 

 

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. 
 

 
 
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. 

 

 

 

 

 

Click here to select 

backup destination 
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Click here to 

select source file 
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20.0 COMPACT & REPAIR DATABASE 

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

 

 

 

 

 

 

 

END OF USER MANUAL 


