gyﬂ§§=one Payroll Page 1 of 24

UBS:0NE

User Business System

Payroll

COPYRIGHT © UBS CORPORATION SDN BHD



,,,,,,,,,,,, Payroll Page 2 of 24

Copyright

All rights reserved. No part of this documentation may be copied, photocopied, reproduced, translated,
microfilmed, or otherwise duplicated on any medium without prior written consent of UBS Corporation
Sdn. Bhd.

No patent liability is assumed with respect to the use of the information contained herein. Every
precaution has been made to supply complete and accurate information. However, UBS Corporation
Sdn. Bhd. resumes no responsibility for its use, or for any infringement of patents or others right of
third parties which would result.

Disclaimer

No person should rely on the contents of this publication without first obtaining advice from a
qualified professional person. This documentation is provided on the terms and understanding that (1)
the author and editor and copyright owner are not responsible for the results of any actions taken on
the basis of information in this documentation, nor for any error in or omission from this
documentation; and (2) the author and editor and copyright owner are not engaged in rendering legal,
accounting, professional or other advice services. The author and editor and copyright owner
expressly disclaim all and any liability and responsibility to any person, whether a purchaser of related
software or reader of this documentation or not, in respect of anything, and of the consequences of
anything, done or omitted to be done by any such person in reliance, whether wholly or partially,
upon the whole or any part of the contents of this documentation.

UBS CORPORATION SDN BHD (441389-K)
Suite 1B-6, Level 6, Block 1B, Plaza Sentral,
Jalan Stesen Sentral 5, Kuala Lumpur Sentral, 50470 Kuala Lumpur, Malaysia.
Website: http://www.ubs-software.com
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Introduction

e This part is suitable for individuals who handle payrolls in any fields, and for those who wish to
learn how to use UBS Payrollto perform its tasks.

e It is specially designed for UBS:one: Payroll, and it serves as standardised training material for
the subject.

¢ Pre-requisites: trainees should have basic understanding of payroll processing.
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Chapter 1: Basic Settings & Process Basic Payslip

1.1) Company Setting

e Basic record about company’s details

e Go to Housekeeping > Setup > Parameter Setup

e At Company Details tab, key in user’'s company name and particulars
e Key in your company’s full address for reporting purpose

e At Month section, maintain This Month & This Year correctly

¢ At Payroll Manager section, maintain the payroll manager’s details. The details will be used to

produce EPF, SOCSO and Income Tax report

EJl Parameter Setup ' =

Company Details IPay Calculation I Pay Calculation[2] I Control I

Company Mame W
Address Suite 1B-6, Lewel 6, Block 1B
Plaza Sentral, Jalan Stesen Sentral 5
Fuala Lumpur Sentral, 50470 Kuala Lumpur
Fhone Mo, 03-22614176
Fax Mo, 03-22614273
R.2.C. Ref. Mo, (441339-K)

Country Payroll Manager

Country Code IHalays:i_a - I | Marne LILIAN LEE

Currency Symbol IRM [ WRIC [770z07-05-1222
| Position PAYROLL MANAGEER
Tel. X
This Month I 1 03-22614178
Fax =
This Year [ zoo7 i 03-22614179

[Report Date : 31,/01/7007|

ok | Cancel |

1.2) Personnel File Maintenance
e Record information about all employees’ details in a company & usually keeping Fixed & Daily
allowances amount.

e Go to Personnel > Add / Update Employees

Employee’s Personnel Details
e At Personnel Details tab, key in the employee’s particulars, click Save
e Important fields: Employee No, Name, Date of Birth, I/C No., Sex, Marital Status, # Children

(Tax), Tax deduction for spouse

COPYRIGHT © UBS CORPORATION SDN BHD



,,,,,,,,, Payroll Page 6 of 24

E]l Personnel File Maintenance E x|
Employes Mo, [a001 Hame [AEDUL FAHMANM
1 Initial |ABD
Personal Details IPay | Government | Hon-Citizen | Setting | Allowance/Deduction | Cther |
Employes Cade ADDL I}C Mo, (Old) &1211222
Address Mo L, Jalan Besar 5, L} Mo. {Mew) 7o0202-06-1234
I/ Colour B
Post Code 555555 Town  |[Kuala Lumpur Paszspork Mo,
State KL Nationality  fry | w|  Sex Hale -
Phone Mo, 03-22674568 Race Malay -1
Highest Edu. Degree Bumiputra Yes - I
Working Exp. Religion -1
Date of Birth 01/01/1973 Matital Status Single |
Spouse Particular Permanent Address/Contact
Spouse Mame e
SP. IjC Mo. Address
# Children [1]
# Children (TAz) 0 Below 18 Yrs
Tax deduction For spouse No -1 Phane Mo,
Top | Erevious | Xt | Bottom | Search | Cancel add Saye Exit

Employee’s Pay Details

e At Pay tab, key in the employee’s pay record, click Save, Exit
e Important fields: Date Commence & Basic Rate

e Other field: Job Title

1.3) Update Pay

e Mainly record how many days an employee came to work & keep a record of Variable allowance
amount

e Goto Payments > 2" Half Payroll > Add / Update > Normal Pay

e At Basic Pay & Overtime tab, key in the Working Days and number of days for Pay Days and
No Pay Days

o C(Click save, Exit

El 2nd Half Payroll - Normal Pay [January "2007] =]

Employee Ma. |AUDJ_ IABDUL FLAFMAN

Li Mo, Updat
ne o — et |

I»\'-\Ilowances I Deduction I Other I User Define Rate I

sesicRets [ 3000.00 | [Fionthly]
wWorking Diays I Z6.00 CLI'I Maore. .. 1.0 TIME 0.00 HRS
1.5 TIES 0.00 s
ow | ze.o00 MoPay Ls | o0.oo Z-0TIMES 0.00  HRS
PH 0.00 EBalance Mo Pay MPL W 3.0 TIMES a.on HR=
AL 0.00 0.00 Mo Pay  AB n.op REST DAY 0.00 D&¥S
M 0.00 0.00 Mo Pay I—W PUB.HOL. a.on DS
MT o.ono
MR, 0.00 work Hours ,W
L 0. oo Lateness a.oo
HL 0.00 Early Dep. a.oo
EX 0.00 oop (pays) [ 0.00 R Pay Hour 0.00
PT a.oo
Al a.oo
[ [ o.o0
Top Erewviaus I ek I Botbanm Search I Cel. Pay Sawe Exik I

Notes:
Working Days = No. of Days In The Month — Rest Days
Days Worked (DW) = Working Days — Pay Days — No Pay Days
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Pay Days are referred to Public Holiday (PH), Annual Leave (AL), Medical Leave (MC), Maternity
Leave (MT), Marriage Leave (MR), Compassionate Leave (CL), Hospitalisation Leave (HL),
Examination Leave (EX), Paternity Leave (PT) and Advance Leave (AD)

No Pay Days are referred to Production Line Shut Down (LS), Non-Pay Leaves (NPL) and Absent
(AB)

Through Process Pay, UBS Payroll System will auto calculate employees’ Days Worked base on the

formula shown previous page.

1.4) Process Pay

e System to calculate the salary
e Go to Payments - 2" Half Payroll - Process Pay
o Click Ok, OK

]l Z2nd Half Payroll =<|
Process Pay

Process 2nd half payroll pay.

Process completed.
CEr——

\-]3) Process completed.

, Cancel I

1.5) View Payslip
e Allow user to view/check about the payslip before printing
e Go to Payments > 2" Half Payroll > View Payslip

% ?nd Half Payroll - ¥iew Pay Slip il
Employes Mo, |a001 Pay Rate Type Monthly Allowance | Amount |;|
Line Mo. Pay Method |Bank |
Name AEDUL RAMMAN
(1 2600 LiC T90202-06-1234
PH 0.00 Work Hours 0.00 ‘Working Day 26.00
aL 0.00  Lateness 0.00 Basic Rate 3000 .00
MC 0.00 Early Dep. 0.00 Piece Pay 0.00
MT 0.00 Mo Pay Hours 0.00 Basic Pay 3000.00 ATTH. ALLW.

MR, 0.00 Back Pay T —
HO LATENESS

L PEOY  Cvertime : s/Days Armnounk NO ABSENT
H 000 1.0TME | a0 | 000 HRS )| ———
Ex 0.00 1.5 TIMES 14.4200 000 HRS 000
FT 0.00 2.0 TIMES 18.2300 000 HRS 000
AD 000 3.0TIMES 288500 000 HRS 000

0.00 REST DAY 153.8500 0.00 DAYS 000
LS 0.00  PUB.HOL. 230.7700 0.00 DAYS 000
MPL 0.00 -
AB 0.00 @ pllowance  Deduction ¢ Other

o.oo

icf e OTf A, Gross 0 PCE ther Ded.
3000.00 0.00 I 5000.00 33000 I 1475 2600 I 0.00 2629.25
I 0.0o o.oo 38000 I 51.65
Line Mo. | Top: | Brevious | et | Eotharm
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1.6) Print Payslip
e  Print payslip according to preferred format
e Go to Payments > 2" Half Payroll - Print Payslip

® Select a format, click Ok, Preview, Print

1.7) Basic Equations Of Payroll Calculation

¢ Gross Pay = Basic Pay + Allowances + Overtimes

¢ Net Pay = Gross Pay — Contributions — Deductions

¢ Contributions are referred to EPF and SOCSO contributions

¢ Deductions are referred to monthly tax deduction (PCB) and other deductions
e Basic Pay = Basic Rate — NPL deduction

e There are 3 options of deduction method for NPL as shown below:

(a) NPL deduction = w x No. of Days Applied For NPL
Working days
(b) NPL deduction = Basic Rate x No. of Days Applied For NPL

Fixed days per month

“Fixed days per month” normally is referred to 26 days

(0 NPL deduction = Ba5|c. Rate x No. of Days Applied For NPL
No. of days in the month

e User need to choose one of them and to set it into UBS Payroll System

e Go to Housekeeping > Setup > Parameter Setup

e At Pay Calculation tab, focus on the drop down list of Deduction Method for NPL

e Click the drop down button to select one of the NPL deduction methods that to be used in Basic

Pay calculation

Basic Pay (Monthly Rated) Determination

Mo, of pavment per month |Pa'5tT once  a wonth ;I
1sk Half Basic Pay Cal. Method |Half of the hasic rate ;I
|' Deduction methad For MPL | 1

= rking d
Rate / Fixed days per month
Rate / No. of days in the month

Lateness deduction ratio

1.8) Backup & Restore
Backup

e User are advised to backup data before do the Month End process

e User can backup data into Diskette (A: drive), Hard disk (C: drive) or other storage devices (e.g.
thumb-drive)

e (Optional) Insert diskette or thumb drive

e Go to Housekeeping -»> Backup and Restore »> Backup
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e Select or type in the folder path, click Backup , OK
Restore
e (Optional) Insert diskette or thumb drive

e Go to Housekeeping > Backup and Restore > Restore

e Select or type in the folder path, click Restore , key in the password: UBS, press Enter
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Chapter 2: Reports

2.1) Government Reports

e  UBS Payroll System allows user to print out EPF, SOCSO and Income Tax reports for submission

purpose

** Government Reports ) ﬂ
Income Tax Reporks
CP 32 Monthly |+ Fat The Month Ended [31/01 /2006
CP 39 ¥iew Contribution Tax Category O Print Prefix '0S' and '5G'
CF 394 Monthly CPSD Group El Print Foreign worker DOB
CP 22 Monthly Order By Name [-]
CPF zzA Monthly Format =l I Print Header
CP 254 Monthly Far Monthly E| I™ Pre-Print Farmat

Mark To Print For iny Pay
List EA Form Status
List Taxable Figures

CPF & Yearly
CP G4 Yearly
CPF &C Yearly
CPF 3D Yearly
CP 159 12 Mths
PCE Z(11) 12 Mths
CP 38 12 Mths
List Tax Category

Taxahle Pay

Taxable Pay By Employee 12 Mths

Taxable Pay 12 Mehe 7| ok | Exit |

Butir-Butir Cek/Bank

Cek Mo,
Tatikh Fa

Mama |
Mo, KP
Jawatan |[PAYROLL MANAGER
Ma. Tel.
Ma. Fax.

2.2) A/C Maintenance For Employee’s EPF, SOCSO & Income Tax
e Go to Personnel > Add / Update Employees

e Go to Government tab

Employees EPF A/C Maintenance

¢ At EPF section, key in employee’s EPF No.

Employees SOCSO A/C Maintenance

e At Insurance section, key in employee’s SOCSO No. or tick the check box of Use I/C No. as

employee’s SOCSO No.

e The steps shown below is to disable the SOCSO contributions of the employee

e Go to Personnel »> Add / Update Employees

¢ At Government tab, Insurance section, focus on the drop down list of Category

e Select X None if the employee is not subject to SOCSO contribution
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Employees Income Tax A/C Maintenance

e At Tax section, key in employee’s Income Tax Branch’s Name, KI (Kod Isteri) number if
applicable and Employee Income Tax No.

e (Click Save

2.3) Government Reports Submission

e UBS Payroll System can print data into government pre-printed forms that required to be
submitted to EPF, SOCSO and IRB office

EPF Reports

e Go to Government > EPF Reports

e Tick the check box of By Cash if you wish to pay the EPF contribution in cash term

e If you leave the check box un-ticked, it means that you will pay the EPF contribution by cheque

and you have to key in the cheque no.

Pre-Printed Form_- EPF Borang A (Form of KWSP 6)

e Use Original Government Pre-Printed Form for monthly EPF contribution

e  Print data on the form for submission

¢ No data disk to be submitted

e Select EPF Borang A from the list on the left hand side

e Tick the check box of Pre-Print Format to print the data on the original EPF Borang A, which
received from EPF

e C(Click OK, Preview

SOCSO Reports
e Go to Government > SOCSO Reports

e Key in cheque no. if you wish to pay the amount by cheque

Pre-Printed Form - SOCSO Borang 8A

e Use Original Government Pre-Printed Form for monthly SOCSO contribution

e Select SOCSO Borang 8A (Contri.) from the list on the left hand side

¢ Tick the check box of Pre-Print Format to print the data on the original SOCSO Borang 8A
o C(Click OK, Preview

Income Tax Reports
e Go to Government > Income Tax Reports

e Key in cheque no. if you wish to pay the amount by cheque
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Pre-Printed Form - CP39 Income Tax Form

e Use Original Government Pre-Printed Form for monthly Income Tax Payment

e Select CP39 from the list on the left hand side

e Tick the check box of Print Header and Pre-Print Format to print the data on the 1% page of
original CP39 Income Tax Form

e At Butir-Butir Cek/Bank section, key in Bank’s name, Cheque no. and Tarikh as today’s date

o C(Click OK, Preview

¢ Un-tick the check box of Print Header to print the data on the following page(s) of original CP39
Income Tax Form

e C(Click OK, Preview

2.4) Management Reports

e To preview or print current month'’s reports of pay details for all employees

e Management reports are available at 2" Half Payroll

e Goto Payments > 2" Half Payroll > Management Reports

e The items shown in the list on the left hand side are meant for grouping purpose when printing
management reports

e The items also serve the purpose to sort the data accordingly in management reports

e Select any item in the list & click Ok

e Select any report, ensure user have selected the correct paper size, then click Ok, Preview
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Chapter 3: Additional

3.1) Allowance

e Allow user to maintain allowance rate & amount for all employees

e There are 3 types of allowances that can be maintained in the system

3 Types of
Allowances

Variable (V)

Fixed Allowance

Step 1 - Maintenance

e Go to Housekeeping - Setup > Tables Maintenance > Allowance Table

e On the First page, key in the name of fixed allowance item

¢ If the allowance is subject to EPF, SOCSO and/or TAX, tick the checkbox respectively
e C(Click Next Next

e At Third page, remain F at Type column and AW at Formula column

e Click OK, Cancel, Cancel

Step 2 - Amount Update
e Go to Personnel > Add / Update Employees

e At Allowance/Deduction tab, key in the amount of fixed allowance items

Variable Allowance

Step 1 - Maintenance

e Go to Housekeeping > Setup > Tables Maintenance - Allowance Table

e On the First page, key in the name of variable allowance item

e If the allowance is subject to EPF, SOCSO and/or Tax, tick the checkbox respectively
e C(Click Next Next

e At Third page, change to V at Type column and remove AW at Formula column

o C(Click OK, Cancel, Cancel

Step 2 - Amount Update
e Goto Payments > 2" Half Payroll > Add / Update > Add / Modify Allowance
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e Key in Variable allowance amount for employees

o C(Click save, Cancel

Daily Allowance

Step 1 - Maintenance

e Go to Housekeeping - Setup > Tables Maintenance > Allowance Table

e On the First page, key in the name of daily allowance item

e If the allowance is subject to EPF, SOCSO and/or Tax, tick the checkbox respectively

e C(Click Next Next

e At Third page, change to D at Type column. At Formula column, whether user remain or
remove AW will not affect the calculation of Daily allowance

o C(Click OK, Cancel, Cancel

Step 2 - Rate Update
e Go to Personnel > Add / Update Employees

e At Allowance/Deduction tab, key in the Daily Rate of daily allowance item

Notes:

e The type of allowance items in Allowance Table must be entered in capital letter

e The formula "AW” is used to instruct the system to get the allowance amount which maintained
in Personnel and NOT in Payment menu for payroll calculation

e The formula column at third page of Allowance Table is only meant for Fixed and Variable

allowance

Reminder

e In Personnel menu, after completed maintaining the fixed and daily allowance amount of each
employee, user must click Save before clicking Mext to proceed to next employee

e In Payments menu, after completed to key in the employee’s days worked, user must click Save
before clicking NMext to proceed to next employee

e Whenever user add or update the allowance rate or allowance amount in Allowance Table,
Personnel menu or Payments menu, user are required to run Process Pay in Payments menu.
This is to let the Payroll System to re-calculate employees’ allowances base on the new added or

updated data
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3.2) Deduction

e Allow user to record the deduction amount

e Basically there are 2 types of deductions : (a) Fixed (b) Variable

Fixed Deduction

Step 1 - Maintenance

e Go to Housekeeping > Setup > Tables Maintenance - Deduction Table
e At First page, key in the name of fixed deduction items, click Mext

e Remain F at Type column and key in DED at Formula column

o C(Click OK, Cancel, Cancel

Step 2 - Amount Update

e Go to Personnel > Add / Update Employees

e At Allowance/Deduction tab, key in fixed deduction amount

Variable Deduction

Step 1 - Maintenance

¢ Go to Housekeeping > Setup > Tables Maintenance > Deduction Table
e At First page, key in the name of variable deduction items, click Next

e Change to V at Type column and just leave blank at Formula column

o C(Click OK, Cancel

Step 2 - Amount Update
e Goto Payments > 2" Half Payroll > Add / Update > Add / Modify Deduction

e Key in Variable Deduction amount for employees

e C(Click save, Cancel

Reminder

e User are required to run Process Pay in Payments menu whenever user add or update the
deduction items in

(a) Deduction Table

(b) Update Fixed Deduction amount in Personnel menu

(c) Update Variable Deduction amount in Payments menu

e This is to let the Payroll System to re-calculate employees’ deductions base on the new added or

updated data
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3.3) Overtime
e Allow user to maintain overtime rate, days worked and hours of worked for all employees to

calculate employees total overtime pay

Overtime Categories

e There are 5 categories of overtime as stated at table below:

OVERTIME
No. Unit ; ;
Description Abbreviation Ratl:: Ell\\ic*o;clgl;g To
Measure | Minimum¥*
3, | Overtime On Normal OT ON ND HRS 2 HRS 1.5 x HRP
Working Day
2. | Overtime On Rest Day OT ON RD HRS 2 HRS 2.0 x HRP
3, | Overtime On Public OT ON PH HRS > HRS 3.0 x HRP
Holiday
4. | Work On Rest Day WORK-RD DAYS /2 DAY 1 x ORP
5. | Work On Public Holiday WORK-PH DAYS 1 DAY 2 x ORP

Minimum Unit stated in MEA 1955  ** Malaysia Employment Act (MEA)

Terms Used In Overtime Calculation
e ORP = Ordinary Rate Of Pay means per day wages

_ Basic Rate
Monthly Working Days

Basic Rate

6 (as stated in MEA 1955)

e HRP

Hourly Rate Of Pay

Basic Rate x 12 months
Yearly Working Hours

Basic Rate x 12 months
2,496 hours * * *

8 hours x 6 days x 52 weeks or 8 hours x 26 days x 12 months
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Working Hours Table

e The parameters set in Working Hours Table are essential to ORP & HRP calculation

e The employee’s hours of work per year varies from company to company, depending on the
number of working days an employee has to come to work in a week

¢ Go to Housekeeping > Setup > Tables Maintenance > Working Hours Table

e Change the values in Hours Per Year accordingly

x|
Working Hours 1 z 3 4 5 6
Monthly Rated
Morths Per Year 1z.00| 12.00| 1l2.00| 12.00( 12.00] ©OT =Basic Rate * ?/Hrs per yr
Days Per Month 26.00) Z26.00| 26.00 26.00 26. 00| MPL, Advance, ORP
Days Per Month 26.00] 26.00] 26.00 26.00 26. 00| Absent
HoysRat-Bery— 5.00 5.00 5.00 5.00 g.00| Lateness, Mormal br. worked pay
{ Hours Per Year 2496, 003496, 002496, 00[2496. 002496, 00|2496. 00] OT (Basic rate, Ded., Aw.)
Dal

5.00 s.000 s.00] sg.00f s.00 5. 00| OF (Basic rate, Ded., Aw.)
Also ko get Month_Rate
26.00( 26.00| 26.00( 26.00( 26.00( 26.00| Bonws, Bonus PCE, Comm. PCE
ey e Also té get Month:Rate
26.00( 26.00| 26.00( 26.00| 26.00( 26.00| Hrp=+Aw /7 Hr. perday
e L i) Sek ko 0if day_worked is Used

Hours Per Day

Hourly Rated
Hours Per Day 5.00 .00 s8.00/ §.00] 8.00 5. 00| Basic Pay, OT (Ded., Aw.)
Days PerMonth () | 26.00] 26.00] 26.00] 26.00] 26.00] 26.00] EqualDaily Rated Figures
Days PerMonth (B) | 26.00] 26.00] 26.00] 26.00] 26.00] 26.00] EqualDally Rated Figures

ok | gancell

Setting Of Maximum Basic Rate
e In UBS Payroll, user allows to set the maximum amount of basic rate that to be used to

calculate overtime

e User also can set to instruct the system to use employees’ actual basic rate (regardless of basic

rate amount) when calculate overtime

e Go to Housekeeping > Setup > Parameter Setup

e At Pay Calculation tab, Overtime Determination section, key in the maximum amount of
basic rate in the field of Maximum pay allowed to calculate HRP

e If actual basic rate is used to calculate overtime, key in the amount of 99999

in the field of Maximum pay allowed to calculate HRP

]l Parameter Setup =l
Company Details  Fay Calculation ! | Pay Calculation[2] I Contral I

Basic Pay {Monthly Rated) Determination

Mo, of payment per month Pay once a month |

1st Half Basic Pay Cal. Method Half of the basic rate =
Deduction method For MPL Rate / Fixed days per month ;I
Lateness deduction ratio m

Owertime Determination

Maximum pay allowed to calculate HRP (1) I 2000
(2) I 10000 | v Inclusive of Allowance | Deduction

Calculate ©T From Last Month HRP f ORP Ho -

EPF Determination
Separate Bonus [ Comm, EPF Calculation YTes -
1st Half EPF equal ta half Full month EPF No -

Ok | Cancel | Apply |
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User Business Systom

Overtime Maintenance
e Go to Housekeeping > Setup > Tables Maintenance - Overtime Table

Gl Overtime Table x|

:élTable2 | Table 3 | Table 4 | Table 5 | Tablz & |

No. Description Unit Ratio Constant Rate DEC | EPF | SOC | TAX |HRD ;I
M e I I A |

2|1.5 TIMES HES 1.5000 0.0000 g.ooon| 2= T W W
3|z.0 TIMES HRS Z.0000 0.0000 p.ogon| 2= 0 W |
4|3.0 TIMES HES 3.0000 0. 0000 g.ooon| 24 T W W
5 |REST DAY DATS 2.0000 0.0000 g.onon| 24 T W W
&|PUE.HOL. DAYS 3.0000 0.0000 o.ooon| 2= 0 W |

=

¥
[For monthly rate employees whose basic rate is more than 2000.00] ok | e |

Step 1 — Description, Unit, Rate Maintenance

¢ Key in the overtimes’ description, their unit used and ratio that applied in the calculation

Step 2 - EPF, SOCSO & Tax Contribution
e Tick the check box of EPF, SOCSO and/or Tax if it is applicable to the overtime
¢ C(Click OKto exit

Update Overtime Setting In Personnel File Maintenance

e Go to Personnel > Add / Update Employees
¢ Click on Setting tab, at Overtime Setting section, select the setting of Maximum Basic Rate

Used To Calculate Overtime for this employee

Update Overtime Days Worked & Hours Of Worked
e Go to Payments - 2" Half Payroll - Add / Update - Normal Pay

e At Overtime section, key in the days worked or hours of worked for each category of overtime

Reminder
e Whenever user update the overtime in Overtime Table of Housekeeping menu or Normal Pay of

Payments menu, user are required to run Process Pay
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3.4) Payment of Salary
e User can set the methods of salary payment for each of the employee
e User can print out report for each of the salary payment methods applied

e There are 3 methods of salary payment applicable in UBS Payroll System

3 Methods of
Salary Payment

Method Of Salary Payment — Cash

e Wages or salaries are paid to employees in cash term

Step 1: Setting In Personnel Menu

e Go to Personnel > Add/Update Employees
e At Pay tab, select the employee’s salary paid method as Cash from Pay Method drop-down list

=

Pay Rate Type IHDnthly

Pay Method -
Pay Skakus Bank

Wieek Pay

Confidential Eheque

Step 2: Print Employees Net Pay — Cash Report
e Go to Payments - 2" Half Payroll - Cash / Bank / Other - Net Pay — Cash / Bank /
Others

e Select Cash from the list on the left hand side, then click OK, Preview

Method of Salary Payment — Cheque

e Wages or salaries are paid to employees by issuing cheque

Step 1: Setting In Personnel Menu

e Go to Personnel > Add/Update Employees
e At Pay tab, select the employee’s salary paid method as cheque from Pay Method drop-down

list.
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Paw Rate Type |H|:|nthly ;I
Pay Method m
Pay Status Bank l
Week Pay Cash

Confidential

Step 2: Print Employees Net Pay — Cheque Report

e Go to Payments - 2" Half Payroll - Cash / Bank / Other - Net Pay — Cash / Bank /
Others

e Select Cheque from the list on the left hand side, then click Chegque No.

¢ Only those employees whose salaries are paid by cheques are shown on the list
¢ Key in the cheque numbers that are issued to employees

e C(Click save, Cancel, OK, Preview

Method of Salary Payment — Thru Bank

e Wages or salaries are directly credited to employees’ bank A/C

e This method will generate a letter of order to instruct bank officer to credit employees’ salary
amount into their bank A/Cs

e This method works if the bank’s name which the company instructs to credit employees bank

A/Cs is same as the bank’s name of employees bank A/C

Step 1 - Maintain Company’s Bank Information

o Go to Housekeeping > Setup > Addresses and Account No.
¢ At Organisation Information tab, key in the company’s bank information.
e At Your Company Registered Information tab, key in the data as follow:
(a) The company name that has registered with bank
(b) The company’s bank A/C number

El addresses & Account No. 5 =|

Orgarisation Type  [BaNK Cakegory 1

Organisation Information  Your Company Registered Infarmation I Officer In Charge |

Registered Mame IU'BS CORFORATION SDN BHD
Account Mo, IHBB.L.LZZZZZZZ

State Code Ia )
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Step 2 - Setting In Personnel Menu

e Go to Personnel > Add/Update Employees
e At Pay tab, select the employee’s salary paid method as Bank from Pay Method drop-down list

Pay Rate Type Monthly El
Pay Method ek |F

Pay Status Bank
Week Pay Cash
Confidential Ehfaq—:',le

e At Government tab, Bank section, key in the employee’s bank A/C Number

Bank - BANK

Bank Code 1234444

Branch Code B88888888

Bank &,/C Mo, MBB23555566
Category 1 [=| PaymentMode
Bank IC [l

Step 3 - Print Letter Of Order To The Bank
e Go to Payments > 2" Half Payroll > Cash / Bank / Other > Net Pay — Cash / Bank /
Others

¢ Select Bank, then key in the amount of Bank Charges per employee

e To make the payment to the bank, there are 2 choices of payment methods:
(@) Cheque Issuance
(b) Debit Company’s Bank A/C
e If the company chooses to make payment by cheque, please follow the steps on below:
(a) Tick the check box of Issue Cheque To Bank
(b) Key in the Cheque No.
(c) Click OK, Preview
e If the company chooses to make payment by debiting company’s bank A/C, then just click OK,
Preview
e The system will generate a letter of order which will be issued to company’s bank for processing
purpose

e The letter is consist of employees’ bank A/C number and their salary amount to be credited
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3.5) Month End / Year End Processing

Month End

e The Month End process will close the current month payroll and it is an essential procedure that

must be done before user can proceed to the following month

The Effects of Month End Process
e The Month End process is consist of 3 updates:
(@) Update the field of This Month at Month section of Company Details tab in
Housekeeping > Setup > Parameter Setup
(b) Update Pay Summary report in Monthly And Yearly > 12 Months Figures Update >
Pay Summary
(a) Update Working Days and Zero other payroll transaction data (except basic rate, fixed
allowances and fixed deductions) in Payments Menu - 2" Half Payroll > Add / Update
- Normal Pay

Month End Process
¢ Go to Housekeeping > Month End

_E_] HouseKeeping ﬂ
Note:
In network environment,
please make sure you are the only user ta access to this option.
MOMTH END PROCESSING FOR JANUARY
&1 Move Forward Transactions:
2. Remaove Transactions
¥ Update wWorking Diays
1zt half working day For coming month I o.00
2nd half working day For caming rmaonth I 25,00
ok I Cancel I

Step 1 - Next Month Transactions Update

¢ Move Forward Transactions: after month end, the Normal Pay will be updated (the Normal
Pay is shown as ‘Update’). User may proceed directly to Process Pay if there are no changes in
normal pay.

e Remove Transaction: after month end, the Normal Pay will not be updated (the Normal Pay is
shown as ‘Add New Pay’). User must add & save Normal Pay before proceed to Process Pay.

Notes
For both options, value of variable allowances won't be updated automatically.
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Step 2 - Next Month Working Days Update

e User can key in the next month working days of 1% Half (from 1% to 15™) and 2™ Half (from
1% to end of month) to enable the system to update them in Payments Menu > 1° Half / 2™
Half Payroll > Add / Update > Normal Pay

e If the working days of current and following month are equally same, then un-tick the check box

of Update Working Days. By doing this, the system will remain the working days of the
following month as the current month.

Year End Processing

e This is to close the whole year’s transactions & it is an essential procedure before move on to the
following year

e Before doing this process, make sure that you have completed the last month’s (December)
payment & other procedures as stated in the Year End module

e User must run the Month End process of December, so that he / she can generate & print out
employees’ CP8A income tax form (EA Form)

e Go to Housekeeping > Year Endto run Year End Processing

|l HouseKeeping x|
Note:

In network environment,
please make sure vou are the only user ko access to this option.

YEAR END PROCESSING FOR 2008

Year End Processing Will
1. Delete all employvees with pay status = 'N'
2, Set yearly reports figures to O
3. Increase year to 2009

ATy, Motes

-{f~ Make Sure That You Have
1. Backup the data
2. Print all vearly reports

3. Print income Eax E& Form
or copy inko another sub-directory

Cancel I

3.6) Bonus
Payment Bonus
Step 1: Housekeeping Menu - Parameter Setup

e Go to Housekeeping - Setup > Parameter Setup
¢ C(Click Control tab, at Transaction section, make sure:
(a) The check box of Bonus PCB calculated based on last year December taxable

amount is un-ticked
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(b) The check box of Do not adjust Bonus PCB / Comm. PCB / Dir. Fee PCB On
2nd Half is ticked
¢ C(Click on OK

Step 2: Housekeeping Menu - Payment Table

e Go to Housekeeping > Setup > Tables Maintenance
¢ Select Payment Table from the tables listing shown on the left of window, then click on OK
e Look at row no. 3 (Bonus),
(a) Make sure the check box of EPF & PCB is ticked and the check box of SOC(SO) is un-
ticked at the column of
(i) Contribute To
(ii) Deduct Directly In This Pay
(b) At the column of Calculate Using Basic Rate Instead Of Basic Pay, tick the check box
of PCB
e Clickon OK

Step 3: Payments Menu
e Go to Payments > Bonus > Add / Modify > Add / Modify Bonus By Month /
Percentage

Basic Rate No. OF Month Estimated Month Rate Bonus s

Employee No.
Apol
Bg0L 2500, 00 0.00 2500, 07 0.0

Name : ALI BIN MOHAMAD Date Commence : [/

Pay Rate Type : MONTHLY Date Resign

Add | Modify Borus By IMonth - Search | Save | Cancel |

e Select Month or Percentage from the drop down list of "Add / Modify Bonus By”, which
located at the bottom left of the window

e Key in No. Of Month or Percentage of basic rate as bonus for each employee

¢ Click on Save

e Go to Payments > Bonus > Process Pay

¢ Clickon OK
e Go to Payments > Bonus > Listing
e Clickon OK
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