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1 OVERVIEW

AutoCount Payroll is designed for small to medium size companies. It has sufficient internal
management and external government reports to assist the user to maintain and manage their
payroll. User with minimal payroll knowledge can easily find guides and hints of Government
Employment Act both in setup and transactions screen. User can also view past payroll period
and graphical presentations of payroll information.

1.1 FEATURES

Features Highlight:-

Extremely easy to use.

Innovative New Inductive User Interface Design.

Display historical payroll records in both tabular and graphical format.

Plenty of analytical and management reports.

No month end and year end closing needed.

Built-in report designer to design pay slip and etc.

Support data exporting to Microsoft Office products for further analysis.

Password access right control.

Unlimited user defined allowances and deductions whether subjected to EPF. SOCSO or Tax.
Electronic file submission for EPF, SOCSO, TAX as well as employee’s salary via diskette.
Built-in contemporary Malaysia Labour Act guide.

Support web-based submission of Income Tax, EPF and SOCSO provided by BCB (Bumiputra-
Commerce Bank Berhad Services).

WYY
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1.2

SYSTEM REQUIREMENTS

Microsoft Windows 95/98/NT4/ME/2000/XP

Pentium based processor (Recommended P166 and above)
32 MB of RAM or more (Recommended 64 MB RAM)

50 MB of hard-disk space (Recommended 100 MB)
Microsoft Windows Compatible Printer

For network users, recommended 100 Base-T NIC
Microsoft Internet Explorer 4 or above (Recommended IE 5)

WYY
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1.3 COMMAND CENTRE

Upon login to AutoCount Payroll, the system will display a Command Centre as
shown below.

#iL AutoCount Payroll - Beta Version - CCY SOFTWARE SDN BHD [SAMPLE] _ =] =]
File Edit Wiew Inquiy Payoll Tooks 'Windows Help

i< s o | @BREEMATIDRXEHOIEY
Thursday, 25 oct zo01 | Create New Payroll

T T Create Mew Payroll allows you to calculate your ernployes's payroll for a specific

perind of date, you can
* caloulate the first half manth payrall

- calculate the second half month payroll or monthly payrall

Print Pay Slip .

[Ehitets Pl St i?ni?r?\ﬂ?z? you can calculate your payroll partly by departrient or a selective group of LI

Print ERF Borang A TaSkS Ren‘i“der

Print SOCSG Borand 84 eRIORITY. | Action |Eone | CATEGORY

Print Income Tax CP32 3 Remember to submit your SOCS0 form before end of every month, O System

3 Remember to submit your Income Tax CP33 before 10 of every month. = System

3 Remember to submit your EFPF form Borang & before 15 of every month. O System

Print Payroll Allowance 1 Pracess payroll on 28th of every manth O

Print Payroll Deduction

Print Coinage Report

Print Manthly EPF

Print Monthly SOCS0

Print Monthly Tax

Maintain Employes

Maintain allowance

Maintain Deduction " Tasks Reminder [ Emplopes Statistics Labour Law Info

<< Previous Task Mext Task »>> Exit

A. Task Reminder — Similar to Microsoft Outlook whereby user can enter notes of
reminder. The following steps are how to enter the information.

1. Click N button or press Insert key.
2. Enter all the information.

3. Click =l button or press Ctrl + S for save
B. Employee Statistics — Display analysis in pie chart by department and race.

C. Labour Law Info — Malaysia’s guideline for Labour Law.
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1.4 STANDARD FUNCTIONS AND BUTTONS

Below is a list of the AutoCount Payroll standard buttons and their corresponding
keyboard equivalents:

BUTTON & KEY DESCRIPTION BUTTON & KEY DESCRIPTIONS
I First Record ETd Filter
- Previous Record [ or Ins Insert New Record
L Next Record or F2 Edit Record
L Last Record Pt or Ctrl + Del Delete Record
E
or F5 Refresh u or Ctrl + S Save Record
= Print C Cancel
@. Preview or F7 Switch View
%E Export "Eh Customised Display
Preference
4 or Ctrl + F Find == Calculator
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2 GETTING STARTED

2.1 Package Contents

2.2 System Installation
2.2.1 Standalone Installation

2.2.2 Network Installation
2.3 Login Screen

2.4 Payroll Database Registration




Getting Started AutoCount Payroll User Manual

2 GETTING STARTED

2.1 PACKAGE CONTENT

The product box should contain the following items: -
e Payroll CD
e Payroll User Manual
e DPayroll License Agreement

If any of the above items is missing or damage, please request from your dealer or
distributor immediately
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2.2 SYSTEM INSTALLATION

AutoCount Payroll installation comprises of Standalone Installation and Network
Installation.

Interbase 6 Open Edition must be installed first BEFORE

n installing AutoCount Payroll.

2.2.1 STANDALONE INSTALLATION

1. Insert the software CD into CDROM drive.

e If your CD-ROM drive auto-run feature is enabled, wait for the Setup dialog to
appear (See Figure 1).
e If the CD does not start on its own, go to My Computer, open your CD-ROM drive
and double click on the Autorun.exe file.
Alternatively, click on the Windows ™ Start button and select Run. In the “Open:” type
x:\ Autorun.exe (where “x” is the letter of your CD-ROM drive) and hit Enter.

AutoCount Payroll Setup Launcher i |

Phne Powered by :
{E st e
i Technology

P Interbase 6 Open Edition

=
‘F\..I}. AutoCount Payroll 1.0

Acrobat Reader 5

BCE Web Site | Browse the CD

Developed by BCE Software

BCE Software
Tel: 603-3372 5717

Figure 1

9
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2. Click Interbase 6 Open Edition and follow the on screen instructions.
3. Once finish click AutoCount Payroll and follow the on screen instructions.
4. Double click the icon on the desktop and the below window will appear (Refer to Figure 2).

Setup Type 2] =]

B " Metwork Setup

[} ] Setup the systemn far multiple computers running on a netwaork.
You have to zpecify & network, zhared directon,.

(1] I Eancell Help |

Figure 2

5. Select Standalone Setup, then click OK and the following window will appear (Refer to
Figure 3).

Register AutoCount Payroll : 1[
If you've purchase thiz AutoCount Payroll product:

Please enter your uzer name, company name, and the product 1D as appear on the
back of pour CO.

If you've evaluated this AutoCount Payroll product:

If pou want to purchaze thiz AutoCount Payroll product, please contact
03-33725717 or click the following link for how to purchase this product online.

Purchaze Page: http:/Awww bee com.mypavroll/purchaze. him

If you've purchase this product through telephone or through intemet, pleaze enter
YOur Lger name, company name, and the product 1D as given.

IF you still want to evaluate this product:

Click "Continue Unregistered" button to continue evaluate this product.

Usger Mame: IEEY
\ \,:’ Company Mame: |I:I:Y SOFTWARES SDN EHD
&

" ProductID: [123456-78-90-1234-1425-1424
T =
Figure 3

10
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6. Inthe Register AutoCount Payroll dialog, enter all the information (i.e. user and
company name and product ID), then click OK.

7. In the Create New Payroll Database dialog (Refer to Figure 4), select
e  Evaluation the Product — Select this option to evaluate the product with sample
payroll data.
e Start your actual payroll system — Select this option to create the actual payroll data.

8. Click Create button.

AutoCount Payroll

Create New Payroll Database

This function allows pou to create a new payroll database for uze in the spstem.

Create A New Payroll Database To

ta evaluate the praduct.

e payroll databaze with zample data inside far pou

i~ Start your actual payroll system

The spstem will create a new payroll databaze to start working on it

Specify Database Filename

Fleaze specify a database filename or use the suggested filename by the spstem.

[ atabase Filename: |F'a_l,lr0||DD1.gdb | =

The databaze will be created at C:APROGRAR FILESABCEWPAYROLLADE P aprall01 . gdb.

Figure 4

11
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2.2.2 NETWORK INSTALLATION

NOTE:
Assumption of the following Network and Workstation setup as shown in Figure 5.

L

C-\PROGRA?/IB Folder Workstation 1
FILES\BCE\PAYROLL\DB 192.168.1.3
| Workstation Path for Database Folder:
C\:PROGRAM FILES\BCE\PAYROLL\DB\
BACKUP Folder
\\SERVER\BCE\PAYROLL\ Workstation Path for Temporary Backup Folder :-

BACKUP \\SERVER\BCE\PAYROLL\BACKUP\
__ Workstation 2
L 192.168.1.2
SERVER

Figure 5

12
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1. For Server installation

a) Create an empty folder and you may name it as Payroll in C:\Program
Files\ BCE\ Payroll to store the database files.

b) Under the Payroll folder, create another two subfolder; one you can name is as
DB, which is use to store the entire database files, and another one as Backup,
which is use for backup purpose.

c) Follow the Standalone Installation from the Step 1 to Step 7 except Step 5 select
Network Setup and the below window will appear (Refer to Figure 5).

2l
Save jn: I = Payroll j ¢ £ Eo-
File name: IPayroII.AEF j Save I
Save az bupe: IAppIication Comfiguration File j Cancel |

Figure 6

d) Inthe Save in field, specify where you want to keep your payroll database (e.g.
C:\Program File\BCE\Payroll).

13
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e) Click Save and the following window will appear (Refer to Figure 7).

Database Server Information

Database Server Information

There are 3 steps to setup & Database Server Information.
Interbase Server

Please specify the location of your Interbase Server, if you are munning this application as a standalone, then choose Local
Interbase Server.

" Local Interbase Server.
{* Remate Interbase Server.
g S
Metwork, Protocal:  TCRAP  MetBEUI / Mamed Pipe

Database Files Folder Test Connection | <

Please specify a tolder in pour server to store all your database fles.

|

h Database Files Folder: |E:\F‘rogram Files\BCE\Payral\DE ‘ =

Temporary Backup Folder

Please specify a folder in pour server to store the temporary file: created during backup and restare operation, the following
twa Temparary Backup Falder must point to the same physical folder in your SERYER.

Unless your Intertbase Server is running in a Linus/Sun Solars environment, otherwise thiz bwo Backup Folders always have
the same settings.

. Temporary Backup Folder that can be accessed by the Interbaze server;

1 [C:\Program Files'B CE\Payrall, B ackup =
Temporary Backup Folder that can be accessed by thie workstation:
[Server\BCE \PayralhBackuph =2

Figure 7

f) In the Interbase Server field, select Remote Interbase Server (Refer to Figure 7

above).

g) In the Server Name field, enter the server IP Address (Refer to Figure 7)

Note:

Select Start | Programs| MS-DOS Prompt to check for IP Address for Windows
95/98.

Select Start | Programs | Accessories | Command Prompt to check for IP address
for Windows 2000.

In the MS-DOS Prompt or Command Prompt, enter IPCONFIG (Refer to Figure 8)

14
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%] Select C:AWINNTASystem32\cmd exe
IC:~Z>ipconfig =
indows 2888 IP Configuration
IP Address is [Ethernet adapter Local Area Connection 2:
Connection—specific DNS Suffix . : office_bce.com.my
192168.0.43 IP Address. . . . . . . . . . . . & 192.168.8.43
Subnet Mask . . . . . . . . . . . = 255.255.255.8
Default Gateway . . . . - . . . . = 192_168.8.1
R
Figure 8

h) In the Database File Folder field:-
For Server Setting :-
Enter the path of the empty folder created in the server. As this path is viewed
from the server and is the location of the payroll database, it must begin with a
drive letter such as C:\PROGRAM FILES\BCE\PAYROLL\DB\ (Refer to Figure
5)
For Workstation Setting:-
Follow the same path as indicate in the server setting. (Refer to Figure 5)

In the Temporary Backup Folder that can be accessed by the Interbase server
field, enter the path of the backup folder in the server, this path also is viewed
from the server. (Refer to Figure 5)
In the Temporary Backup Folder that can be accessed by this workstation
field, enter the path of the backup folder in the server, this path is viewed from
the workstation. (Refer to Figure 5)

15
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i) Select Test Connection to establish connection. System will prompt message
“Connection Success” once the connection is establish.

Information B4 |

@ Connection success.

j) Click OK button.

16
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2. For Workstation installation: -
a) Follow the Standalone Installation from the Step 1 and Step 2 except when you see
the Select Components dialog, deselect (tick off) the Server for Windows option
(Refer to Figure 8).

42 InterBase 6 Dpen Edition - 6.0.1.6 Installation

Select Components
Chooze which components ta install.
Untick the * o967k
¥ Client for *findows 1212k
Server  for ,
Wnd ¥ Command Line Tools A8k
n OZUS. fOT’ ¥ ‘windows Hosted Tools 2475 k
Workstation [~ Developer Tools 286 k
Installation. I~ INTERSOLY InterBase ODBC Diiver 732k
[~ Example Pragrams and D atabases 3993 k
Dizk Space Reguired: 4805 |
Digk Space Remaining: B260652 |

< Back | Hewut » I LCancel

b) Follow the Standalone Installation instructions from the Step 3 to Step 6 except Step
4, select Network Setup, then click OK and the below window will appear (Refer
to Figure 9).

17
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Save in; I@ Payrall j Ll I‘j‘ Ef-
|_1Backup

File name: IF'ayroII.ACF j Save I
Save az tupe: IAppIication Configuration File j Cancel |

Figure 9

¢) Inthe Save in field, browse it to the server and look for Payroll. ACF file.
d) Click Save button

18
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NETWORK INSTALLATION SUMMARY TABLE :-

Choose Either One
Settings
SERVER SERVER Workstation 1 Workstation 2

192.168.1.1 | 192.168.1.1 192.168.1.2 192.168.1.3
INTERBASE SERVER
Local
Interbase v N/A N/A N/A
Server
Remote
Interbase N/A v v v
Server
Server Name N/A 192.168.1.1
Network N/A TCP/IP
Protocol
DATABASE FILES FOLDER
I?(it(;a:rase Files c:\Program Files\ BCE\ Payroll\ DB\
TEMPORARY BACKUP FOLDER
That can be
?;feersszgeby c:\Program Files\ BCE\ Payroll\ Backup \
server
That can be
accessed by | c:\Program
this Files\ BCE\ Payroll\ \ \ Server\ BCE\ Payroll\ Backup\

. Backup\
workstation
ACF FILE
ACEF File c:\Program
Location Files\ BCE\ Payroll\ \ \ Server\ BCE\ Payroll\ Payroll. ACF
Payroll. ACF

19



Getting Started AutoCount Payroll User Manual

2.3 LOGIN SCREEN

Once the system has created the database, the login screen will appear.
The default User ID is ADMIN and the Password is ADMIN.

Lugin {C:"Program Files"BCEPayroll\Payroll. ACF)

Powered By :

R* AutoCount\.>......

fayRoI

LCurrent Account Book: Rermark.

% Enter your uzer 1D and password.
UserID: JADMIN Exit
Paszword : || Optionz >

ekl

Help

20
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2.4 PAYROLL DATABASE REGISTRATION

By default all new payroll database created in the system is an unregistered payroll
database. The system allows user to enter payroll data up to two (2) months only.

To register an account book:

1. Click File | Register Payroll Database...

2. Then, carefully check to make sure the Company Name and Address are correct, if any
of them is incorrect, you can click File | Company Profile to correct it.

3. Click Print Preview the Request For Registration Code Form button to print out a
report, then officially cop and sign the report and fax back to BCE Software to
request the payroll database registration code (See Note below).

4. Upon receiving the registration reply form, enter the registration code in the
Registration Code field as shown below.
5. Click Register button.

Register Payroll Database 5'

Company Mame : [CCY SOFTWARE SDN BHD | Close |

Address:

Registration Code: [32 characters)

181A, JALAN MERU,
41050, KLANG, ﬂl

SELANGOR DARUL EH5AN.

JFGH-48HG-F9JT-9RB5-9GGE3-MNVO-Y3NT-93TEB  Regite | Enter your
Print Presview the Request For Registration Code Farm | \ Payr()ll dﬂtabase
|Unregistered Payroll Datahase. registration

N code in this box.

&5

Please allow two (2) working days for us to process the Registration Code
and please get your Registration Code from your dealer.

The First register company payroll database will be the “Master” company
database.

The subsequent register company database MUST have the same
Company Name or Company Address with the “Master” payroll database.

21
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3.3 Bank Maintenance

3.4 Allowance Maintenance

3.5 Deduction Maintenance

3.6 Employee Maintenance

3.7 Year To Date Entry

3.8 Creating, Delete & Add Payroll Database
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3.10 User Defined Field
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3 SETUP

Login to AutoCount Payroll and the following screen will appear. Select the Start arrow to
proceed with the payroll database setup.

Cpmiman e AutoCount Payroll Setup Wizard

Setup Company Profile

Maintain Department
Maintain Bank
Maintain Allawance

Maintain Deduction

Get started right now with AutoCount Payroll Setup Wizard, which will help you
Maintain Employee - Set up your Company Profile, your company payroll policy.

‘ear To Date Entry - Set up your company's department, bank.

- Set up the allowance, deduction, and employee for use in the payroll.

Don’t worry if you don't have all your company payroll information right now.
You can always enter additional information later while using AutoCount Payroll.

After completing each task, you can press the Next Task button to proceed to next task.
When all tasks are completed, then press the End Wizard butten to close this wizard.

End Wizard

AutoCount Payroll Setup can be accessed through File |
Payroll Setup Wizard.

24
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3.1 COMPANY PROFILE SETUP

1. Company Profile Setup allows user to enter the company profile (i.e. Company Name,
Company Registration No, etc.).

saturday, 10 Nov zo01 | S@tup Company Profile

1 This is where you may setup your company's payroll policy. ~
Commonitasks If you have no idea about those EPF, SOCSO0 & O/Time settings, L
you can just follow my default settings which is compliance with the Labour

Maintain Department B =
Maintain Bank Frofile |Addresses| Contiibution Setting | Overtime Setting | it
i Company Name [CC7 SOFTWARE SON BHD ] =
e Lago (110x120) ave
R Gk Shott Name |CCY SOFTWARE 50N BHD —
snce
Haiom Emploves Fiegitered No._ [700909.C Remalk |[SAMPLE
“Year To Date Entry
Nature of Business |SOFTWARE HOUSE
Corpany Lage EPF Mo, [013156476 Phone 1 [03:33725777
50C50 No. (83478877 Fhone 2 |
TaxNo. [987654321095765 Fa [03-33725888

Cunency Code [RM |
- —
[TB1&_JALEN MERL, ] Name MR CHAU
41050, KLANG, ICMNo [a7asizes
[SELANGOR DARLL EHSAN Depatwent [ACCOUNT
Posiion [ACCOUNT

i& Reset Defaul
crerrs
Tecknalogy Hent Task >> End Wizard

2. Click Addresses tab to enter company’s Tax, Socso and EPF branch address

information.

utoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] -] _>ﬂ

Ele Edt Wew Inqury Payrol Leave Tools Windows Help

Harve | @REBOBXES

saturday, 29 Jun 2002 | S€tup Company Profile

This is where you may sstup your company's payrall policy.
Common Tasks If you have no idea about those EPF, SOCS0 & O/Time settings, LiL)
¥

you can just follow my default settings which is compliance with the Labaur Law.

Maintain Department =
Maintain Bank Profile Addresses |F‘ayrnl| Seltlngl Contribution SEtl\r’\gl Overtime Seltlngl Leave Seltlr\gl Edi

Maintain Allowance T BT Save
Maintain Deduction Tax Branch Address [EEEEEY ()(S() franch Address [HEE o

Maintain Employee
Year To Dats Entry

EPF Branch Addiess

Reset Default...

arizereerer
Techvalegy Mext Task »> End Wizard

Registered Database, (40) |ADMIN

25
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3. Select the Payroll Setting to indicate the HRDF (Human Resource Department Fund)
if the company is subjected to HRDF.

utoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] -] _>ﬂ

Ele Edt View Inqury Payrol Leave Tools Windows Help

Har e | @RBOBXEC

w3

Setup Company Profile

- This is whars you may setup your company's payroll palicy. -
C von Tasks If you have no idea about those EPF, SOCS0 & O/Time settings, LI
: ¥

saturday, 29 Jun 2002

you can just follaw my defaulf settings which is compliance with the Labaur Law,

L

Maintain Departrment
Maintain Bank Profile| Addiesses Paproll Setting |Enr\tnhutlnn55tlmg| Owartime Setting| Leave Setting Edit

eiptanalosenes HRDF Contibution Percentage: || = e

Maintain Deduction

Maintain Emplayes Cancel

Year To Date Entry

Reset Default...

erizorsrere
Fechnalogy MNext Task 2>

Registered Database, (40) |ADMIN
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4. Select Contribution Setting tab to indicate a default contribution setting for the particular
item. For example, to pay the EPF and tax for Bonus, tick on the EPF and Tax.

5.

Saturday, 27 Oct 2001

Common Tasks

Maintain Departrment
Maintain Bank
Maintain Allowance
Maintain Deduction
Maintain Employee
Year To Date Entry

Setup Company Profile

This is where you may setup your company's payroll policy,

If you hawe no idea about those EPF, SOCSO & O/Time settings,
wou can just follow my default settings which is compliance with the Labour
Law,

F‘rnfila' Addiesses Contribution Setting |Dverlime Setlingl

Exlit

ous Task Mext Task 2>

Contributions Setting
Items | EPF | 50050 | Tax | Overtime s
s Sy for the morith o
Borus 0 [
Cormmission
Director Fees
First Half
Dwertime O
P Lsave
Urpsid Lssvs

End Wizard

Select Overtime Setting tab to indicate to the system to calculate the overtime.

utoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE]

Ele Edt Wew Inqury Payrol Leave Tools Windows Help

Harve | @REBOBXES

Saturday, 29 Jun 2002

Con n Tasks

Maintain Departrent
Maintain Bank
Maintain Allowance
Maintain Deduction
Maintain Employes
Year To Dats Entry

arizereerer
Technalagy

3

Setup Company Profile

This is whers you may setup your company's payrall palicy.

If you have no idea about those EPF, SOCS0 & O/Time settings,

you can just follow my default settings which is compliance with the Labour Law,

Profile | Addresses F‘ayrnllSeltlngI Contribution Setting Overtime Setting | Leave Setting

b

Mormal warking days per month

Mormal Hours of work per day s
Dver Time Rate Setting -
[+ “Working Hours ¥ - Over Time Hours —— |

Working Day

L ————
OT(4) houdy rate = | 153
N
houlyrate [ 32| | OT(BIhoutyrate = [ 372

N
daiyrate [ 055 Tl o rate = 23]

daily st | 12

Public Holiday
Public: holiday (D)
172 Day

Rest Day [T

(]

i

Edit
Save
Carce|

(K

Reset Default...

Mext Task »>

End Wizard

Registered Database, (40)

ADMIN
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6. Select Leave Setting tab to indicate to the system the following :-

[ AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] I [
Ele Edt View Inqury Payrol Leave Tools Windows Help

in<rme | @RBELNBXEOEAE

Setup Company Profile

This is whers you may setup your company's payroll policy. ~ =

If you have no idea about those EPF, SOCS0 & O/Time settings, LiL)

| you can just follaw my default settings which is sompliance with the Labaur Law,
Profile

saturday, 29 Jun 2002

Common Tasks

Maintain Departrment =l

Maintain Bank Prcfile | Addresses | Papral 5e|ting| CDntnbutiunSEtlmgI Overtime Setting Leave Setting

mantandlovance Caleulation of Year of Service fom Jain Date ¥ Save

Maintain Deduction
Mot ey Alwwaps round up the entitled daps to 05 2] daps Cariel

‘Year To Date Entry Calculation of entitled leave days using Month / In:\usivej method

Include the month in ssrvice lenath calculation if day of service is befors oron | 145

Reset Default

erizorasert
Technoiogy

2% Previvu: Tazk  Mext Task >> End Wizard

Registered Database, (40) |ADMIN

V' Calculation of service is based on Join Date or Confirm Date.
If user select Join Date, the system will calculate the leave entitlement starting from
the date the employee join the company.

If user select Confirm Date, the system will calculate the leave entitlement starting
from the date the employee is confirm as permanent staff in the company.
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v Round up the entitled days.
User is to set the round up figure for the system to do rounding.

For example, Round up the entitled days is set as 0.5.

For leave entitlement of 10.2, the system will round up to 10.5.

For leave entitlement of 10.5, system will not do any round up and the leave
entitlement will still stay as 10.5.

V' Calculation of leave entitled based on Days Method or Month/Inclusive or

Month/Proportion.
For the system to calculate the leave entitlement based on days, select Days Method.
Example:-
Join Date Year 2001 Leave Status Leave Days Method
Entitlement | n represent no. of days
n
365-n
31/08/1999 | 01/01/2001-30/08/2001 ( < 2 years) 10 10 9.97
365-10
31/08/2001-31/12/2001 ( 3 years ) 12 12 ~11.96
365-12
24/08/1999 | 01/01/2001-23/08/2001 ( <2 years) 10 10 —997
365-10
27/08/2001-31/12/2001 ( < 3 years ) 10 10 ~9.97
365-10
03/08/1999 | 01/01/2001 -02/08/2001 ( < 2 years ) 10 10 —9.97
365-10
03/08/2001 -31/12/2001( > 3 years ) 13 13 ~12.96
365-13
01/01/1999 | 01/01/2001 -31/12/2001 ( 2 years ) 10 10 -9.97
365-10
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For Month/Inclusive, to calculate leave of entitlement based on which cut of date of
the month, for example, if cut off date is set as 15 at Include the month in service
length calculation if day of service is before or on , employee who join before 15 of
the month, the system will include 1 day of leave entitlement and for those who join
after 15 of the month, the system will exclude the 1 day of leave entitlement for that

month.

Example :-
Join Date Monthly Leave Status Month/Inclusive
31/08/19xx 01/01/2001 - 31/08/2001

01/09/2001 - 31/12/2001 8/(12-8) =2
24/08/19xx 01/01/2001 - 31/08/2001

01/09/2001 - 31/12/2001 8/(12-8) =2
03/08/19xx 01/01/2001 - 30/07/2001

01/08/2001 - 31/12/2001 7/(12-7) =7
01/01/19xx 01/01/2001 - 31/12/2001 12

For Month/Proportion, the system will calculate based on proportion.

Example :-

Join Date Monthly Leave Status Month/Proportion

31/08/19xx 01/01/2001 - 31/08/2001 7 +30/31=7.9677
01/09/2001 - 31/12/2001 12 - 7.9677 = 4.0323

24/08/19xx 01/01/2001 - 31/08/2001 7+23/31=7.7419
01/09/2001 - 31/12/2001 12 -7.7419 = 4.2581

03/08/19xx 01/01/2001 - 30/07/2001 7 +2/31=7.0645
01/08/2001 - 31/12/2001 12 - 7.0645 = 4.9355

01/01/19xx 01/01/2001 - 31/12/2001 11+31/31=12
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V' Include the month in service length calculation if day of service is before or on

Specity the cut off date for the system to calculate the leave entitlement. This setting
is only applicable if Month/Inclusive method is use.

For example, 15 is set on Include the month in service length calculation if day of
service is before or on, therefore if date of service is before or on 15" of the month, the
system will include the month in service length calculation and if the date of service
is after 15t of the month, the system will exclude the month in the service length
entitlement.

Click Save to save all the setting of the Setup Company Profile.
Select Next Task >> to proceed to next setup.

Setup Company Profile can be accessed through File |
Company Profile.
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3.2

DEPARTMENT MAINTENANCE

Department Maintenance allows user to maintain the department information.

Dept.Code

Description

: Specify a code for the company’s respective department.
Example : ACC to represent Account Department

: Name of the department.
Example: Account Department is represented by Dept.Code :
ACC

Maintain Department
Perhaps, I may suggest some for you.,...

Tuesday, 23 Oct 2001

LomiponEosks i.e. D01 - Admin dept , DD2 - Sales dept |, DO3 - Production dept etc, l——'ﬁL;'

Setup Company Profile R D
Maintain Bank Dept. Code | Deseription | Neiw
Msintain A lowance ACC ACCOUNT DEPARTMENT

MA&RT M&RKETING Edit
Maintain Deduction F&D R & D DEPARTMEMT
Maintain Employee SUPP |SUF‘F‘DHT DEPARTMENT | Delete |
rear To Date Entry Save

Cancel

[4

ssersrd
Technelogy < Previous Task Next Task >> End Wizard

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.

Maintain Department can be access through Payroll |
Maintenance | Maintain Department..
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3.3 BANK MAINTENANCE

Bank Maintenance allows user to maintain the bank information. Bank Maintenance
setup is correlated to user who has arrangement of "Electronic Credit Payment System"
with the bank

Thursday, 22 Nov 2001 Maintain Ba“k
] Fill up anly if you have arrangement of "Electronic Credit Payment System" with the a0 -
Common Tasks bank. Otherwise, you may skip this step ! W

Setup Company Profile ! ".* \

Maintain Department

Maintain Bank Code | BAME. | Bank Name |Accnunl Mo |
oo FEB [PLIELIC BANK BERHAD | 2059324831

Maintain Allowance
Maintain Deduction

Maintain Employee

=0
“fear To Date Entry

Address1 28 30 % 32 PERSIARAM SULTAN [BRAHIM,
Address2 41300 KLAMG SELANGOR D.E.

Addreszz3 tdalayzia

Address4
Branchh ame

ContactPerson
Department
Phone

Fax

o— OriglD

esienarere
Teckmology << Previous Task Mext Task »> End Wizard

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.

Bank Maintain can be access through Payroll |
Maintenance | Maintain Bank..
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3.4

ALLOWANCE MAINTENANCE

Allowance Maintenance allows maintenance of all the allowances given to staff by the

company.
Code

Description

Amount
EPF
SOCSO

TAX
Oo.T

Specify a code for the company’s respective allowances
Example: MEAL for meal allowance.

Name of the abbreviation or code given to the allowances.
Example: Meal Allowance to describe the Code: MEAL.

State the default amount for the allowances.

Tick this option if the allowance code is subjected to EPF.
Tick this option if the allowance code is subjected to SOCSO.

Tick this option if the allowance code is subjected to TAX.
Tick this option if the allowance code is subjected to O.T.

Friday, 07 Dec 2001 | Maintain Allowance
: ou may set up all your fixed allowance here. Eg. car allowance, transport allowance etc. 2Ny -
Common Tasks If this allowances are also contribute to EPF & SOCS0 as set up in company profile, just LN
s 4

Setup Company Profile
Maintain Departrent
Maintain Bank
Maintain Allowance
Maintain Deduction
Maintain Ernployes

ear To Date Entry

‘tick' at the column provided. £
Code | Description | Amourt| EPF | SOCSO | TAaX | 0T | Mew
CAR CAR ALLOWANCE 500.00
H/P  HANDPHONE ALLOWANCE 150,00 Edit
MEAL MESL ALLOWANCE 200.00 |
Delete
Save
Laricel
R
<< Previous Task Next Task 33 End Wizard

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.

Allowance Maintain can be access through Payroll |
Maintenance | Maintain Allowance..
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3.5 DEDUCTION MAINTENANCE

Deduction Maintenance enables user to maintain the monthly loan deduction and

penalty deduction.

Code : Specify a code for the respective deduction code.
Example: UL for unpaid leave.

Description Name of the abbreviation or code given to the deduction code.
Example: Unpaid Leave to describe the Code: UL.

Amount : State the default amount for the deduction code.

EPF Tick this option if the deduction code is subjected to EPF.
SOCSO : Tick this option if the deduction code is subjected to SOCSO.

TAX

Tick this option if the deduction code is subjected to TAX.

[l AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] 1= xi

File Edit Yiew Inquiry Payroll Leave Tools Windows Help

v rmc|SRBEOBXE BN

saturday, 20 1un 2002 | Maintain Deduction

Similar setting as allowance Maintenance, you may have your monthly loan deduction &
penalty deduction,

You may always skip this part as most companies do not practice monthly fixed
deduction also,

Common Tasks

Create New Payroll

Open Payroll

Report Tasks Code | Deseription | Amaount| EFF |  socso | T
v v v

——— h UNPAID LEAVE 1.00

Print Payroll Summary
Print EPF Borang A
Print SOCS0 Borang S84 =
Frint Income Tax CP3%

Print Payroll Allowance Canel |
Print Payroll Deduction
Print Monthly EPF
Print Monthly SOCS0
Print Manthly Tax

Maintenance

Maintain Employee

Maintain Allowance

iER R

[

4¢ Previous Task Meat Task 2> Ext

Registered Database, (40) ADMIN

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.
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Deduction Maintenance can be access through Payroll |
Maintenance | Maintain Deduction..
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3.6 EMPLOYEE MAINTENANCE

Employee Maintenance allows user to maintain the employees’ information such as
personal information and salary.

1. Click New button to create a new employee record. In the Personal Profile page,

enter all the employee’s General , Contact, Employment Date and Payment Info.
information.

i AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] =& x]

File Edit Yiew Inguiry Payrol Leave Tools ‘Windows Help

imear e GREIODBXEOEAB

Saturday, 29 Jun 2002 Mai“ta i“ En] ployee

our emplovees' data is setup here. Please make sure all highlighted fields are not left
emptied,

Tips: Right Click the window below, you may customise which record field to be
displayed. Click and drag the record field to the header, then drop it on the header’s
separate line.,

Common Tasks

Setup Company Profile

Maintain Departrent

Maintain Bank YRS [YONG CHIN LOK Employee No. _

Maint. All
AR e [ E S DIRECTOR Department Code: [TF;}] b !I

Maintain Deduction

W Persondl Profile |F'aw0|| Infa.d I Payrall Inl0.2| Family Informationl Leavel Phata / Notesl aDDITIDNALI

Birth Date: |11/01/1965 = Address: (15, SOLOK SELASEH,
Gender: [ Male - TEMEN GEMEIRE,
Race: [CH =] 41100 KLANG,
Marital Status: SELANGOR.

New C Mo, [BSOTT110:511T County: | MY | o] Emp. Type:
0ldIC Na. |A1631235 Phone N H/P Mo: |012-3325566

Pazzport Mo -

e I doinDate: |01/011999 =] Payment By 150 Cash =]

Canfirm Date: ’W Bank Code: W

Fiesign Date: lij Bank Acc. W

[+ |5 Employed

A LT ar a s sl
Fechmology << Previous Task Mext Task 3> End Wizard
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2. Select Payroll Info.1 tab and enter the General, Tax, EPF and SOCSO information.

[ AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] I [

Ele Edt View Inqury Payrol Leave Tools Windows Help

‘e« m e [ BRBODEXEY:

saturday, 29 3un 2002 | Maintain Employee
Your employees' data is setup here, Please make sure all highlighted fields are not left

Common Tasks ermptizd.
Tips: Right Click the window below, you may customise which record field to be
displayed. Click and drag the record field to the header, then drop it on the Aeader’s
separate fine.

Setup Company Profile

Maintain Departrment

Maintain Bank Mam G CHIN LOK Employee No. TR e
Maint: All
i {L8 1 DIRECTOR Department Code: [FITE} =] Edt

) Personal Profie Payral Info.1 |F‘ayrnl|\nln 2| Farily Information | Leave| Phota / Notes | aDDITIONAL | Delete
Year To Date Entry [ General | Save

£4 Serial No [T Patner/Scle P TaxNo: [SE6316B44.08
Wages Type: L
Basic Sclay: [ 5.00000] / Motk
Fay Frequency: [ Eve monih =]
- HEB-——————————————
EPFIC Type: | Mew | ¥ Pay EPF SOCS0IC Type: | New =) ¥ Pay SOCSO
EPF No: [ 12405385 5050 Na: [Z77564777
EPF Table: |DEFAULT |- S0CS0 Type: | Categony1 7]
efiniia [ NG[ [ pay D

Cancel

i

Browse

ctor s
Tecknology << Previous Task  Mext Task >> End Wizard

Wages Type

Monthly — Wages is calculated by monthly.
Daily — Wages is calculated by daily.
Hourly — Wages is calculated by hourly.
Piece Rage — Wages is calculated by pieces (i.e quantity of item).
Pay Frequency : Every Month — Salary is paid every month.
Twice a Month — Salary is paid twice a month.
EPF Table Default — The current government setting.
EPF Initial : The employee’s initial information is obtain from the EPF
department.
(Note: Only available if user have arranged for "Electronic
Transfer" with the EPF department).
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NK : The particular employee NK number (Refer to 3¢ column
of Borang A).

SOCSO Type : Category 1 — Employment Injury & Invalidity.
Category 2 — Employment Injury Only.

EPF & SOCSO IC : New — If the employee registered his/her EPF and/or

Type Socso with new IC number

Old- If the employee registered his/her EPF and/or Socso
with old IC number.

Pay HRDF Select this option if HRDF is to be paid.

3. Select Payroll Inf. 2 tab to indicate the allowance and deduction for the employee
record

HAutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] _181x]
File Edit Wew Inquiry Payrol Leave Tools Windows Help

iMm<r e GREIOEXE
saturday, 29 Jun 2002 | Maintain Employee

Tour employses' data is setup hers. Plsase make sure all highlightsd fislds are not left
Common Tasks S
Tips: Right Click the window below, you may custorise which record field to be

Setup Company Profile displayed. Click and drag the record field to the header, then drop it an the Asader’s

Maintain Department o iie, CAD H
Maintain Bank (1 [YONG CHIN LOK Employee o= [T e
Maint: All
R {8 DIRECTOR Department Code: TR | Edt
Maintain Deduction —
W Personal Profile | Paproll Info. 1 Paproll Info 2 |Fam\\y\nlnrmalmr\|Leavelthtn/NntesIaDDlTlElNALI Delet=
‘ear To Date Entry + - Save
Code | Deseption | Amount| EPF [SOC..| Tax | 0T | Cancel
FAE" CAR ALLOWANCE 500,00
Browse
I 50000 |
.-
Code |Description | Amount| EFF | SOCSO | TAX |
[ o0 |
<< Previous Task  Next Task >> End Wizard
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4. Select Family Information tab to enter the employee’s family information such as the spouse
information.

AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] -] ﬂ

Fle Edt View Inqury Payrol Leave Tools Windows Hsip

MWer e | GREODBEXEY

saturday, 29 3un 2002 | Maintain Employee

Your employees' data is setup hers, Please make sure all highlighted fields are not left
emptied.

Tips: Right Click the window belaw, you may customise which record field to be
displayed. Click and drag the record field to the header, then drop it on the header's
separate lins.

Setup Company Profile

Maintain Departrment

Maintain Bank 'E0 = IYDNG CHIN LOK Employee No. [T

maitainAllaance S = DIRECTOR Department Code: [T} L Edit

Maintain Deduction ——
| S ERBIG e Personal Frofll | PayrollInfo. 1 | PaprollInfo.2 Famil Infarmation |Leave| Phota / Nates | aDDITIONAL | Delete

Spouse Name Spouse TanNo: | e
Spousee (1 I Nos Spousse T Branch:

Browiss
Spouse New IC Na: [710808-1.059 Tan Catego: K2kh2

Mo, of Tax Deductible Child Zﬂ

Addiess: |SAME AS ABOVE

Phone No:
orizaarree
Fecknwlogy << Previous Task  Next Task >> End
Registered Database, (40) |ADMIN
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5. Select Leave tab to indicate the employee belongs to which Leave Group.

utoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] ) 5‘

Ele Edt Wew Inqury Payrol Leave Tools Windows Help

Mo | BRBEIODEXHS

saturday, 29 Jun 200z | Maintain Employee

Tour employses' data is setup hers. Plsase make sure all highlightsd fislds are not left
emptied.
Tips: Right Click the window below, you may custorise which record field to be
displayed., Click and drag the record field to the header, then drap it on the hzader’s
separate lins.

Setup Company Profile

Maintain Departrient

Maintain Bank 'E0 = IYDNG CHIN LOK Employee No. [T
Maint: All
R {8 DIRECTOR Department Code: TR | Edt
Maintain Deduction —
|ERESRERRE S Personal Frnh\el Payral Info.1 | Paymlnnmz| Family Information Leave |memntes| aDDITIEINALl Delets
Year To Date Entry LoRIAGIRL l—_l_STANDAHD e
Cancel

Browse

“aresesr
Technology

<< Previous Task Next Task >>
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6. Click Photo/Note tab. This page allows user to load the employee’s photo and additional
information.

The system supports photo image format such as bitmap,
JPG and GIF.

[ AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] 18] x]

Fle Edit Wew Inquiry Payrol Leave Tools Windows Hel
imear e | GREDHXEO B
Saturday, 29 Jun 2002 Maintain Emplnyee

Your employees' data is setup here. Please malke sure all highlighted fields are not left
Common Tasks emptied.

e
Tips: Right Click the window below, you may customise which record field to be
displayed. Click and drag the record field to the header, then drop it on the Aeader’s
separate line. LI

Setup Company Profile

Maintain Department
Maintain Bank . [YONG CHIN LOK Employee No. | [T Wew |
Maintain all

aintain Allawance {15 12| DIRECTOR Department Code: [T} |- Edi |

Maintain Deduction

Maintain Employee | Personal Prof\\el Paprol \nl01| Pa_wolllnfo.Zl Family \nlolmation' Leave Photo / Motes |aDD\T\DNAL| Deletz I
BEST PERFORMANCE ACHIEVE FOR DIRECTORY POST
Year To Date Entry Photo (170x190) R R Save
Canicel

Browse |

[ Stetch

crarizerasere
Teckmalogy << Previous Task  Next Task >> End Wizard

Registered Database. (40) ADMIN

Select Save to save all the entries.
Select Next Task >> to proceed to next setup.

Deduction Employee can be access through Payroll |
Maintenance | Maintain Employee..
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3.7 YEAR TO DATE ENTRY

Year To Date Entry allows user to enter previous month’s payroll information based on
their source document such as employee’s pay slip.

utoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] =5 _)ﬂ
File Edit Wiew Inquiry Payrol Leave Tools Windows Help
iHmarne|l@RBEDBXEO
Year To Date Entry

This sereen allows you to key in your payroll data from January this year,

Saturday, 29 Jun 2002

The data is necessary for yearly reports & year end submission of government document
like EA Farm,

common Tasks

Setup Comnpany Profils

Mairtain Department

Maintain Bank Year to Entry Entry allows you to enter those payroll transactions
it all of the month and year specified below. The Year to Date Entry
Altaizalionance; are always start from the first month of the year.
Maintain Deduction 0 5 T
“earto Date Entipupto[Januar - v -
Maintain Employss seriobsie it 4 s |
| Tear To Date Entry Dlick here to start enter your Year-To-Date paproll data |

rrizerssse
Technatogy << Previous Task End Wizard

Registered Database, (40) ADMIN

Select Click here to start enter your Year-To-Date payroll data to enter all the
individual month payroll information.

Thursday, 25 0ct 2001 | YE€ar To Date Entry

This screen allows you to key in your payroll data from January this year,
The data is necessary for yearly reports & year end submission of

Common Tasks

Setup Company Profile government document like EA Form, ‘
Maintain Department . =
. | Department : 4CC -3 «||[ Transaction | dan | Feb | Mar | =
Maintaiicank ) FATIMAH | Calegory : Alowance
Maintain Allowance 7 TAN MEI MEI Allowance 0.00 0.00 0.00 0.00 0.00
Matptain:Dedustion G LEE LEE Basic Salaty 150000 150000 150000 150000  1.500.00
) =| Department : MART -5 Paid Leave
MaeariEmninyss 3 CHIN YUEN TUEN Bonus
3 KHAIRIM Ditector Fee
€ Law/ KENG FONG Commission
£ MANIAM | | Over time
E YOMG CHIN LOK Payment of Arrears
=| Department : R0 - & | 1sopoo| 150000  1somoo|  1s00.00 150000
4 E:i”;g&ﬁf:f | Category : Dedution
L4 Deduction 0.00 0.00 0.0o 000 0.00
Totol 17 cmployests) | || EMPIov2 EFF 135,00 135.00 135.00 135.00 135.00
Income Tax CP33 0.00 000 0.0 000 0.00
[ General B Employse 50C50 725 725 725 e R
Employee No | 005 Unpaid Leave
Name “wIONG LE Airears EFF
Date of Bith | 0108197 fdvance
Sex .4} Incame Tax CP38
Job Tl |accoun =] [ 4z a2z 14225 14255 1422ﬂ;|
4 »
eafer Ezenaersd
Techualoyy << Previous Task  Nenxt Task >> End Wizard
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Select the respective employee’s record and then enter the entire particular amount for
the particular month.
Once completed, select End Wizard.

Year To Date can be access through Payroll |
Maintenance | Year To Date Entry..

Payroll Wizard can be access through File | Payroll
Setup Wizard
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3.8 CREATING, DELETE & ADD PAYROLL DATABASE

3.8.1

3.8.2

3.8.3

Create New Payroll Database

The system allows user to create a multiple payroll database (Term &
Condition Apply (See 3.10 Payroll Database Registration for further

information)).
1. Click File | Create New Payroll Database...

Delete Payroll Database

The system also allows user to delete the payroll database.
1. Login to the database that is to be deleted from the payroll system.
2. Click File | Delete This Payroll Database...

Add Payroll Database

The system also allows user to add an existing payroll database.
1. Click File | Add an existing Payroll Database...
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3.9 OTHER MAINTENANCE

3.9.1 Country Maintenance

Country Maintenance allows user to maintain the country information.
Select Payroll | Maintenance | Maintain Country

1! Country Maintenance =1olxI
| Courtry Mame 2] =
MRS |
UNITED ARAB EMIRATES Edit
AFGHAMISTAN
ANTIGUA AND BAREBUDA Delete |
ALBANIA
METHERLANDS AMTILLES Save |
ERIEILA Lantel |
ARGENTINA
AMERICAN SaMOA
ALUSTRIA
AUSTRALLA
ARLBA
AZERBALAN
BARBADOS
BANGLADESH
BELGIUM Clase |
P || Hen |

3.9.2 Race Maintenance

Race Maintenance allows user to maintain employee race.
Select Payroll | Maintenance | Maintain Race...

=]
RACE | DESCRIPTION e |
CH CHIMESE
u} OTHER Edit |
IM IMDIAM
ML ALY | Delete |

Save

Cancel

Cloze

Pl

| Help
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3.9.3 User Maintenance

User Maintenance allows user to set user ID and PASSWORD.
Click Payroll | Maintenance | Maintain User...

1.

2.
3.
4

Click New button.

In the User Name field, enter the user name (i.e. the user ID).

In the User Group field, select the type of access right for the particular
user (See Note below for detail).
In the New Password and Confirm Password field, enter the password for

the particular user.

Click Change Password button.

i User Maintenance

=10l x|
zer Mame | User Graup New |
ADMIMN Administrator
CHAU Administrator Edit |
WIMNCCI Payroll E xecutive
ADELIME [D'ata Entry Clerk |  Delete |

Sawe

Caneel

4

Mew Pazzword: |

Confirm Password: |

Change Fazswond |

Close

Help

L

USER GROUP:-  Administrator

— Full Access (i.e. full control)

Payroll Executive — Unable to perform the following task only

Data Entry Clerk —

a) Access to User Maintenance.
b) Change Payroll Setting.
c) Add, delete and create payroll database.

d) Purge and lock database.
Only able to enter the payroll data but unable
to view salary amount of the employee record.
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3.9.4 Income Tax Table Maintenance

Income Tax Table Maintenance allows user to maintain income tax table.
Select Payroll | Maintenance | Income Tax Table...

=lol x|
Ran... | Cat... Category 2 Category 3 ﬂ New
T = L o - - [ - o o [ o -
2¥ 20 000O0O0O0CO0DO0CO0DD0O0CR2 00000 O0O0O0TOD0 O Edit |
2¥24C 23 000 O0CO0CO0CODO0COD0DO0DTOCO0CEE2000000O0O0OCO0CD0 0
0248 2 000 O0CO0DO0CODOOD0ODODTC OS2 000O0O0O0CO0CD0 0 Delete |
24E25C M 0O 0OO0OO0COO0OO0OO0ODODODODOC3M2B2N 0000000 D0 Save |
25025 3 0 0 0 OO0 O0OOOOD0ODO 034292420 000000 0
25E28C 3F 0 0 0O OO O0OOODOD0ODOO 03733223 000000 0 Zancel |
2BC26E 41 0 0 0O O 0O OO OOD0DOTO O4H 36N 272 00000 0
ZBEZFC 45 0 0 0O 0O 0O OO OO0 DO O04540 35 302520 00 00 0
27027 48 0 00 00 O0O0O0OD0D D0 D048 433934 292420000 0
27E28( B2 0 0 0O O 0O OO O D O 065247 4237332823 0 00 0
28(28f 55 0 0 0 O 0O O O O 0O O 0555 4641 36 3N 2722 00 0
28E23C 59 0O 0 0O O 0O O O O 0O O O 595443 45 40 35 30 25 21 0 O
2902% B3I X 0 0 O 0 O O O D0 O 06365853 48 43 33 34 2324 20 0
298300 BE 2520 O O O O O O O O O GBE BRI B7 B2 47 42 37 33 28 23 20
0030 702824 0 OO0 OO QDO O 07065 G0GB5 651 4641 36 3 27 22 Close |
W |L| Help |
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3.9.5 EPF Table Maintenance

EPF Table Maintenance allows user to maintain EPF table.
Select Payroll | Maintenance | EPF Table...

The EPF Table allows employee and employer contribution to be generated

based on either percentage based on Start Amount or a flat rate amount.

Employee and Employer contribution calculate based on percentage base on Start

Edit |

=10l

=

[elete |

E mplayer EF'FI;I v |
2.268.00
Cancel |

Amount:-
GLLEPF Table
EPF Code: |STANDARD Description: |Standard Contribution
Employee Contribution: | Sjl as |Percentage j
Rebuild
E mplayer Contribution: | 12j| az |Percentage j
Start Amnoint| End Arnouint| Employes EFF|
18.800.01 18.900.00 1.701.00
18.900.01 15.000.00 1.710.00 2.280.00
15,000.01 19,100.00 1,719.00 229200
19.100.01 15.200.00 1.728.00 2.304.00
19.200.01 15.300.00 1.737.00 2.16.00
15,300.01 19,400.00 1,746.00 2,328.00
19.400.01 15.500.00 1.755.00 2.340.00
19.500.01 15,600.00 1.764.00 2.352.00
15,600.01 19,700.00 1,773.00 2,364.00
19.700.01 15.800.00 1.782.00 2.376.00
19,800.01 15.900.00 1.791.00 2.388.00
15.,900.01 20,000.00 1,800.00 2.400.00
[ 401 EI

Claze

Help |

Employee and Employer contribution calculate based on a flat rate amount.-

FLEPF Table | B 5
EPF Code: | STAMDARD Description: |Standald Contribution MHew
Employee Eont[ibution: | 9 jl a8 |Am0unt ﬂ ............................ T E dlt

Rebuild _l
Ermployer Contribution: | 12 jl as |Am0unt j Delete |
Start Amaunt| End Amount| Employes EPF| Employer EF'FI:' 5

18,800.01 18,900.00 3.00 1200 4”'3
16.900.01 19.000.00 .00 12.00 Cancel |

19.000.01 19.100.00 9.00 12.00

19.100.01 19.200.00 9.00 12.00

19.200.01 19.300.00 9.00 12.00

19.300.01 19.400.00 9.00 12.00

19.400.01 19.500.00 9.00 12.00

19,500.01 19,600.00 9.00 12.00

19,600.01 19,700.00 9.00 12.00

19.700.01 19.500.00 3.00 1200

19.500.01 13,900.00 3.00 1200
13,300.01 20,000.00 9.00 12.00 Close |
[ 401 EI Help |
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3.9.6 SOCSO Table Maintenance

SOCSO Table Maintenance allows user to maintain SOCSO table.
Select Payroll | Maintenance | SOCSO Table...

1 50CS0 Table =lol x|
Categary 1 Category 3 = Mew
Start Amount | End Amaunt Employes \ Employer Employes | Emplayer |
............................... i - . . 5 . Eat
30.01 50 0z 07 0 05
50,01 70 0.3 1.1 0 08 Delete
70.01 100 04 15 0 1.1 —
100,01 140 0g 21 0 15 4|
140,01 200 0gs 295 0 21 Cancel
20001 300 125 435 0 a1
300,01 400 175 £15 0 44
400,01 500 225 785 0 56
500,01 600 275 9E5 0 697
£00.01 700 325 11.35 0 a1
700,01 800 375 1315 0 94
800,01 300 425 14.85 0 106
300,01 1000 475 16.65 0 1.9
1000.01 1100 525 18.35 0 121 Close
T || Hep |
Important Note:

Any changes done to the default setting in the Income Tax, EPF
and SOCSO table, it will affect how the system compute the
Income Tax, EPF and SOCSO contribution.

Therefore changes done to the Income Tax, EPF and SOCSO
tables are at the user own risks.

BCE Software Sdn Bhd WILL NOT be responsible for any errors
cause by the amendments of the Income Tax, EPF and SOCSO
tables by the user.
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3.9.7 PCB Receipts

PCB Receipts allows user to maintain the information such as the official
receipt number and amount paid that is required for the Income Tax PCB (II)
and Income Tax 139 form.

Click Payroll | Maintenance | PCB Receipts...

In the Year field, enter the year you wish to enter and click Change button.
Enter all the information (i.e. the date, receipt no. and the amount paid).
Click Apply button.

Click Revert button to restore back to the last apply information (i.e. last

AR

save information).

"t PCB Receipt : — =) =l
Year: 2001 3| Change |

b cirith | Receipt D ate | Receipt Mo Amount|
January 07072001 OR-128454755 250.00
Februarny 020242001 OR-25419964 250.00
kM arch 08/03,2001 OR-325645582 250.00
April 070442001 OR-46554554 200.00
b ap 09/05/2001 OR-B054E4E4 200.00
June 07062001 OR-B2482781 200.00
July 02/07 /2001 OR-72924592 450.00
Aagust 02./08,2001 OR-224E5454 450.00
September 03./08/2001 OR-32534556 450.00
October 10042001 OR-044557621 50000 -
Movernber
December

3.500.00 |

Apply | Fewert | Cloze |
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3.10 USER DEFINED FIELD

Select Tools | Option | User Defined Field to activate the user defined field. Tick on
the option: Enable User Defined Field.

options x|

General User Defined Field |

I+ Enable Lser Defined Field

Uszer Defined Field Caption: |Llser D efined Field

ok I Cancel I

Then proceed to Payroll | Maintenance | Maintain Employee... or at Payroll Setup
Wizard | Maintain Employee and select the User Defined Field tab as shown below.
Use mouse to right click at the User Defined Field page and select User Defined Fields...

(G AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] _18| x|

Elle Edit Wiew Inquiry Payroll Leave TIools Windows Help

imerme|SRBLBEXEO BB

Saturday, 29 Jun 2002 Maintain Em ployee

Your employees' data is setup here, Please make sure all highlighted fizlds are not left
Common Tasks emptied.
Tips: Right Click the window below, you may customise which record field to be
displayed. Click and drag the record field to the header, then drop it on the header’s
separate fine.

D
G CHIN LOK Employes No. [T New
ECTOR Department Code: ['TEL 5 Edlit

Delete

| »

Setup Company Profile

Lo |

Maintain Department

Maintain Bank

Maintain Allowance

Maintain Deduction
v o 1 Personal Prolilel Payrall Info.1 I Payrall Info. 2| Fam\lplnformalmnl Leavel Photo ¢ Motes User Defined Field |

ear To Date Entry Save

Cancel

Pl

Browuze

Customise. ..

Save Layout...
Load Layout
Layout Manager. ..

o
Technotogy << Previous Task  Next Task »> End Wizard

Reqistered Database. (40) ADMIN
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System will prompt a User Defined Field screen for user to create the additional

. + . - .
field. Select to add field and to delete the field.
User Defined Field | x|
+ _—
Field Mame | Data Type | Size | Decimal |
Higheszt E ducation String 3EI
Blood Type Shritug m

k. Cancel |

Select OK button to save. For the changes to be effective, the system will prompt
a message as shown below to close the Employee Maintain screen.

CETTTES— zl

@ The changes will kake effect after re-open the window again

Select OK Button.

53



Setup AutoCount Payroll User Manual

Re-select the Maintain Employee screen once more and click on the User Defined Field
tab.

Then proceed to do a right click at the User Defined Field page and select Customise..
Drag the previously created user defined field and drop it at the User Defined Field page
as shown below :-

nployee Maintenance — |E||i|
(T [YOMG CHIN LOK Employee Mo. _ Hew
‘LIS DIRECTOR Department Code: [YIN:13 - !I Edit

Personal F'rofilel Payroll Info.1 | F'a_l,llolllnfo.2| Farnily Informationl Leavel Photo # Mates  User Defined Field |

Delete

Save

Cancel

AR

Browse

Save Layout.,.
Load Layout
Layauk Managet...

Cloge

:

Help |

System will prompt a Customize screen which contains all previously created fields.

=

I Groups I

HIGHESTEDUCATION [~
ELOOD_TYFE [~

NN
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Select field in the customize screen, drag and drop it to the User Defined Field page.

Employee Maintenance o ]

B [YOMG CHIN LOK Employee No. _ Hew
LSS DIRECTOR Department Code: [TV} - !l Edit |

Personal F'rofilel Pagroll Info.1 I Payrall Inf0.2| Farnily Informationl Lea\rel Phato # Motes  User Defined Field |

ELOOD_TYFE HIGHESTEDUCATION S

Cancel

Delete

Pl

Browse

Cloze

|

Help

Right click on the User Defined Field page to save the layout of the screen as shown
below.

[ Employee Maintenance =] 4]
CET TS YONG CHIN LOK Employee Ho. _ e |
(L ES | DIRECTOR Department Code: [*IT:E3 - !l

Perzonal F'rofilel Payroll Info.1 I Payrall |nf0.2| Family Infolmationl Leavel Phato # Mates User Defined Field I

Edit |
[elete |
BLOOD_TYPE HIGHESTEDUCATIOMN Save |

Cancel

User Defined Fields. .. Browszs

Customise...

Save Layout. ..

Load Layout
Layout Manager, ..

Close

i

Help
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Specify a name for the layout and choose Save to save the layout.

mployee Maintenance -0l x|
1 -= [YONG CHIN LOK Employee No. _ Mew
AL DIRECTOR Department Code: Y1711} - !I Edit |

Persanal F'rofilel Payrall Info.1 | Payroll Inf0.2| Farnily Infolmationl Leavel Phota ¢ Naotez U ser Defined Field |

BLOOD_TYPE HIGHESTEDUCATION | Save |

il 5ave Layout _ 10| x| Cancel |

Default | Layout Name | Browse |

Layout Name: [EMPLOYEE SCREEM 1 Save I
Cloze |
C |
| = =

To load the layout of the user defined field at the User Defined Field page, do a right
click and select Load Layout. Select which layout to load.

nployee Maintenance - | Ellil
[ ET 9 |YONG CHIN LOK Employee Mo. _ Hew |
LN S DIRECTOR Department Code: [Y13:13 - !I Edit |

Delete

Perzonal F'rofilel Payrall Info.‘ll Payrall Info.2| Farrily Informationl Leavel Photo / Notes  User Defined Field |

BLOOD_TvFE HIGHESTEDUCATION Save

Cancel

Pl

Browse

User Defined Fields...
Custamise, .,

Save Layout. .. |
Load Layout ld v EMPLOYEE SCREEN 1 I
Layout Manager. .. |

Cloge

p

Help
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Layout Manager allows user to specify which user id is allow to access which type of
layout screen. Right Click on the User Defined Field page and select Layout Manager.

nployee Maintenance =]
(ETAYONG CHIN LOK Employee No. _ Hew
LS S DIRECTOR Department Code: [TTG:R) - !I Edit

Perzanal Profilel Payrall Infa.1 | Payrall Inf0.2| Farrily Informationl Leavel Phota / Nates  Uszer Defined Field |

BLOOD_TYPE HIGHESTECUCATION Save

Cancel

Delete

U

Browsze

User Defined Fields. ..
Cuskaomise, ..

Save Layout...
Load Layaout 3

ayout Manager...

J

Close

Help

To move a layout to another user id, use the mouse to drag it to the selected user id.
To copy a layout to other user id, use Ctrl + Left mouse drag to copy the layout to the
selected user id.

Layout Manager 5[

= ADMIN

" W|[EMPLOYEE GCREEN 1 || Save

[rdo

s

Delete

Ta maove a layout to ather uzer, use mouse to drag it to the user.
To copy a layout to other uzer, uze Chil + Left mouse drag to copy the lapout Claze |
to the uzer.
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4 PAYROLL PROCESS

4.1 Create New Payroll Transaction
4.1.1 Allowance
4.1.2 Owvertime
4.1.3 Commission
4.1.4 Bonus
4.1.5 Payment of Arrears
4.1.6 Deduction
4.1.7 Advance
4.1.8 Benefit In Kind
4.1.9 Basic Salary

4,1.10 EPF/ SOCSO/ TAX Calculator

4.2 Bonus Process
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4 PAYROLL PROCESS

Below are the step by step guideline on how to do payroll processing.

4.1 CREATE NEW PAYROLL TRANSACTION

In the command center click Create New Payroll and the following dialog will appear.

= First half

Maonth |N0vember j Year |2UU1 il

Processed Month:
0 02 03 04 05 06 O7F 08 09 10 11 12

HIEIEIEIELE
Legend: [ ] ‘ear o Date [ Unprocessed
Fully Processed - Out of Processzed Sequence
I First Half Processed & Locked

| Department From | j ta ‘ j
[ Employes From | j to ‘ j

1. Payroll Type

a)  Monthly / Second Half — To generate a monthly payment and/or second half
of the month payroll.

b)  First Half - To generate first half payment of the payroll.

2. Payroll Period — Indicate which period / month and year of payroll to process.

3. Department & Employee — The Department and/or employee that you want to
generate.

4. Click Create button to generate the payroll entries.

To generate the payroll for all the departments and employees at the
same time, user do not have to tick on the option to set the
Department & Employee and proceed to select Create button.
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The following screen will appear as shown below:-
For the Allowance

[ | [Name [=][ Monthly | 1stHal | 2ndHall | Save | Cancel | Reset ; bel
Department : ACC - 2 = age 1o appear veLow
L0 B WO LEE LEE [ Eaining | YONG CHIN LOK pag PP
(] B TAN MEI MEI Basic Salary 500000 Deduction: 000 Benefits in kind: 0.00 =+

pailmas " sblgpiance 50000+ Adyance ] Company EPF 550,00 the page, select

‘YONG PEK KISN
Eal SHE

biTe i 000 EF: 495,00 Compsny SOCS0: 15 button at the
leO YA:;HE:EBLENG Carnmission: J S0Cs50: 818 .
D = i =5 Allowance field.

. . [ 2 B8l Letw KENEG FOMG Director Fee: CP38 Tax
nghllght o EL RN Paid Leave: Unpaid Leave:

Repeat the same

Depattment : RAD -4 Basi
employee’s (] ] LEE HONG WEI Papment of Aurear [ Committed steps fOT asic
cord ¢ Eg E:KNN\IKEENEELEIiJTG 1oss Pay: 5.500.00 Total ‘ 473025 > Salary, Overtime,
recor 0 [0 B TEH KOK KEONG Allowan:e‘ Basic Salary Ovetime  Commission Bonus  Payment of Are 4 ¥ 4 B C . . B
process [Total 14 employeelsl |~ Wr—— hat | Date ommission, Bonus,
O B 5 (e T Amourt| EPF |50, | x| 0T WWONG LEELEE s Net Pay Paymeni’ Arrears
payroll |- General =S CAR ALLOWANCE 500,00 2 1 1
Employee No. | 001 e R : H
Hae 00 Gl . and Benefit In Kind
Date of Bith | 11-01-1985 2000 f - to appear as well
< '
JS:;m\e DIRECTOR 8001 - - ‘I bel th 1
NewC. o | 650111105 b 1l eLow tne payro
Oidic Ho | atBaizis .
Fasszo b - — e vl ] processing screen

Select the respective employee record and edit the payroll data accordingly.
Select the employee record. Example: Yong Chin Lok.

Once all the entry is complete for Allowance, Basic Salary, Overtime, Bonus, Payment
of Arrears and Benefit in Kind for an employee record, tick on option: Committed
as an indication that these particular employee record has been process. Then
proceed to select Save to save entry.
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4.1.1 Allowance

Allowance |
L -

Code | Description | Amount| EPF | SOCS0 | Tax| 0T
4 CAR ALLOWANCE 500.00

500.00

At the Allowance field, select |£| button.

Select Allowance tab to enter the employee’s allowances and tick to indicate accordingly
should the allowance need to contribute to EPF, SOCSO, Tax & O.T

Click the + button to add the additional allowance item and - button to delete the
allowance entry.
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4.1.2

Overtime

Overtime
A DailpRate: | 500000 =|-[ f | 263 = 1923 ~|
: HowlFae: | 1923077 w| 7| 82|=| 2000 Update |
DOvertime [tem | Urits | Rate| DaiyPay| SubTotal

| [Fest Day < 1/2 Day 200 050 1923 19231
B | |Fest Day < 1 Day D00 100 19231 00D
¥ | Public Holiday ooo 300 el Xili

Ovvertime [tem | Hours| Minut...| Rate| Hourly Pay| Sub-Tatal
C | |Marmal ‘warking Day 0 0 150 24.04 0.00
Rest Day 0 0 200 24.04 0.00
Public Holiday | 0 0 300 24.04 0.00

b

At the Overtime field, select "l button.

The Overtime page will appear below the payroll processing screen for
overtime information entries.

A. Overtime Calculation — There are two (2) base OT calculation (i.e. Basic
Salary and Basic Salary + Allowance)
— Click the Daily Rate |£I button to include the
Allowance in the calculation of overtime.
— Click Update button to change the O.T pay base.

B. Rest Day < % Day — For employee who is work on the rest day (different
state has different rest day e.g. For Selangor is on
Sunday) for less then 4 hours.

Rest Day <1 Day — For employee who work on the rest day for more than
Y2 day (4 hours) but less then or exactly 1 day
(8 hours).

Public Holiday — For employee who work on the public holiday.
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C. Normal Working Day — For employee who work more than office hours (8
hours).

Rest Day — For employee who works on the rest day for more than office
hours (8 hours).

Public Holiday — For employee who works on the public holiday for more
than office hours (8 hours).
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4.1.3 Commission

Commission |

[+][=1[a][s]

No | Description | Amourt|  Maote

3 1 Commission 1.500.00 -

1 1500.00

At the Commission field, select |£I button.

Commission tab allows user to add, remove and rearrange all the commission
information (description & amount) which the employee is entitled.

&+
Click on button to add the additional commission record,

LEIR

remove the commission entries and
entered commission records.

button to

button to rearrange all the
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4.1.4 Bonus

Bonus |

Start Date: | 01-01-2001 j
End Date: | 30-11-2001 j
Bonus: SDD.DDj

At the Bonus field, select |E| button.

Bonus tab allows user to enter the bonus amount given to the employee by the company.

Start Date & End Date — Indicate the date for printout in the Income Tax EA
form for Bonus given.

The Start Date and End Date specified will affect the
calculation of PCB.

Bonus: - Amount of bonus given to employee.
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4.1.5 Payment of Arrears

Payment of Anears |

[+][=1[e][s]

Mo | Year for which paid | Type of Income

| Amount| Computation Type | Contribution therefrom to EPF |

1 2001 BONUS

4,800.00 Bonus 480.00 'I

At the Payment of Arrears field, select |E| button.

Payment of Arrears allow user to add, remove and rearrange all the unpaid

payment information (description & amount) from the previous year owing to

the employee.

Click on

the payment arrears entries. Select

+

L)

4

payment of arrears.

button to add the additional payment of arrears, button to remove

button to rearrange all the entered
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4.1.6 Deduction

Deductiun|
+ -
Code | Description | Amount| EFF |50, | Tax |
k|SF SPORT FUMD 2.00

At the Deduction field, select |E| button.

Deduction tab allows user to add, remove and rearrange all the deduction such
as SP (Sport Fund) from employee’s salary.

Click on
entries.

+

button to add the deduction entry,

button to remove the deduction
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4.1.7 Advance

Advance

=48
Mo | Description | Arnount
L 1 Advance Allawance S 200,00

At the Advance field, select |E| button.
Advance tab allows user to add, remove and rearrange all the commission
information (description & amount) which the employee is entitled.

&= -
Click on button to add the additional advance pay, button to remove

LR

the advance pay entries and
advance pay records.

button to rearrange all the entered
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4.1.8 Benefit In Kind

Commission Bonus Leave Calculator  Payment of Anrears  Deduction  Advance  Benefits in Kind 1)
(&) Value af mator car and FUEL ..o 0.oo
Value OF drvEr 0.00
(b} Light, water, telephone and other ukilities. ..o 0.oo

(c) Value of househald benefits:

(i) Semi-Furnished with Furniture {air conditioners/curtains/carpets, or........ 0.00
(i) Fullv Furnished with kitchen equipment, crockeryfutensilsfappliances, ar... 0.00
(i) Individual Ikems; Furniture and FEENGS. o 0.00
Kitchen Equipment. ..o 0.00
Entertainment and Recreation..ooo o 0.00
Mobile Telephone. ..o 0.00
(d) Household servants and gardeners. oo 0.oo
0.00

(e} Others {e.q. food and clothings)...oov

At the Benefit In Kind field, select |£| button.

Benefit In Kind tab allows user to enter benefits given by the company to the employee.
This information is required in the Income Tax EA form only.
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4.1.9 Basic Salary

Basic Salary |

[+][=]#][+]

| Mo |  Date | Description

| Mo of Days |Daiy... | Sub... |

ﬂ 1 01-10-2001  1-10-2001 TO 31-10-2001

25.00] 50.00(1,250.(0

1 25.00

At the Basic Salary field, select |E| button.

Important Note: The above layout screen is only applicable to employee who

is Daily rate.

Basic Salary tab allows user to add, remove and rearrange all the daily pay

information to be paid to the employee.
+

Click on button to add the daily pay entries,

button to remove the

daily pay entries and LAl | button to rearrange all the entered daily pay
records.
No : | Indicate the number of entries
Date : | Indicate the date the daily pay is to be paid
for.
Description Indicate payment information.
No of Days Indicate the number of days work
Daily Rate Indicate the rate paid for per day
Sub Total Total of No. of Days * Daily Rate.

71




Payroll Process

AutoCount Payroll User Manual

4.1.10 EPF/ SOCSO/ TAX Calculator

User can select EPF/SOCSO/TAX Calculator from View menu to get the
system to assist in calculating the EPF /SOCSO / TAX amount.

H2 EPF / SOCS0 f Tax Calculator

B aszic Salary 1.500.00 “Year
Allowance 000 Gender
0.00

Dreduction “wihfe e Wwiorking

Comrizgion 0.00 Marital Status
Director Fee 0.00  Children

Cwer Time 0.00 SOCS0 Type
Paid Leave 0.00 Employes EFF

dassaas]

8

Unpaid Leave 0.00 Emplover EFF

Bonus

i

Bonus Period 0.00

EFPFcode

1 =

Income T ax

Bezet I

Ermployes SOCS0
Erployer SOCS0

2002

P
7
E

X

i
3
s

]

o e R A

Categor
135.00

180.00
.25
25.35
0.0a

Enter the Basic Salary and other information (if applicable) such as Allowance,
Deduction, Commission, Directory Fee, Over Time, Paid Leave, Unpaid Leave,
Bonus, Bonus Period as shown in the above screen. Then proceed to select the
Calculate button and the system will calculate the Employee EPF, Employer EPF,

Employee SOCSO, Employer SOCSO and Income Tax.

From the result generated from the EPF/SOCSO/TAX Calculator, enter into the

employee’s payroll record.

Select Reset button to clear the screen.
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4.2 PROCESS BONUS

Select Payroll | Bonus Processor to process bonus.

Dpen Bonus B

{* Mew Borus Date

09/05/2002 |

2002

I
il Drate: |

™ Existing Barius ear

2. Department & Employee

tu|

iz
7

h:||

Create I

[ Emplovee From |

i
b

Cancel |

Indicate the Bonus Date and Department & Employee accordingly. Proceed to select

the Create button to proceed on with the bonus entry.

System will prompt the bonus processing screen. Select the respective employee’s

record.

Reminder: User can use the EPF/SOCSO/TAX Calculator to calculate

EPF/SOCSO/Tax amount.

AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] - [Bonus Processor - Bonus Date: 09 May 2002]

Flle Edt View Inqury Paproll Leave Tooks Windows Help

in<rm o |GREIDBEXECEAS

==l

-8 x

| [ Name I| Save | Cancel | Beset
=| Department : ACC -2 =
© [E[WONG LEE LEE [ Eaming Rl D eduction e
© [E9] TAN MEI HEI Start Date: [o1/m17z002 T+| epF: [ 50w CopparyEFR. [ 100
| Department : GENERAL - 3 [FimB2mE =]
: G202 |~ [ 4w 50Cs0 T6E5
[ D YONG PEK KIAN End Date ~| socso ompany
DT SHANTI Bonus 100000 PCB Tax L m— e
Ol YAP LENG LENG ayment by Je%iBank Auto Cf
= Department ; MART -4
© [E LAw HOE YEN
& [ YONG CHIN LOK
& [ Léw KENG FONG Gross Pay: 1.000.00 Total 94.75 | Net Pay: | 905.25
) [ CHIM YUEN YUEN =
= Depattment - RED - 4
& [ LEE HONG WEI N— - Chart| Data
& [ CHIA MENG TAT GLEPF / 50C50 /T x|
€ [ CHAN YEE LONG Basic Salary 000 Year 2002 =
[l TEH KOK KEONG
d&p:tmem SURP. 2 Allowance 000 Gender [ Fem |
© 9 LAw TIEN SO0N Deduction 000 ‘Wife lsWarking | AMe =]
© B9 LEE 51U SIU
Commission 000 Maital Status = Sing 7|
Director Fee 0.00 Children =
Over T 0,00 50C50T, Categor =
[Totat 15 employeets) ZEL e ategor 7]
= I B Paid Leave 000 Employes EPF 30.00
=™ Spouss Name = Unpaid Leave 000 Employer EPF 120,00
No T Hedlo Boris [ 100000 Erplgessorso| 475
Spouse New IC
Spouse OidIC 1 Bonus Peiiod 000 Employer S0CS0| 1665
oo sardEs EPfcode |1 =] Income Tax 0.00
Spouse Addres
Spouse Addres Fieset
Spouse Addres
Spouse Tax No
Spouse TawBre o :
“wite Warking Ol 05/ 0701 0801 11/01 102 0302 0502
Bark Morthiy ear
Rark Acemnt M ;I

[Registered Database, (40) |arin
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Go to Payslip | Print Bonus Slip ... to print the employee’s bonus payslip.

1 Bonus Slip o =] |

Freview |
Bonus'Year |2002 3| Dale |03/05/2002 | Print |

Epn_|

i o o [

[ Employee From: | j ta | j

3. Misc. Information

Bonus Slip Messade: | potes:
Close

Help

i

Indicate the Bonus Date, Department & Employee and Misc. Information and select the
Preview / Print button.
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5 PAYROLL REPORTS

5.1

5.2

5.3

5.4

5.5

5.6

5.7

5.8

5.9

Print Pay slip

Print Payroll Summary
Print EPF Borang A

Print SOCSO Borang 8A
Print Income Tax CP39
Other Payroll Reports
Print Income Tax EA Form
Print Income Tax - CP8D

Print Income Tax -CP159
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5 PAYROLL REPORTS

5.1 PRINT PAY SLIP

Select Payroll | Print Pay slip. Indicate the Pay Frequency, Payroll Period, Department
& Employee and Misc. Information such as “Salary will be credited on the 28 of each
month” (applicable) and proceed to preview / print or export.

x|
—
[v/ Monthly [ Eirst Half -
Prirt |
[ Second Half
2. Payroll Period Export |
Manth |N0vember j Year |2DD1 ﬁ

Processed Month:
01 02 03 04 05 05 07 08 09 10 11 12

&(685/8|8(58

Legend: |:| “V'ear to Date I:l Unprocessed
- Fully Processed - Out of Processed Sequence
I First Half Processed é Locked
3. Department & Employee
[ Department Fram: | j ta | j
[ Employee From: | ﬂ to | ﬂ

4. Misc. Information

Payslip Message:

Motes:

Cloze |
Help |
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5.2 PRINT PAYROLL SUMMARY

Select Payroll | Print Payroll Summary. Indicate the Payroll Type, Payment By,
Payroll Period and Department &Employee and proceed to preview / print or export.

i Payroll Summary ) ] |
1. Payroll Type Prexview |
v ‘ [w First Half :
: . Brint |
| Bomus |» Second Half
Bt |
|w Cash | Bank futo Credit
v Cheque
3. Payroll Period
Manth |May 7| Year (2002 2

Processed Month:
00 02 03 04 05 05 OF 08 09 10 11 12

Legend: [ | ‘ear to Date [ Unprocessed
- Fully Processed - Out of Processed Sequence
I First Hall Processed é Locked
4. Department & Employee
[ Department From: | j to | j Clase |
[ Employes Fram: | |t | = Help |
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5.3 PRINT EPF BORANG A

Select Payroll | Government Reports| EPF Borang A. Indicate the Payroll Period,
Department & Employee and Misc. Information and proceed to preview / print or
export.

Pay Method refers to Payment method.
Reference No. refers to Cheque Number

1EPF - Borang & 0] x|
1. Payroll Period
Month |M55J j Year |2UU2 jl Print |
Processed Month:
01 02 03 04 05 OB 07 OB 09 10 11 12 Expart |
Legend: [ | *ear to Date [ unpracessed
B Fully Frocessed I 0wt of Frocessed Sequence
I First Half Processed é Locked
2. Mizc. Information
Fay Method: | j Close |
Reference Mo: | Help |
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5.4 PRINT SOCSO BORANG 8A

Select Payroll | Government Reports| SOCSO Borang 8A. Indicate the Payroll
Period and Misc. Information and proceed to preview / print or export

Pay Method refers to Payment method.
Reference No. refers to Cheque Number

1 50CS0 - Borang 8A [0 x]
1. Payroll Period
orty [t =l vea [ % =

Processed Month:

01 02 03 04 05 DE|D?|DB|DS|1D|11|12| Expart |

Legend: |:| ‘Year to Date |:| Unprocessed
- Fully Processed - Out of Processed Sequence
[ First Half Frocessed é Locked
2. Mizc. Information
Pay Method: j Close |
Reference Moz Help |
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5.5 PRINT INCOME TAX CP39

Select Payroll | Government Reports| Income Tax — CP 39. Indicate the Payroll
Period, Department & Employee and Misc. Information and proceed to preview / print
or export.

Pay Method refers to Payment method.

Reference No. refers to Cheque Number.

Date refers to cheque date.

Branch refers to Income Tax office branch (LHDN branch).

i Income Tax - CP 39 I ]
1. Payroll Period Praview |
banth |Ma_'r' j Year |2UU2 il Piint |
Proceszed Month:
m 02 03 04 05 05 OF 08 09 10 11 12 Export |
Legend: [ ] *ear ta Date (] Unprocessed
I Fully Fracessed Bl Out of Processed Sequence
B First Half Processed é Locked
2. Mizc_ Information
Fayp tMethod: | j
Reference No: | Date: | 019/05/2002 | Close |
Branch: I - |- Help |
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5.6 OTHER PAYROLL REPORTS

COMMAND ALTERNATIVE WAY TO
NO REPORT NAME CENTER ACCESS COMMENT
Pri Payroll lick Payroll | Print Payroll A list of all f
1 Payroll Allowance rint ayro Click Payro rint Payro 1%’( of allowance for a
Allowance Allowance... particular month.
’ Payroll Deduction Print . Payroll | Click Pafyroll | Print Payroll A lis.t of deduction for a
Deduction Deduction... particular month.
3 Coinage Report Not Available Click Payroll | Print Coinage Show _ _the cash
Report... denomination of salary.
. Print Monthly | Click Payroll | Print Monthly A ,hSt, of EPF
4 Monthly EPF Listing .o contribution  for a
EPF EPF Listing... .
particular month.
. Print Monthly | Click Payroll | Print Monthly A %lSt . of  S0C50
5 Monthly Socso Listing . . contribution  for a
Socso SOCSO Listing... .
particular month.
i lick Payroll | Pri hl i i
6 Monthly Tax Listing Print  Monthly | Clic Payro rint Monthly A list of Tax Deduction
Tax Tax Listing... for a particular month.
A list of employee net
pays which is
Click Payroll | Print Bank submitting to bank to
7 Bank Credit Report Not Available o inform the bank to
Credit Report... . )
direct credit to the
particular employee
bank account.
8 Government Reports
lick Payroll | t | Regi i £
a) SOCSO — Borang 2 Not Available Clic ayro Governmen egistration of new
Reports employee(s) form.
Termination of

b) SOCSO - Borang 3

¢) Income Tax — CP22

d) Income Tax — CP22A

employee(s) form.

Submit to inform about
the new
joined  the
during that
(Monthly)

employees
company
month.

Submit to inform about
the resigned Employee
on that company on that

month. (Monthly)
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COMMAND ALTERNATIVE WAY
NO REPORT NAME CENTER TO ACCESS COMMENT

Submit to income tax
Click Payroll | department for Report
Government Reports Earning for the year.
(Yearly)

e) Income Tax - EA Not Available

Submit to Income Tax
f) Income Tax — CP8D department for pay listing
by Employees. (Yearly)

Submit to Income Tax
department about the
g) Income Tax — CP159 company total pay and
PCB list by month.
(Yearly)

Monthly receipt number
h) Income Tax — PCB(II) and total tax payable by
the employee. (Yearly)

Click Payroll | Print

i) HRDF report HRDF ... HRDF contribution report.
j) Payroll Overtime Click Payroll | Print Monthly paid out overtime
Report Overtime Report pay to employee
9 Yearly Reports
a) Yearly EPF
b) Yearly SOCSO
¢) Yearly PCB Not Available EZ;IZ:::WOH | Yearly A yearly payroll analysis.
d) Yearly Gross Pay (75;2352, )Prev1ew See Figure
e) Yearly Individual Pay
Yearly print out of
f) Yearly Commission commission paid out to
employee
Yearly print out of
g) Yearly Overtime overtime paid out to

employee.

Yearly printout of net pay
of the employee

h) Net Pay

All the above reports has a same report screen as shownin Figure 2 except report No. 3, 8 & 9.

For report No. 8(c) report screen is the same as the report screen in 5.4 Print EPF Borang A
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1. Payroll Type Preview

I Monithiy [v First Half
[v Second Half

Print

Payroll Allowance

i

2. Payroll Period Export 1. Payroll Type Presiew |
Month |N0vember j Year |ZDU1 jl v Monthiy I Eirst Half Print |
Processed Month: ¥ Second Haf —
| o1 | 02 | 03 | 04 ‘ 05 | 0 07 08 03 10 11 12 2. Payroll Period Export |
Legend: [ e o Date [ Unpiocessed Manth |N0vember j ear |ZUU1 jl

Fully Procezzed - Out of Processed Sequence Processed Month:
I it Frocessed & Locked 0 02 03 04 05 06 07 08 03 10 11 12

3. Department & Employee é é é é é é

Legend: D ‘tear ta Date I:' Unprocessed
[~ Department From: | j to | j M Fully Processed I 0.t of Pracessed Sequence

- First Half Processed é Locked

3. Department & Employee

o T, [ Department From: | j to | j &I
Biank: |001 | Crediing Date: [ 11-Nov-01 = &I

| Employes From: | j ta | j Help |
Cheque Mo: |PBE 125487 Amnount 25,330.25 Help

[ Employee From: | j (] | j

Figure 1 Figure 2
(For report No.7) (For report No.1, 2, 4,5 & 6)

ol
1. Payroll Type .
¥ i [w! Eirst Half
Prirt
[v Second Half
2. Payroll Period Expott
Maonth |N0vember j Year ‘2UUT jl

Processed Month:
M 02 03 04 05 06 O7F 08 039 10 11 12

285685

Legend: [ ear to Date [ Unpracessed
I Fully Frocessed I Ot of Processed Sequence
Il First Half Processed B Lockad
3. Department & Employee Manth |Nuvamber j Tear |ZDU1 il Frint |
Processed Month:
[ Department From: | j to | j 01 02 03 04 05 08 OF 08 039 10 11 12 Export
- EvelomaFion: | e | E éé@.@é@._—l
A= (M to Legend: [ *rear to Date [ Unprocessed
- Fully Processed - Out of Processed Sequence
o
_ I First Half Frocessed é Locked
Coinage Yalug | Coinvalus :
020 2_Department & Employee

010
005 Cloge [ Department Fron: | j ta ‘ j Close |

0.01
- Help [ Emplapee From: | j ta ‘ j Help |

Pl

Figure 3 Figure 4
(For report No. 3) (For report No.8 (a),8(b) & (8(d))
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Yearly Payroll Reports

=101 %]

1. Report Type

| EFF Repart ﬂ

2. Payroll Period

Year 2001 2

Processed Month:
00 02 03 o4 05 06 0OF 08 09 10 11 12

6158655

Legend: I:l ‘rear to Date I:l Unprocessed
B Fully Frocessed B 0t of Processed Sequence
[ First Half Frocessed é Locked

3. Department % Employee

Frrint

Export

_ e |
_ oo |

[ Department From:| j ta | ﬂ Cloze |

[ Employee From: | j to | j Help |

Figure 7
(For report No 9)
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5.7 PRINT INCOME TAX - EA

User can print Income Tax — EA form from Payroll | Government Report | Income
Tax - EA
i Income Tax EA =

1. Payroll Peniod

Year (2001 5

Erint |
Processed Month:
0 02 03 04 05 05 0OF 03 09 10 11 12 Exrport |
Legend: |:| Year ko Date |:| Unproceszed
- Fully Proceszed - Out of Processed Sequence
I First Half Processed é Locked
2. Department & Employee
[ Department From | j to | j
[ Emplayee From | | o | =]
3. Mizc Information Cloze |

E& Printing Date: | 03/05/2002 j Help |

Indicate the Payroll Period, Department & Employee and Misc. Information. Proceed to
select either Preview / Print button.

il select Report |
Report Mame ! | Syztem
Income Tax EA - 2001
Income T ax EA - English

carce_|

Select which report format and click on OK button.
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System will display the Income Tax — EA form as shown below

R Print Preview - Report Name: Income Tax EA - 2001
& BERr [Wr «4f P M _Closs_ |

=181x]|

L A
Penyata Gaji Pekerja SWASTA
CUKAI PENDAPATAN ] ’ E
0. Fail Cukai Pendapatan Pekeria

PENYATA SARAMN DARIPADA PENGGA AN EGEG!EBMDB .

BAGI TAHUN BERAKHR 31 DISEMBER 2001 co0or o

EA INI PERLU DISEDIAKAN UNTUK DISERAHKAN KEP. PEKERJA YANG MESTI
MELAMPIRKAN PADA BORANG NYATA CUKAI PENDAPATANNYA.

Mo. Siri

Mo. Fail Maijikan E
BORAI

n BUTIRAH PEKERJA

Nama penuh PekerjaPesara (En/CikiPuan) Y ONG CHIN LOK

Mo KP. BE0111105110 . o, Kakitangan stau Mo, Gaji
Alamet Kediaman 13, SOLOK SELATEH, TAMAN GEMBIRS, 41100 KEANG SELANGOR. ...
Tarat Perkahwinan - Bilangan anak-anak di bawah umor 18 tahun dalam tahun 2001

Bagi perempuan yang berkahwin, sebutkan Butiran suami: Nama

Mo KP. . Alamat _
Mo Fail CuksiPendapatan .. ... .coeoceoeooooo Cavvangan LHDM . ______.___.......

Jika biekeria tiak genap setahun, sebutkan-
(a) Tarihmulabekera ___________...__._...__ ATAU (5] Tarikh berhentikerja - .. _____.._._L..ooLioloo.o.ol.
Hama dan alamat maiikan dahulu Hama dan alamat maiikan sekarang

n KOD| PEHDAPATAH PENGGAJIAH, MAHFAAT DAH TEMPAT KEDIAMAN (ihat Nota Panduan 3 4.5 dan 6 di Borang E) RM
001 | 1. Gaji Kasar, upah stau geli cuti (termasuk geji lekih masa) . _
101 Fee (termasuk fee pengarah), komizen atau bonus (Bonus baoi tempoh dari _hingga _ 1
102 Tip kasar, perkuisit penerimaan sagu hati atau elaun-elaun lsin (Perinal pembayaran

Cukai Pendapstan yang dibayar leh Majikan bagi pihak Pekeria

2. Milsi Manfaat atau kemudshan herupa barangan
103 @) Kereta (Tarikh sehenar diperuntukan _________________ Y i) Milai Kereta dan minyak | ...
Clenis_______________ ahun ___ Mode! 1 iy Milai Pemancu
104 ®)
105 ) Milasi mantast rumahtangan :

(i) Separuh lengkap dengan perabot*ipenyaman udara* Aangsirpermaidani*, stau ______ L
(i) Lengkap dengan perkakas dapur, pinggan mangkuk, peralatan atau perkakas, atau
(jij) Butiran berasingan.  Perabot dan kelengkapan
Perkakas Dapur ___
Hiburan dan Rekreasi

Telefon kimbit
108 ) Pembartu rumah dan tukang kebun
(e)  Manfast Tambang Percutian ____

) Lain-kain (mizainya makanan dan pakaian)
Milai tempat kediaman CAIBMEE e

3
107 | 4. Bayaran balik daripadsa Kumpulan Wang SimpananiPencen yang tidek diiuskan
5. Pampasan kerana kehilangan pekerjaan
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5.8 PRINT INCOME TAX - CP8D

User can print Income Tax — CP8D form from Payroll | Government Report | Income
Tax - CP8D..

come Tax CP 8D

1. Payroll Period

Vear (2002 % Privt |
Proceszzed Month:
m 02 03 04 05 06 0OF 08 09 10 11 12 Export |

BN [ [ B [ [ [ [ [ [ ]
Legend [ ] ear to Date [ Unpracessad Cloze |

- Fully Processed - Qut of Processed Sequence

I First Half Processed 2 Locked Help |

Indicate the Payroll Period and select Preview/ Print button to view the Income Tax —
CP8D information as show below :-

=Ieix
& BAE [W: W 4f » o = ||

(E.P. 80 - Fin. 20011

PENYATA SARAAN DARIPADA PENGGAJIAN BAGI TAHUN BERAKHIR 31 DISEMBER 2001

sila i Kerja-pekerja di dalam yang ingan seperti berikut:
(2} pekerja yang telah tuan laporkan dalam penyata tahun lepas;
(b)  pekerja yang tuan laporkan buat pertarna kali;
(¢} pekerja yang telah meninggalkan pekerjaan tuan dalam tahun 2001;
dan
susun menurut abjad nama-nama pekerja dalam tiap-tiap kumpulan dan bermula dengan nombor siri 1 untuk kumpulan (a
dan menyambung nombor bersiri itu bagi pekerja di dalam kumpulan (b} dan (c).
T Fobigar
we.sm e, Fanc vl Ne. 3t Peigeramn Nanapenk omig-omg kg digal o e G, Sen i a
Perdpaian Pekeia atar dberl peace s meng ktSUSURAN ABJAD Az AlatatEn D bawal skim
pomagal Ciial
Teraalcam
o
A3 1664411 7I0908-10-5555 CHIAMENS TAT 5,000.00 208.00
1ZHZEZ-HIE LA HOE YEN - 7.300.00 126.00
SGe3 1684408 D24 106730 LA KENG FONG 5,000.00 208.00
SG6F16E4-10 TI0ZZ5-10-5255 LEE HONG WEl - 10,000.00 352.00
5663 1654408 650111-10-6111 ONG CHIN LOK H 11,000.00 428.00
EBlangan pekers-paHsrja ;3ng ditenaraian ol atin 5 JUmIaN gaj-ga]i 415, fang Hena Albaar Hepada " 44.300.00
430 calam 1+ b3 baren A paira-piaker]s ;ang Al wnaratian. .
o e B LT Cipmm—
— 10 dumin g} e 24.411.00
Jumitai powarja 15 Jumian be ar ga-gajt 1. ;ang gz, n 68.711 00
Jumian petongan di paval tim FCE gan "
airsmHHsn Kapada LHON. 1,322.00

noma.
MAIKAN EOLEH WENYEDIAKAN SALINAN WENS KUT FORMAT S EPERTICPED SEKIRANYA RUANG VANG DEEDIAKAN DALAN BORANG IN| TIDAK WENCUKUPL
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5.9 PRINT INCOME TAX - CP159

User can print Income Tax — CP159 from Payroll | Government Report | Income
Tax - CP159...

Al Income Tax - CP 159 o ] 4

1. Payroll Penod

Year | 2002 il Pririt

Proceszed Month:

dd

01 02 03 04 05 O OF 08 09 10 11 12 Expart
Legend: [ ] *ear ta Date [ Unprocessed
- Fully Froceszed - Out of Processed Sequence
I First Half Processed é Laocked

Buziness End At m
Total Employees at end of the year: m
Printing D ate: W

Cloze

N
Help |

Indicate the Payroll Period and Misc. Information. Proceed to select the Preview / Print
button to view the information.

R Print Preview - feepart Name: Income Tau CP 159 - 2001 =l=lx

& Bn@ 7% W« »m o

MALAYSLA
(CP 158 - Pin_ 272001)
Mo, Fail Majikan E
PENYATA POTONGAN CUKAI DI BAWAH
KAEDAH CUKAI PENDAPATAN (POTONGAN DARIPADA SARAAN) 1994
Nama Magkan CCY SOF TWARE SON BHOD Tahun Berakhir 31 Disernber 2002
Aamat (sefin gan Alamat Pet SUraty 1814, JALAN MERU, No. Tel 03-53725777
41050, FLANG SELANGOR DARUL EHSAN. No. Faks 03-53725968
Bulan Jumlah Saraan Jumlah Saraan Jumlah Cukai Jurriah Cukai No. Resit
Kasar Kasar Yang Pendapatan Yang Pendapatan —
o N Tenakuk Pz Dipatang O Dipatong Dan
LEEN e kepada Haedsh Bawah Kaedah Dinermtian
Cukal Cukal Fengapatan DHeh Majkan
Pendapatan
(RM) [RM) [RM) (RM)
January 33,6855.50 22,150.00 661.00
February - = = = -
March
April = = = = =
May 3485550 22,150.00 661.00
June = = = = =
July
=]

Page 1F1
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6 ELECTRONIC PAYROLL TRANSFER
6.1 Create Electronic Credit Payment Diskette
6.2 EPF Borang A Diskette
6.3 SOCSO Borang 8A Diskette

6.4 Income Tax CP39 Diskette
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6 ELECTRONIC PAYROLL TRANSFER

AutoCount Payroll provides an electronic file transfer that is information from the payroll system
is extracted out and transfer to a diskette. User can submit the diskette to the respective

government department.

6.1 CREATE ELECTRONIC CREDIT PAYMENT DISKETTE

i Create Electronic Credit Payment Diskette

1. Payment Period

=10l x|

M anth | Mowember

=] ear [2001 2
Processed Month:
01 02 03 04 05 06 OF 08 09 10 11 12

alalalalals
Legend: |:| ‘'ear to Date I:l Unprocessed
Fully Pracessed - Out of Processed Sequence

- Firzt Half Processed é Locked

2. Department & Employee

[ Department From: |

[ Employes From:

3. Credit Info.

Account: | 001 ﬂ
D ate: I'I'IV‘I‘IVD‘I vl

4. File Location

Location: |A:\.

Create | Cloze

Electronic Credit Payment Diskette allows user to generate the electronic credit payment (i.e. for

direct credit payment) which can be submitted to the company’s
1. Select Payroll | Electronic Transfer | Create Electronic C
2.

Location is completed.

bank for monthly payroll crediting.
redit Payment Diskette...

Click Create button, once the Payment Period, Department & Employee, Credit Info and File

Bank Account — Specify the bank account whi
bank debit from.

ch you want the

Crediting Date — Specify the date which you want the bank to

credit the employee account.
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6.2 EPF BORANG A DISKETTE

Create EPF Borang A Diskette allows user to generate the EPF Borang A data to disk to
submit to EPF department.

1. Select Payroll | Electronic Transfer | Create EPF Borang Wizard...

Electronic Transfer: EPF Borang A Wizard

Step 1: First time using KWSP EPF Borang A by Floppy Disk

Eefare start using KM/SP's Borang & via Magenctic media, K\W/SP
requires all employer ko first submit a test Diskette to

PENGERITST

FIMPULAN WANG SIMPANAN PEFERJL

455958 PETALING JAYA

SELANGOR. DARUL EHSAN

/P PENGURUS (EAHAGIAN OPERAST)

JTABATAN EOMPUTER

oR
PENGLURLS KANAN/PENGURUS KMWSP NEGERI
Have the company using submizsion of KWSP's Borang &

‘Wia M agnetic Media [Floppy Disk) before? Or has the
company pazs the test?

{* ‘ez | have passed the test and | wish to create Borang & via Diskette

€ Mo, This is the first time | use the facility. | wish to create a test Diskette

e LT e s rr s
Technology

Mext > Cloze |

2. There is 2 options in the screen :-
J If user have submitted EPF using diskette, then choose this option: Yes. I
have passed the test and I wish to create Borang A via Diskette.

J If user have not submit EPF before using diskette, then choose this option:
No. This is the first time I use the facility. I wish to create a test Diskette

Select Next>> to proceed on.
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Indicate the month, year, the payment method and payment reference number if any.
Select Print EPF Borang A to print the EPF form.

Electronic Transfer: EPF Borang A& Wizard x|

Step 2: Please specify EPF Period

Fleaze specify which payroll period vou are going to create the
KMWSF's Borang A Digk:

Month |May | vear [2002 %

Processed Month:
01 02 03 04 05 06 07 08 09 10 11 12

Legend: |:| ‘Year to Date |:| Unprocessed
- Fully Frocessed - Out of Processed Sequence
[ First Half Processed 5 Locked

Fleaze specify your payment method IE 'l
and payment reference no. if there iz any

Frint EPF Borang & |

ar LT e arf
Technoloyy

Select Next>> to proceed on.

<< Previous Mewt »»

3. Change and indicate which location for the system to store the EPF Borang A data. Select
Create EPF Borang A Disk button to generate the data.

Electronic Transfer: EPF Borang & Wizard _XI

Step 3: Where you want to store KWSP's Borang A Data

Please specity where you want to store the K\SP's Barang A data.
The data is stored in file named EPFORMA.

If you choose floppy as your storage media, please make sure your
floppy disk was formatted and it iz blank. ‘vou may only use 3.5"
High Density (HD floppy disk for submission.

If you specify location other than loppy disk, you may copy the file
to a floppy disk later for submission.

Flease specify location:
Ak J

Create EPF Borang & Digk

< Previous

| Netor

Select Next>> to proceed on.
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4. Select Print BBCD Form button to print BBCD form.

Electronic Transfer: EPF Borang A Wizard

Step 4: Print BBCD Form

Employers are alzo required to submit a PRINTED COFY of the
Borang BECD [with the declaration duly signed by an authorized
perzon] for each emplover reference number and the remittance
cheque to the respective KMSP Megeri or the nearest K\WSP
Cawangan.

Pay Method: |Cash j

Reference Mo: |

Name: [MR. CHAL
LG No: |

Fosition: |

Phone No: [03-33725777

Frint BECD Form |

<4 Previous

Select Next>> to proceed on.

5. Select Print Disk Label to print disk label.

Electr: Transfer: EPF Borang A Wizard

Step 5: Print Disk Label

“fou are adviged to fumish the following particulars on the label affied
on the dizk when submitiing your Borang & diskette

Emploper's Mame: |CCY SOFTW/ARE SDN BHD

Emplover's Reference Mao: I

Month #Year of Contribution [MMYY] |0502
Perzan In Charge: |MH. CHaU
Telephone Number. [13-33725777

Print Dizk. Label |

¢ Previous Mest »»

Select Next>> to proceed on.
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6. Select Finish button to proceed on and complete the final step.

Electronic Transfer: EPF Borang A Wizard

Step 6: Finish

“f'ou are required to submit:

1. & PRINTED COPY of the Borang BECD.
2. Tape/Diskette,

to the nearest KAWSP negeri.

Pleaze submit the praduction Barang & tape/Dizkette tagether with a
completed copy of the Borang BBCD [with the declaration duly signed
by an autharised perzan) far each employer reference number and the remittance cheque to the
rezpective KWSP Meger or the nearest KWSP Cawangan,

Flease take nate that the tatal amount on the tape/diskette for each employer reference nurmber
must equal the tatal remittance to be paid far that emplayer reference number.

A blank tape/diskette to be used for the fallowing month's Barang & will be given upon
suubmizsion of a particular month's tape/dizkette.  The production tape/diskette will be kept by
KMASP after it is processed

Kw/SP Office: | BAHAGIAN OPERASI, JABATAN KOMPUTER j

Bangunan F\WSP Petaling Japa

Jalan Gasing

4E538 Petaling Jaya

Selangor Daml Ehsan

[Tel : 03-79557215/79567550/79557551]

crrires
Tecknoloyy

<« Previous
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6.3 SOCSO BORANG 8A DISKETTE

SOCSO Borang 8A Diskette allows user to generate the SOCSO data for submission.

1. Select Payroll | Electronic Transfer | SOCSO Borang 8A Diskette...

Electronic Transfer: SOCS0 Borang 8A Wizard

Step 1: Firsttime using SOCSO Borang 8A by Floppy Disk

Before start using SOCS0 Barang B84 via Magenchic media,
PERK.ESO requires all employer ta first submit a test Diskette to

FEETUL PENGARAH

PERTUEUHAN FESELAMATAN 3035IAL

IET PETABAT, MENARL PERKEID

281, JALAN AMPANG

50538 K. LUMPUR

(U/F: KHAIRUL MIZAN B. MD. 354ID)
THNIT KOMPUTER

Have the company uzing submizzion of SOCS0 Borang 84 Yia
Magnetic Media [Floppy Dizk] before? Or has the company pass
the: test?

{ Yes. | have passed the test and | wish to create SOCS0 Borang 84, via Diskette

& Mo This is the first time | uze the facilty, | wizh to create a test Diskette

R A A EEE
Technology

2. There is 2 options in the screen :-
e If user have submitted EPF using diskette, then choose this option: Yes. I have
passed the test and I wish to create SOCSO Borang A via Diskette.

e If user have not submit SOCSO before using diskette, then choose this option :
No. This is the first time I use the facility. I wish to create a test Diskette

Select Next>> to proceed on.
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3. Specify the SOCSO period. Indicate the payment method and payment reference
number such as cheque number or money order number. Select Print SOCSO
Borang 8A button to print the SOCSO Borang 8A.

Electronic Transfer: SOCS0 Borang 8A Wizard

Step 2: Please specify SOCS0 Period

Flease specify which payroll period pou are going to create the
SOCS0 Borang 88 Disk:

Manth |Ma_l,l j Year |2DEI2 él

Processed Month:

M 02 03 04 05 06 0OF 08 03 10 11 12

Legend: I:l ‘Year to Date I:l Unproceszed
- Fully Proceszed - Ot of Proceszed Sequence
B First Half Processed & Locked

Pleaze specify your payment methaod | Cash j
and payment reference no. if there iz any

Print SOCS0 Borang 84 |

Gl A g
Technology

44 Previous

Select Next>> to proceed on.
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4. Specify which location for the system to store the SOCSO’s Borang 8A information
and select Create SOCSO Borang 8A Test Disk to generate the information.

Electronic Transfer: SOCS0 Borang 8A Wizard

Step 3: Where you want to store SOCS0's Borang 8A Data

Fleaze specify where pou want to stare the SOC50's Borang
24 data. The data iz stored in file named BRGEA, THT

If you choose floppy az your storage media, please make sure vour
floppy disk was formatted and it iz blank. “ou may only uze 3.5"
High Density [HD] floppy dizk for submizsion.

If wou gpecify location ather than floppy disk, wou may copy the file
to a floppy disk, later for submission.

Pleaze specify location:
&Y, J

Create SOCS0 Borang 84 Test Disk |

44 Previous

Select Next>> to proceed on.
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5. Select Print SOCSO Lampiran A button to printout the SOCSO Lampiran A
information.

Electronic Transfer: SOCS0 Borang 8A Wizard =

Step 4: Print SOCS0O Lampiran A

Employers are alzo required to submit a PRINTED COPY of the
Larnpiran & when submitting the dizk to the nearest PERKESD
branch.

Mame; |MR. CHAL

Phone No: |03-33725777

Print SOCS0 Lampiran &

Select Next>> to proceed on.
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6. Select Print Disk Label button to print the disk label.

Electronic Transfer: S0C50 Borang 8A Wizard

Step 5: Print Disk Label

You are advizged to furnizh the following particulars on the label affised
on the digk when submitting your SOCS50 Borang 84 diskette:

Employer's Hame: |CCY SOFTWARE SDM BHD

Emplayer's SOCS0 Ma: |8341 8871

tanth / Year of Contribution; | 05/2002

Ferzon In Charge: |MH. CHaU

Telephone Number: | 03-33725777

<4 Previous Mewt »>

Select Next>> to proceed on.
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7. Select Print Application Letter button to print the application letter. The Letter
Reference No. field is use for user’s own references.

Electronic Transfer: SOCS0 Borang 84 Wizard

Step 6: Print Application Letter

Letter Reference Mo: ||

Print Application Letter |

£¢ Previous Mext »>

Select Next>> to proceed on.
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8. Lastly select FINISH button to complete the process of SOCSO Borang 8A Diskette.

Electronic Transfer: SOCS0 Borang 8A Wizard
Step7: Finish

Y'ou are required to submit;

1.4 PRINTED COPY of the Borang 84,
2. A PRIMTED COPY of Lampiran A.
3. Test Tape/Diskette.

ta

KETLA PEMGARAH

FERTUEBUHAM KESELAMATAM 505140
|IBU PEJABAT. MEMNARA FERKESD

281, JALAN AMPANG

50538 k. LUMPUR

[UAP: KHAIRLL MIZ4M B MD. S410)
UMIT KOMPUTER

or nearest SOCS50 negeri.

<4 Previous Finizh
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6.4 INCOME TAX CP39 DISKETTE

Create Income Tax CP39 Diskette allows user to generate the Income Tax CP39
information to submit to Income Tax department.

1. Select Payroll | Electronic Transfer | Create Income Tax CP39 Diskette...

Electronic Transfer: Income Tax PCB Wizard

Step 1: Firsttime using Income Tax PCB by Floppy Disk
Befare start uzsing Income Tax CP39 via Magenctic media, LHDM 5
requires all employer to first submit a test Diskette to any LHDN
MALAYSIA Branch. Iy

Have the company using submission of Income Tax CP33 Yia
tagnetic Media [Floppy Digk] before? Or has the company pass
the test?

7 “es | have passed the test and | wish to create Income Tax CP29 via Diskette

® Mo, This is the first time | use the facility, | wish to create 3 test Diskette

s Exarasarr
Technology

2. There is 2 options in the screen :-
e If users have submitted EPF using diskette, then choose this option: Yes. I have
pass the test and 1 wish to create Income Tax CP39 via Diskette.

e If users have not submitted Income Tax CP39 before using diskette, then choose
this option: No. This is the first time I use the facility. I wish to create a test
Diskette
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3. Select Next>> to proceed on and specify the PCB Period. Print the Income Tax CP39,
click on the Print Income Tax CP39 button.

Electronic Transfer: Income Tax PCB Wizard

Step 2: Please specify PCB Period

Pleaze specify which payrall periad you are going to create the
Income Tax CP39 Disk:

Month [May 7| ear [2002 Z

MALAYSIA

Processed Month:
1 02 03 04 05 06 07 08 03 10 11 12

Legend: |:| ‘tear to Date I:l Unprocessed
- Fully Proceszed - Out of Processed Sequence
I First Half Pracessed é Locked

HE Mo File Maiikan: |

No File Maiikan: |

FPayment Reference Mo: |

Payrment Date: |02/05/2002 j

Payment Branch: |

wrterizererers Print Income Tax CP39
Techknology

<¢ Previous

For HQ No File Majikan and No File Majikan, the system will obtain the information from
the Company Profile setting at the Profile page.

Payment reference refers to information such as cheque number or money order number.

Payment Branch refers to information of the payment branch.
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4. Change the location and indicate to the system where to store the PCB’s Data.
Proceed to select Create PCB Test Disk button to generate the data.

Electronic Transfer: Income Tax PCB Wizard

Step 3: Where you want to store PCB 's Data

Flease specify where you want to store the Income Tax CF39 data.
The data iz stored in file named CP35.

MALAYSIA s
If you choose floppy as your storage media, please make sure your

floppy disk was formatted and it is blank. You may only uge 35"
High Density [HD) floppy dizk for subrnission.

If you specify lacation ather than floppy disk, you may copy the file
to a floppy disk later for submizsion.

Please specify location:
A J

Create PCB Test Disk

<4 Previous i Nest>> |

Select Next>> to proceed on.
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5. Select Print Disk Label button to print the Disk Label.

Electronic Transfer: Income Tax PCB Wizard

Step 4: Print Disk Label

“Y'ou are advised to furnizh the following particulars on the label affized
on the dizk when submitting your Income Tax CP39 diskette:

MALAYSIA

Employer's Mame: |CEY SOFTwWARE SDM BHD

Month / ear of Contribution: |U5.-"2DD2

Person In Charge: |MF|. CHal

Telephore Number: |03-33725777

Disk Moz [1

Record Length: |13B bytes

<4 Previous et >

Select Next>> to proceed on.
6. Select Print Application Letter button to print application letter. Letter of Reference
No. field is for user’s own reference and is not related to LHDN.

Electronic Transfer: Income Tax PCB Wizard

Step 5: Print Application Letter

Letter Reference Mo: |
MALAYSIA

Print Application Letter |

<4 Previous Mext 55

Select Next>> to proceed on.
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7. Select Finish button to complete the steps for processing Income Tax CP39.

Electronic Transfer: Income Tax PCB Wizard

Step 6: Finish

“Y'ou are required to submit:

1. APRINTED COPY of the CP33.

AL S 2. Income Tax CP39 Test Tape/Diskette.

nearest LHDM Branch.

<< Previous
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7 TOOLS & UTILITIES

7.1

7.2

7.3

74

7.5

7.6

Backup & Restore
7.1.1 Backup

7.1.2  Restore

Purge Payroll Transaction
Period Locking

Payroll History Inquiry
Purge Leave Transaction

Options
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7 TOOLS & UTILITIES

7.1 BACKUP & RESTORE

7.1.1 Backup
x

Backup

Thiz function allows you to backup all your data into floppy disk, network folder, hard disk, CO-R disk
or CO-Riw disk.

There are 3 Backup buttons which simplified the tazk of backup.

Backup To | IA:\
Backup To | IE:\
Backup To | IE:\My Documents

Backup Messages:

% |& |

1. Select Tools | Backup...

2. To change the directory, click El button and double click
the destination directory or directly enter the drive by
changing the existing drive (e.g. From C:\ to G:\).

3. Click Backup To button for the system to start the backup process.

The system provides 3 different destinations for user to backup their payroll data,
for example, to Floppy Disk, Hard Disk and temporary folder such as My

Documents.
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IMPORTANT NOTE:

f ! h System WILL NOT do a simultaneous backup to all 3 different
destinations at the same time. User will have to complete one
destination backup, then proceed to the 2"¢ destination and lastly the
31 destination backup.

It is advisable to do daily backup to at least THREE (3) diskettes and label as

stated below:-
Disk 1 — Monday & Thursday.

Disk 2 — Tuesday & Friday.
Disk 3 — Wednesday & Saturday.

Users are encouraged to keep a separate copy of monthly backup (i.e. one
month THREE (3) diskettes). Example Jan 3 disks, Feb another 3 new
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7.1.2 Restore

This function allows you to restore from your backup data.

Create a new database, then restore the data inta this new

Bestore as new databasze
databaze.

Mew Databaze Filename: Ipayr0||2DD1 1029.9db

Festore Messages:

1. Select Tools | Restore...

2. Click Restore as new database button.

3.  In the Look in field, look for the backup drive (i.e. the source of the
database).

4. Click Open button.
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7.2 PURGE PAYROLL TRANSACTION

i Purge Payioll Transaction : =15 =]
Period [ Type | Court Purge Fie |
200101 Opening 99 ==
2001-02 Opening 99 [ ]
2001-03 Opening 99 [
2001-04 Opening 99 [
2001 -05 Opening 99 [
2001-06 Opening 99 [
200107 Monthly 110 [
2001-08 tanthiy i1 [
2001-09 taonthiy 93 [
200110 tanthly 121 4
Close |
R

Purge Payroll Transaction is to remove a particular month(s) payroll transaction from
the database.

1.  Select Tools | Purge Payroll Transaction...

2. Select which period under the Purge column.

3. Then proceed to click Purge... button to delete the period transactions.
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7.3 PERIOD LOCKING

L Perod Locker . = =] =]
“ear: 20M il Change |
Month | Locked |
January
February
fdarch
il
tday
June
July
August
September
October
M ovember L]
December ]
Lpply Rewvert Cloze

Period Locking allows user to lock the past transaction in order to avoid accidental

amendments or being amended by other users.

1. Select Tools | Lock Period...

2. At the Year field, enter the year for the respective months of that year to be
displayed and proceed to select Change button.

3. Tick on the period to lock.

Click Apply button to apply the changes.

5. Click Revert button to restore back to the previous setting before the changes (i.e.
last save information).

i
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74 PAYROLL HISTORY ENQUIRY

[ Condition | [ P oy Jan|  Feb|  Ma  Ap|  May  dun| ] Total| ~
(R
Emploses Basic Salary 150000 150000 150000 150000 150000 150000 1.500.00 150 1500000
Year Commission
Bonus
e e S| Diector Fee
Emplopes No, | 005 g;st';":ve
Name WONG LEE ! Blowance 85000
?ale of Bith |01 081578 Fagment of Anisars
ex
T T 150000 [ 1.500.00 [ 1,500.00 | 1,500.00 [ 1.500.00 [ 1,500.00 | 1.500.00 [ 1,50 15.650.00
ew . o i 05gr| | | = Deduction
T e Emplayze EPF 13500 13500 13500 13500 13500 13500 13500 19 1410m0
= o Anears EPF —
Employee SOC30 725 725 7 1% 75 1A T35 75,00
Depattment ACC -
Deduction
‘:‘” Da:; :01:2000 e Ta CP33
esign Date
i o . | 1387.75 [ 1.357.75 | 1.367.75 [ 1,357.75 | 1,357I75 [1,357.75 | 1,357.75 | 1,35 14,165 I]T \j
- Payroll Information |
BasicSalay [ 1500 Basic Salary Nt Pay
Pay 50C50
50050 No. WO03EITIK
Pay EFF -
SOCS0 Type |0
EPF No 15636701
Tacho, ™ 0 IS REEEEREER | CCTEITIE TR e
+Contact =l - T T y T T T
| 0 MO3  MOS  MO7 MOS WA 0 MO3 MOS Mo7 W03 M1

AutoCount Payroll provides the Inquiry options that allow user to see an overview of
the employee’s payroll monthly or yearly.

Select Inquiry | Payroll History Inquiry...
1. Inthe Employee field, enter the employee number.
2. Click Go button for the system to display the information.
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7.5 PURGE LEAVE TRANSACTION

Purge Leave Transaction allows user to remove the leave record from the payroll
database.

Tick under the Purge column to indicate which period of leave record for the system to
remove from the payroll database. Select Purge button to purge.

i Purge Leave Transackion ] S
Period Type | Dezcription | SubType |F'urge - s |
2007-01 AL AMMUAL LEAVE Entitle ] =
2001-m AL AMMUAL LEAWE Full D ay ]
2001-m MC MEDICAL LEAYE E ntitle O
2001-02 AL ANMUAL LEAVE Full Day |
2001-02 MC MEDICAL LEAWE Full Day Il
2001-03 AL ANMUAL LEAVE Full Day |
200103 MC MEDICAL LEAVE Full Day |
2001-05 AL AMMUAL LEAWE Full Day [
2001-05 MC MEDICAL LEAVE Full Day |
2001-08 AL ANMUAL LEAVE Full Dray O =
2001-08 MC MEDICAL LEAYE Full Day O
2001-07 AL ANMUAL LEAVE Full Day |
2001-08 AL AMMUAL LEAWE Full Day ]
LCloze |
oy |
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7.6 OPTIONS

Options allows user to indicate the period and year for year to date entry as shown
below.

options x|

----- | User Defined Field |

vear to Date Entry up to |Januar_l,l ﬂ Year |0 j'

(] Cancel
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It also allows user to tick on the option: Enable User Defined Field at the User Defined
Field page to indicate to the system that they would like to use the user defined field at
the Employee Maintenance screen.

[w Enable User Defined Field

IJzer Defined Field Caption: |L|ser Defined Field

(] Cancel
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8 LEAVE PROCESS

8.1 Maintenance
8.1.1 Create Leave Entitlement
8.1.2 Open Leave Entitlement
8.1.3 Maintain Leave Type

8.1.4 Maintain Leave Group
8.2 Leave Application

8.3 Leave Inquiry
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8 LEAVE PROCESS

8.1 MAINTENANCE

8.1.1 Create Leave Entitlement

Create Entitlement allows user to create leave entitlement.

Create Leave Entitlement x|

“ear | 2002 jl

2. Department & Employee

™ Department Fru:urré| j ta | j

[ Emnployes From | j ko | j

LCreate I Cancel |

Indicate which year of leave entitlement for the system to create. Select
Create button to proceed on which the next steps
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The Leave Entitlement screen allows user to enter the BF (brought
forward) and Entitled leave information for all the different types of
leave such as Annual Leave (AL) for all employee’s record.

i Leave Entitlement - Year: 2002 - 101 x|

oup | Hame Save Cancel Reset
SRR #EE?IL:IGS"IU Type | Description | BF | Entiled | Total |
AL ANNUAL LEAVE g a
MOLEAVE TESTING
[MEDICALLEAVE ]
Department : ACC - 2 NE | Cel, e B B
STAMDAF WONG LEE LEE

STANDAF TAN MEI MEI
Department : GEMERAL - 3
STAMNDA
STANDA
STANDAF vYAP LENG LENG
Department : MART - 3
STANDAF YONG CHIN LOK

|T0tal: 16 employes|: LI
M v
| Spousze Addres:
Spousze Addres:
Spousze Addres:
Spousze Addres:
Spousze Tax Mol
Spouse Tax Brg —
Wwife Working ]

[ LI

L
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8.1.2 Open Leave Entitlement

Open Leave Entitlement allows user to open previous leave entry for
amendments.

Open Leave Entitlement ﬂ

Year, | 2002 jl

2. Department & Employee

[ Department Fram |

[ Employes From |

The Leave Entitlement screen allows user to amend the BF (brought forward)
and Entitled leave information for all the different types of leave such as
Annual Leave (AL) for the respective employee record.

HiLeave Entitlement - Year: 2002 10l =|
aup | Name Save Cancel Heset
STANDAR #EES'?IEGS"IU Type | Description | BF | Entitled | Total |
AL ANNUAL LEAVE g g
MOLE&AVE TESTING
MEDICALLEAVE |
Department : ACC - 2 MC [MEDICAL LEAVE 14 14

STANDAF WOMNG LEE LEE
STANDAF TAN ME| MEI
Departrient : GENMERAL - 3

STANDAF
STANDAF vYAP LENG LEMG
Department : MART - 3

STANDAF YOMG CHIN LOK

|T0tal: 16 employes(: J
IC1 [
| Spouze Addres: ;I
Spouze Addres:
Spouze Addres:
Spouze Addres:
Spouse Tax No

Spouze Tax Bre
Wwite Working ]

D el

4

H B
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8.1.3 Maintain Leave Type

Maintain Leave Type allows user to create all the different type of leave given
to employee such as Annual Leave, Medical Leave and Maternity Leave.

HiLeave Type Maintenance = |EI|_|
Leave Type | Description | &add b Unpa|d Leave | Limited | Color |
et PMNUAL LEAVE [v] 55535
ME MEDICAL LEAVE |:| 1] Edit |
ML MATERMITY LEAY O O i
UL UMPAID LEAVE O Delste |
Save |
Cance] |
Cloze |
4 | Help |

Select New button to create new leave group and Save button to save the entry.

Leave Type : | Indicate a leave code for the leave type.
Example, AL to represent Annual Leave.
Description : | Describe the type of leave.

Example, Annual Leave refers to abbreviation
leave type code : AL

Add to Unpaid : | Tick to indicate if the leave type is to be treated

Leave as unpaid leave and the amount will be
deducted from the employee’s salary.

Limited : | Tick to indicate to the system to perform
checking.

Example, Default Medical Leave given is 14
days. When application of leave exceed 14
days, the system will not allow the leave
application for medical leave to exceed.

Color : | Indicate the color display of the leave type.
This is done to differentiate the different leave
type being process at the Leave Application.
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8.1.4 Maintain Leave Group

Maintain Leave Group allows user to create different level of group to

categorise the employee’s to different level such as based on designation, for
example , Standard, Management or Director Level , as well as set entitlement
for respective leave type of the different days entitled based on service year.

HiLeave Group Maintenance Ol x|
Leave Group T Mew |
MWOLE&YE
7 | <= Year service| Description | AL | BF | MC | - Edi |
1 Default Default ¥alues 16 22
1 ‘work Lezs than 1 pear 8 14 Delete |
2 work Less than 2 vear 2 14
3 ‘wiork Less than 3 year 12 18 Save |
4 wiork Less than 4 vear 12 18

Cloze

EL

Help

Select New button to create new leave group and Save button to save the entry.

<=Year Service Enter number of year service.
Example, 1 for those who has been with the
company for less than or equal to 1 year.
Description Enter description.
Example, 1 refers to Work Less than or
equal to 1 year.
AL Enter Annual Leave entitlement.
BF Enter Brought Forward Leave entitlement.
MC Enter Medical Leave entitlement
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8.2 Leave Application

Leave Application allows user to enter employee’s leave application.
Select Leave | Leave Application..

Open Leave Application

Year (2002 2

Proceszzed Month:

;02 03 04 05 0B

07 02 09 10

Legend: [ | *earto Date
B Fully Processed
- First Half Froceszed

|:| rprocessed
- Cut of Proceszed Sequence
& Locked

| G

[ Employee Fram |

-]
-]

Cancel |

Specify which year of leave as well as which Department & Employee is being
process. Select Open button to proceed on to enter the leave application entry.

A AntoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] - [Leave Application !u-.m]
e Ll Y aury Paol Laeve Tosk Widows L

fmsrme@REOBPXEC IEAE
joum Hame Save Lancel
|t 3 WCNG LEE LEE 4 Pk B0
| sTanpano l;:t;:l:l‘u Tipw | Deeighen &) M TW T F55
| MOLERVE  TESTING ré;‘lwml:rﬁa::: | i567 :. ;:
[Daparnaet A2 MATCRNITYLERE  [ef 11 12 V51602
| sTaNDARD fWORGLEEEE | Z ownanzon
| STANDERD TANMEI MEI i Fadbal T Full Day T mETA
| Dspartment | GEMERAL - 3 © GecondHal © Clew
| STANDARD VONG FEK KLaN -
| STANDARD. SHANTI
| stanbann vapienG Len; | T-iDesopton | Ose 1D iDapTwe | Moel Twe |Decepto sl s B R
| Dot MART -3 AL ANNBALLEMVE 2002 1 FulDe  [3) [__AL  [AMNUALLEAVE a5 i a5
| STANIRD vOMG CHB LOK, | AL ANNUSLLESVE 19030000 1 FulDw  [5) WE MEDICAL LEAVE us 0 15
| sranpann Liow rens posg | Al FEROE CERG ] Ameow | Faow (&)
| STANDARD CHINWUENYUEN | AL ANNUALLEME sz 1 Fubw [
| Bepartment . ALD -4
| STANDWRD  LEE WONG Wil
| STANDARD. CHISMENG TAT
| STANDARD  CHANVEE LOKG
| STANDWRD TEM KON KEONG:
o "
| STANDARD Law TIEN 500K
[Tetal 16 ervgieyel
4] 3
— FegsteredDatabase, (40) ADHIN
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Group | Narne
=| Department : 4, - 3 The portion of the Leave Application
SUeIRAAD LEE iU S screen displays the employee’s record.
TESTING 1
MOLEAWE  TESTING
-1 Department : ACC - 2 Select which respective employee
STANDARDWONG LEE LEE I > record, for example, Wong Lee Lee

STAMDARD TAM MEI MEI
=] Departrnent : GEMERAL - 2
STAMDARD YOMG PEK. KlAM
STAMDARD SHAMTI
STAMDARD AP LEMNG LEMG
=] Departrient ;: MART - 3
STAMDARD YOMG CHIN LOFK,
STAMDARD Law KEMG FOMG
STAMDARD CHIM YUEM YUEM
=] Departrent ; B&D - 4
STAMDARD LEE HOMG WEI
STAMDARD CHIA MENG TAT
STAMDARD CHAM YEE LOMG
STAMDARD TEH KOK KEONG
=|l Departrment : SLFPF -1
STAMDARD Law TIEM S00H

Select which type of leave
application is being entered.
WONG LEE LEE Example, MC (Medical Leave).
Type | Description -
MEDICAL LEAVE |||]|:> Then proceed to indicate the
AU U RS2 leave is applied as First Half or

UNPAID LEAYE Second Half or Full Day leave.
" EpatHalf = Full Day I
" Second Half & Clear D‘E
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Leave application is entered by highlighting from the start date of leave applied to which
date of the leave is applied. Example, MC (Medical Leave) is applied from 07/05/2002 and
09/05/2002, therefore highlight in the Calendar for the month of May from 7 to 9 as shown
below. After finish leave application, then click Save to save it.

Example :
i< > no | @REDBEXEIEN
foup | Mame Save Cancel
£l Department : 4 - 3 QNG LEE LEE 4 February 2002 March 2002 April 2002 [ May 2002 >
STANDARD LEE SIU SIU I =] M TWTFSS5 MTWTITFSS M TwWTFS55 MIMIFSS
NOLEAVE [ AL ANNUAL LEAVE 1203 123 123465567 1N 5
A 45678310 456 78910 8 910111213 14 cIEMERE 10 1) 12 B
£l Departme; MATERHITY LE. | 111213141516717 1112134151617 151617 181920 21 \J3 14 15 16 17413
STANDARI ELEE 18192021 222324 18192021 222324 2223 24 25 26 27 28 e =71 25 26
STANDARD TAN MEI MEI C FistHsf & Full Day & 2526 27 28 X2®272829W3 2330 27 282930 31
| Department : GENERAL - 3 ¢ SecondHalf * Clear
STANDARD YONG PEK KIAN
STANDARD SHANTI
GTANDARD YAP LENG LENG | T-. | Description | Date | D..|DayType | MNote|| Tupe |Description Entitied| Take
Lf Department : MART -3 AL ANWUALLEAVE  14/02/2002 1 FulDay a Al 2y
STANDARD YONG CHINLOK | AL ANNUALLEAVE  19/03/2002 1 Ful Day B MEDICAL LEAVE 145 I
CTANDARD Low KENG FONG | AL ANNUALLEAVE 200032002 1 FulDay  [A]
STANDARD CHINYUENYUEN  LAL ANNUALLEAVE  21/03/2002 1 FulDay  [5]
| Depariment - R4 - 4 WC MEDICAL LEAVE  U7/05/2002 1 Ful Day a
STANDARD LEE HOMG WE| MC MEDICALLEAVE  08/405/2002 1 FulDay [ D
STANDARD CHIAMENG TaT | MC [MEDICALLEAVE | 03/05/2002 1 FulDay [

C

Select which leave type to enter. Example: MC
A [E> for Medical Leave.
Also indicate the leave applied is for Full day
leave.
: Select which month of leave entry and
B : % highlight the starting date. Then hold on to the
first entry and drag the mouse till the last leave
date applied.
Example from 07/05/2002 until 09/05/2002.
Then release the mouse on the last leave entry

date. System will insert the leave records.
Leave Records will display the detail leave

0

entry.
Example the medical leave applied from
07/05/2002 until 09/05/2002.

: Leave Summary will display the total for each
D b different leave type.
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For deletion of leave entries, select which leave type to delete and choose the option:
Clear. Then proceed to the calendar and choose which month to amend. Highlight which

date of entry to delete as shown below. System will remove the entry. Select Save to save
the amendments.

Step 1: Select the Clear leave type. Then proceed to the calendar and choose which
month to amend. Highlight which date of entry to delete as shown below.
e |@REODBXECIES

roup | Mame

Save Cancel

| Department : & - 3

STANDARD LEE SIU SIU
TESTING 1

NOLEAVE TESTING

-| Department : ACC - 2
STANDARD[WONG LEELEE |
STANDARD TAN MEI MEI

-| Department : GENERAL - 3
STANDARD YOMG PEK KIAN
STANDARD SHANTI

STANDARD VAP LEMG LENG

| Department : MART - 3
STANDARD YOMG CHIN LOK.
STANDARD Law KENG FONG
STANDARD CHIN YUEN YUEN

=| Department : D - 4
STANDARD LEE HONG WEI
STANDARD CHIA MENG TAT

ONG LEE LEE 4 Febuary 2002 March 2002 April 2002 [ May 2002 »
TEs | DR =] M TWTFS5 MTwWTITFS55 MITWTITFGSS
AL ANNUAL LEAVE 123 123 1234567
456 78310 45678310 8 91011121314
MAENITY LEAVE N =] 11721314 151617 111213 14151617 151617181320 21
18192021 222324 18192021 222324 222324 52627 28
" Full Day 25 26 27 28 26 262728293031 2930
 SecondqHall & fieat
T... | Deseription | Dae [ D.|DayTepe | Mote || Twpe |Descipiom———__ | Entitled| Take
AL ANNUALLEAVE  14/02/2002 1 Full Day AL ANNUAL LEAVE 85
AL ANNUALLEAVE  13/03/2002 1 Full Day MEDICAL LEAVE 45
AL AWNUAL LEAVE  20/03/2002 1 Full Dap
AL ANNUAL LEAVE  21/03/2002 1 Full Day
MC MEDICAL LEAVE ~ 07/05/2002 1 Full Day
MC MEDICAL LEAVE  08/05/2002 1 Full Day
MC 09/05/2002 1 Full Dap

Highlight which
date of entry to
delete.

Select option : Clear
to indicate to the
system current
entry mode is to
delete leave entry.

Step 2 : Release the mouse at the last selected date (example, 09/05/2002) and system will
remove the entry. The leave entries will be remove from the Leave Record and leave
information in the Leave Summary will be either reduce or increase accordingly. Select
Save to save the amendments.

vermcl@bhBoBpXEdoBAE
iroup | Narne Save Cancel

| Department - 4 - 3
STANDARD LEE 51U SIU
TESTING 1
NOLEAVE  TESTING
| Department - ACC - 2

STANDARD[WONG LEE LEE

STANDARD TAN MEI MEI

| Department : GENERAL - 3
STANDARD YONG PEK KIAN
STANDARD SHANTI
STANDARD YAP LENG LENG

| Department : MART -3
STANDARD YONG CHIN LOK
STANDARD LAW KENG FONG
STANDARD CHIN YUEN YUEN

ONG LEE LEE

Type | Desciption
AL ANNUAL LEAVE

" First Half " Full
" SecondHalf & Clear

MATERNITY LEAVE -

4 February 2002 March 2002 Apiil 2002 | May 2002 3
M TwW TFSS M TwTFSS M TwWTFSS M Tw TF35S§
123 123 1234567 1 N4 5
4 5 B 7 8910 4 5 6 7 8910 8 31011121314 B 7 8 9101
M 121314 151617 M 1213 14151617 181617 1819 20 21 § 14 15 16 17 )& 13
181920212223 24 18192021 22 23 24 2M/BABTR 20 {2526
25 26 27 28 i e e R | 23 30 7B2AIAN

Day M

T...| Deserlption |

Date

| .. |DayType | Note |

Type | Descilption Entilled| Take
AL ANMUAL LEAVE 14/02/2002 1 Full Day AL ANMNUAL LEAVE a5
AL ANMUAL LEAVE 19/03/2002 1 Full Day MC MEDICAL LEAVE 145
AL ANNUAL LEAVE 20/03/2002 1 Full Day
AL 2432002 1 FulDay

Previous
medical leave
entries from
07/05/2002
until
09/05/2002 is
removed.
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8.3 LEAVE INQUIRY

In Leave Inquiry screen, user can view monthly or yearly statistics of leave applied.

[{ AutoCount Payroll Plus - CCY SOFTWARE SDN BHD [SAMPLE] - [Leave Inquiry] —|&] x|
R Fle Edt View Inquiry Payrol Leave Tooks Windows Help -8 x
i s e |@RBEDEXEOIEYB
Leave Inquiry Conditions Leave Calendar
Vear [200 3] January 2001 | February 2001 March 2001 Apil 2001 May 2001 »
M TwTFSS$ MTwWTFSS MITWTFSS MITWITFSS MTWTFSS
Month From |January E 12 3 4567 123 4 123 4 1 1234656
to [Docenber 7] | B 10121314 56 7 8 91011 56 7 89101 2345678 708 9101112 13
151617 18192021 1213 1415161718 12 13 14/15 16/17 18 9101112131415 1415 16 17 18 19 20
2232425262728 192071 22232425 192021 22232425 161718192021 22 21 22 23 24 25 26 27
[~ Department From ol maw 26 27 28 2627 28 2930 31 2324252527 2829 2829303 1 2 3
o & El} 45 678910
O Ervieyee o [ Leave Application Summary [No. of Employees) Leave Application Detaile
N Tran..| ACC |MART| R&D | SUPP|GE..| Tatal [~ EmpHo | Mame | Twe |  Das | HMNoe |
11/087 004 L&w KENG FONG AL Full Day
[ Type | Description || 12/082
AL ANNUAL LEAVE 13/08/
MC  MEDICAL LEAVE 14408/
ML MATERMITY LEAVE 154087
[JUL  UNP&ID LEAVE 16408/
174087
18/08/ 1 1
19/087
20408/
21408/ 1 1
22408/ 1 1
23/08/ 1 1
24/087 1 1
250087
264087
27/08!
28/08! J
29/08/
30408/
LClear 31408/
il
02/09/
03/09/
04409/
05409/
06409/
07/09/ =l
Registered Database. (40} [ADmI

Year

Indicate which year of leave to view.
Example, 2001

Month

Indicate the range of month to view.

Department

Tick and indicate the range of department to
view. Do not tick to view all departments.

Employee

Tick and indicate the range of employee record
to view. Do not tick to view all employees’
record.

Type

Tick to indicate which leave type to view.
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9 REPORT BUILDER

9.1 Standard Component Palette
9.2 Data Component Palette

9.3 Advance Component Palette
9.4 Edit Toolbar

9.5 Align or Space Toolbar

9.6 Size Toolbar

9.7 Nudge Toolbar
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9.1 STANDARD COMPONENT PALETTE

Standard Component Palette assist in creating the most commonly used report components.

COMPONENT ICON DESCRIPTION
Used to display text. Assign the Caption property to control
Label ﬂ the text value. You can have the label resize automatically to

fit a changing caption if you set the AutoSize property to
True.

Used to print multiple lines of plain text in a report. To set the
value, assign a string list to the Lines property. To

Memo dynamically resize the memo during printing, set the Stretch
property to True. Use the ShiftRelativeTo property to define
dynamic relationships with other stretchable objects.

Used to print formatted text. To set the value, assign the
RichText property or use the LoadFromFile or
LoadFromRTFStream methods. Use the ShiftRelativeTo
property to define dynamic relationships with other
stretchable objects. At design-time you can use the Report
Builder's built-in RTF Editor to load, modify, and save rich
text data stored in files.

[l

Rich Text

Used to display common report information such as page
number, page count, print date and time, date, time, etc. The
System Variable % type of information displayed is controlled by the VarType
property. The format is controlled by the DisplayFormat
property.

Used for calculations via an Object Pascal event handler
assigned to the OnCalc event or a RAP event handler assigned
Variable E to the OnCalc event. Access the Calculations dialog (via the
speed menu) or the Calc tab of the Report Designer to code a
RAP calculation for this component.

Used to display bitmaps and windows metafiles in reports.
E Assign the Picture property of this component in order to

I
mage place an image in your report. Use the Report Designer's

built-in picture dialog to load images at design-time
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Display single and double lines (either vertical or horizontal).
Set the Style property to control whether the line is single or
Line | double. Set the Weight property to control the line thickness
in points. Set the Position property to control whether the line
is vertical or horizontal.

Prints various shapes (squares, rectangles, circles, ellipses).
Shape e Set the Shape property to select a type of shape. Use the
P L_ Brush and Pen properties to control the colour and border

respectively.

Render barcodes. The string value assigned to the Data
property is encoded based on the BarCode-Type. If the data
@ to be encoded is in a database, used DBBarcode. The

Bar Code following symbologies are supported: Code bar, Code 128,
Code 39, EAN-13,EAN-8, FIM A,B,C, Interleaved 2 of 5,
PostNet, UPC-A,UPC-E

Check Box E3) Display a checkbox using the Wing Dings font.
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9.2 DATA COMPONENT PALETTE

This toolbar will assist in creating data-aware report components.

COMPONENT ICON DESCRIPTION
DB Text E Used for displaying values from all types of database fields. Use
the Display Format property to format the value.

Used to print plain text from a memo field of a database table.
_ This control automatically word-wrap the text. Set the Stretch
DB Memo "E property to True and the component will dynamically resize to
print all of the text. Use the Shift Relative To property to define
dynamic relationships with other stretchable objects.

Used to print formatted text from a memo or BLOB field of a
database table. This control automatically word-wrap the text.
Set the Stretch property to True and the component will

iz

DB Rich Text

dynamically resize to print all of the text. Use the Shift Relative To
property to define dynamic relationships with other stretchable
objects.

Used for simple database calculations (Sum, Min, Max, Count
DB Calc and Average.) The value can be reset when a group breaks using

the Reset Group property.

Used to print bitmaps or windows metafiles, which are stored in
a database BLOB field.

Used to render barcodes based on the Bar Code Type and the
value supplied via the Data Field property. The following
symbologies are supported: Code bar, Code 128, Code 39, EAN-13,
EAN-8, FIM A, B, C, Interleaved 2 of 5, Post Net, UPC-A, UPC-E.
Displays a checkbox based on the value of the field specified in
the Datafield property. This component can be used with a
Boolean field (or any other type of field via Boolean True,
Boolean False properties).

DB Image

DB Bar Code

B | &

DBCheck Box %I
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9.3 ADVANCED COMPONENT PALETTE

Advance Component Palette toolbar will assist in creating advance report components.

COMPONENT | ICON | DESCRIPTION
Used to logically group components together. Use the Shift
. = Relative To property to move the region in relation to
Region H:| . . .

another dynamically resizing component (such as Memo,
Rich Text or child-type Sub-Report.)
Used to handle multiple master details, create side-by-side
reporting effects and hook reports together as one. If you
need a report to print within the context of a band, use a

child-type sub-report. If you need to hook reports together
use a section type sub-report. The Print Behaviour property
determines the sub-report type. Normally the programmers

Sub-Report

use this function.

Allows you to generate set of calculations that summarizes
CrossTab iZ the data from a database table. It displays the calculations

in a grid format.
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9.4 EDIT TOOLBAR

Edit Toolbar will assist in setting the most important property or properties for the
currently selected component.

COMPONENT ICON
Edit Allowance jl D ezcription j

9.5 ALIGN OR SPACE TOOLBAR

Align or Space Tool Bar assist in positioning components relative to one another and relative to
the band in which they appear.

COMPONENT ICON DESCRIPTION
Align a group of components with
Align Left Edges I= the leftmost position of the

component that was selected first.

Centers a group of components
Align Horizontal Centers = based on the horizontal center of the
component that was selected first.

Align a group of components with
Align Right Edges = the rightmost position of the
component that was selected first.

Align a group of components with
the topmost position of the
component that was selected first.

=
—

Align Top Edges

Aligns a group of components based
Align Vertical Centers ok on the vertical center of the
component that was first selected.
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COMPONENT ICON DESCRIPTION
Align a group of components with the
Align Bottom Edges ot bottommost position of the component

that was selected first.

Spaces a set of components based on
the leftmost position of the first
component selected and the rightmost
position of the last component selected.

Space Horizontally ofla

Spaces a set of components based on
the topmost position of the first
Space Vertically = component selected and the
bottommost position of the last
component selected.

Center Horizontally in Ll Centers a component horizontally
Band ' within a band.
Centers a component vertically within

Center Vertically in Band | &=
enter Vertically in ban = a band.
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9.6

9.7

SIZE TOOLBAR

COMPONENT

ICON

DESCRIPTION

Shrink Width

no
Tid

Determines the minimum width of all the
selected components, and then sets the width
of the component to that value.

Grow Width

.80

Determines the maximum width of all the
selected components, and then sets the width
of the component to that value.

Shrink Height

Determines the minimum height of all the
selected components, and then sets the width
of the component to that value.

Grow Height

ot
[=]

Determines the maximum height of all the
selected components, and then sets the width
of the component to that value.

NUDGE TOOLBAR

COMPONENT ICON DESCRIPTION

Nudge Up ] Moves all selected components one pixel up.

Nudge Down i Moves all selected components one pixel
down.

Nudge Left m Moves all selected components one pixel to
the left.

. - Moves all selected components one pixel to
i+
Nudge Right the right
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The system allows user to customise or create reports in the system based on the layout of their
own preference.

Amendments to existing report may affect the print or preview
: | E defaultlayout.
L]

Amendments of the system report are at user own risk.

BCE Software Sdn Bhd will not responsible for any error cause
by these amendments to the existing reports by the user.

In order to minimise reporting or layout errors due to user’s own
amendments to the reports, save the amended report to other name by
using the Save As... option.
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