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Payroll Module

Payroll module allow user to obtain emolument information and updates staff allowances
and deductions from time to time. The system also simplifies the payroll process for each

staff by handling all processes and calculations that will result in the net salary.

Besides payroll payment, Payroll Module also allow user to generate/process the

following data:

Bonus Payment
Generation of EC Forms
Generation of Return of Remuneration

Generation of Autopay File

o~ e

Board of Director’s (BOD) Allowance
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PAYROLL MANAGEMENT

To access Payroll menu, select Payroll as displayed in Figure 1-1.

EIS Audit Window

Setup Screen L4

Allowance and Deductian
Monthly Pavroll Frocess
Monthly Allowance Process
Monthly Salary Posting
Senerate Autopay File

Incame Tax Farms
owartirme

Staff Advance Deductian
FPersonnel

ZakatrP B

COthers Deduction

Eavrall ey L4
Pavrall Reparts

Other Reports

kewd Reports

Figurel-1:Payroll Module Menu
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PART 1: SETTING UP PAYROLL SETUPS

To update payroll setups, select Setup Screen as displayed in Figure 1-2

Payroll>>Setup Screen

EEAN EIS Audit Window

Setup Screen Salary Processing Setup
Allowance and Deduction EDTE e
Monthly Payrall Process Employer Account Info.
Monthly Allowance Process  =0St Ol Charge
Maonthly Salary Posting Texiednn
Generate Autopay File LB CUER ST
Tax Childrelief Setup
Income Tax Forms 4
Qvertime 4
Staff Advance Deduction
Personnel 4
ZakatiPCB L4
Others Deduction 4
Payroll Query 4
Payroll Repors
QOther Repors
Kewd Repoarts

Figurel-2:Payroll Setup
There are 7 setups available for payroll process as listed below:-

A. Salary Processing Setup
B. Income Type

C. Employer Account Information
D. Cost Centre Charge
E. Tax Setup

F. Work Order Setup
G. Tax Child Relief Setup
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A. SETTING UP SALARY PROCESSING SETUP

Payroll>>Setup Screen>> Salary Processing Setup

NN EIS  Audit Window

Setup Screen Salary Frocessing Setup

Income Type
Ermployer Account Info.
Cost Ctr Charge

Tax Setup

Work Order Setup

Tax Childrelief Setup

Allowance and Deduction
hanthly Payrall Process
Monthly Allowance Process
Manthly Salary Posting
Generate Autapay File

Figurel-3:Salary Processing Setup

’@A‘HFDED - Payroll Processing setup
User: RoHAYU.GHAZALI Date : 27-10-2015 09:54
Payroll Process

Paymonth [ Pay Date |
Code | =
Open Date | Close Date |
Start Process date | End Frocess date |

Figurel-AYFO050-1: Payroll Processing Setup

1. Payroll Processing Setup should be updated during the beginning of every month
to enable payroll data to be processed.

2. To set up new month payroll process of permanent staff (eg.: for the month of
November 2015),
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a. Fillin all parameters as follows:

Parameter Example Description

Payroll Month 201511

Pay Date 25-11-2015

Code Monthly Select Monthly for permanent staff.

Open Date 01-11-2015 | First day of the month.

Close Date 11-11-2015 | Payroll data from MyHRIS System cannot
be transferred into MyFIS System
beginning from this date.

Start Process Date | 01-11-2015 | First day of the process month.

End Process Date | 30-11-2015 | Last day of the process month.

b.

Click @ button

Payroll processing setup for part-time staff is slightly different with payroll

processing setup for permanent staff.

To set up new month payroll process of part-time staff (eg.: for the month of
October 2015),

a.

Fill in all parameters as follows:

Parameter Example Description

Payroll Month 201510

Pay Date 10-11-2015

Code Daily Select Daily for part-time staff

Open Date 01-11-2015 | First day of the month.

Close Date 05-11-2015 | Payroll data from MyHRIS System cannot
be transferred into MyFIS System
beginning from this date.

Start Process Date | 01-11-2015 | First day of the process month.

End Process Date | 30-11-2015 | Last day of the process month.

Click @? button.
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B. SETTING UP INCOME TYPE

Payroll>>Setup Screen >> Income Type

Action Edit Query Block Record Field Help Window

S P DD G «er b | HERES|?
| AYFOO3 - Income Type Setup

User: FIN_ADMIN

Income Type Setup Aceount

m
o
2

Code Description

Date : 24-09-2014 16:01
Cost

Account  Code Tax Payto JL Centre Project Elaun
S50C Tax Code sambilan Type Short Desc Type 1D Tag Charge Code * Tag
[aLLowance ~1 u v N

[ 28 0 0

Figurel-AYFO003-1: Income Type Setup

1. User can use this screen to create new or update current allowance and deduction

code.
2. To create new allowance code,

a. Fill'in all required information as follows:

Parameter Example Description

Code Al181 Create allowance/deduction code manually
ascending by number. (start with A for
allowance and D for deduction)

Description Telephone Name of allowance/deduction.

Allowance

EPF Y Set as “Y” if the allowance subject to EPF
contribution. “N” if vice versa.

Socso Y Set as “Y” if the allowance subject to
SOCSO contribution. “N” if vice versa.

Tax Y Set as “Y” if the allowance subject to
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Monthly Tax Deduction (MTD) calculation.
“N” if vice versa.

Account Code 512128 Enter the relevant account code for staff
appointed under Standard Object (SO) 11.

Account Code | 529302 Enter the relevant account code for staff

Sambilan appointed under Standard Object (SO) 29.

Type Allowance ‘ALLOWANCE” for allowance and
“‘DEDUCTION?” for deduction.

Short Description Tel. Short description of allowance/deduction

Allowance that will be displayed on Pay Slip.

Tax Type Y Set as “Y” if allowance/deduction amount is
required to be entered into EC Form. “N” if
vice versa.

Pay To ID VNO00003767 | Select vendor ID if payroll deduction will be
paid to the respective vendor. Eg.: EPF
contributions will be paid to EPF.

JL Tag N Set “Y” to allow the deduction to be
reconciled automatically in payroll voucher.
Set “N” if vice versa.

Cost Centre Charge | 102017 Cost centre that will be charged (for
allowance) or will received payment (for
deduction).

Project Code 022011-04- | Project code that will be charged (for

001 allowance) or will received payment (for
deduction).

Elaun Tag Y Set “Y” if allowance is fixed. “N” if vice
versa.

b. Click @ button
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C. SETTING UP EMPLOYER ACCOUNT INFORMATION

Payroll >> Setup Screen >> Employer Account Info

Action Edit Query Block Record Field Help Window
S| | € [0 | a e W 4
Y25 AYFO16 - Employer Account Infarmation

User: FIN_ADMIN

L === R

Date : 24-09-2014 16:10

Account Information

Acct ID

AcctDesc |

LHDM Mo LHDN Branch [

ASNE Mo. |

I
SOCS0 Mo. |
I

Pinjaman Perumahan

EPF Information

EPF No. |

Employer Contribution || L Empioyer Pension Contribution | L

Employee Contribution | (%) Employee Pension Centribution | (%)

Officer Incharge Info

Officer Incharge = | Ic Mo, |

Position = | Contact No |

- Fax Mo |

O ffice Address

Email Address |

Figurel-AYF016-1:Employer Account Information
1. To create employer’s account information,

a. Fill'in all required employer’s information as follows:

Parameter Example Description
Account ID UPSI Employer’s acronym.
Account Description Universiti Employer full name.
Pendidikan
Sultan Idris
LHDN No. 0593428210 Tax reference number.
SOCSO No. D4302077K SOCSO number.
Pinjaman Perumahan | 69000000 Registration number with  Bahagian
Pinjaman Perumahan.
LHDN Branch Teluk Intan Inland Revenue Board Of Malaysia
(IRBM) branch.
ASNB No. AUO11 ASNB reference number.
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EPF No. 012049102 EPF number.
Employer Contribution | 12 % of employer EPF contribution for staff
(< 60yrs) under 60 years old with income subject to
EPF amounted to above RM5,000.
Employee 11 % of employee EPF contribution for staff
Contribution (< 60yrs) under 60 years old.
Employer Contribution | 6 % of employer EPF contribution for staff
(= 60yrs) 60 years old and above with income
subject to EPF amounted above RM5,000.
Employee 5.5 % of employee EPF contribution for staff
Contribution (= 60yrs) above 60 years old.
Officer Incharge Rohayu  binti | Name of officer in charge.
Wan Ghazali
Position
Office Address
Email Address
Other particulars of person in charge.
IC No.
Contact No
Fax No.

b. Click ﬁ? button
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D. SETTING UP COST CENTRE CHARGE

Payroll >> Setup Screen >> Cost Ctr. Charge

@A‘(FDM - Department costetr charge

User : ROHAYU.GHAZALI
Department - Costetr Charge

Dept Code *

Dept Desc

Date : 16-11-2015 11:59

Costetr Charge ™ FProject Code ™

[»

]

Figurel-AYF061-1: Cost Centre Charge

1. Update cost centre charge setup as follows:-

B
a. Click button Enter Query H

b. Type required Department Code or

Department Description. Both

Department Code and Department Description will be entered automatically

into this screen once Governance Division create a new department.

c. Click Execute Query %

d. Fillin all required particulars as follows:

Parameter Example Description
Cost Centre | 104027 Cost centre that will be charged
Charge according to staff's department

Project Code

022010-02-2012

Project code that will be charged

according to staff's department

e. Click @ button
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E. SETTING UP TAX

Payroll >>Setup Screen >> Tax Setup

I AYFOBS - Tax Setup
User : ROHAYU.GHAZ} Date : 12-03-2015
Tax Setup
Start Amt (Rha) End Lt (R Category Twpe Mo of Child Amourt Tax (R}
285500 1 =] a 110 _~
2,851.00 2,855.00 3 HAZ 2 .00
2,851.00 2,855.00 2 KA 1 .00
2,851.00 2855.00 2 HAm2 2 0o
2,551.00 2G55.00 2 HAS < oo
2,851.00 2,855.00 2 HAq 4 .00
2,851.00 2,855.00 2 KAS s .00
2,551.00 2555.00 2 HAE 5 oo
2,551.00 2G55.00 2 HAT 7 oo
2,851.00 2,855.00 2 HAG =] .00
2,851.00 2855.00 2 e g 0o
2,551.00 2555.00 2 HA10 10 oo
2,551.00 2G55.00 < ko [} 110
2,851.00 2,855.00 3 KA 1 .00
2,851.00 2855.00 3 S 3 00| -

Figurel-AYF065-1:Tax Setup

==
1. To add new Monthly Tax Deduction (MTD) amount, click = button and fill in

tax amount according to the relevant range of taxable income.

2. Click @ button.

B
3. To update MTD information, click Enter Query B putton > enter required

taxable income range > click Execute Query % button. Update required

information.

4. Click @ button.
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F. SETTING UP WORK ORDER

Payroll >>Setup Screen >> Work Order Setup

PR e R T —

|| https:/fmyfis.upsi.edu.my:8098/ims/finance/finance/framev2.html

Action Edit Query Block Record Field Help YWindow

&S B g DD a4 4 r P EHEREE| ?
CEWSF040 - wWork Order Setup
User : ROHAYU.GHAZI

Date : 18-07-2012 17:43
Parameter Work Order Code

Parameter Code Parameter Ho Parameter Description

Category
WO_DUR Eolfwiork order Setup d el

Figurel-WSF040-1:Work Order Setup
1. To update work order setup,

a. Insert number of days that users want to back date work order creation in

Parameter No. column.

b. Click @ button.

c. The following pop-up screen will be displayed

Message |
& Transaction caomplete: 1 records applied and saved.

Ok

d. Click
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G. SETTING UP TAX CHILD RELIEF

Payroll >>Setup Screen >> Tax Child Relief Setup

Action Edit Query Block Record Field Help Window

&S B 0D BFE 4« > b |HR B ?

@ FIN_ADMIN - AYFOT7S - Tax Childrelief Setup

Child Relief l

Tax Relief on Children
Code No Description (Malay) Description (English} Relief Multiplier

| [~
L ] L]
L | LI
L ] L]
L ] L]
L | LI
L ] L]
L ] L]
L ] L]
— 1 |

Figurel-AYF078-1:Tax Child Relief Setup
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1. To add new tax child relief,

a. Fillin all required information as follows:

Parameter Example Description

Code No. CFo4 Create new code manually

ascending by number.

Description (Malay) | Anak bawah 18 tahun Child relief description in Malay

Description (English) | Child below the ages of | Child relief description in English.
18.
Relief Multiplier 1 Child relief multiplier

b. Click @ button.
2. To update current child relief information,
a. Update current child relief information.

b. The following pop-up screen will be displayed

Message x|
& Transaction complete: 1 records applied and saved.

c. Click
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PART 2: UPDATING STAFF’S PAYROLL INFORMATION
1. There are four (4) staff's payroll information that need to be updated into MyFIS
System as listed below:
a. Staff’s contribution status
b. Account number
c. Payroll deduction
d. Overtime allowance application
e. Child status

A. STAFF’S CONTRIBUTION STATUS

1. To update staff contribution status,

a. Go to Staff Query screen

&
Payroll >> Allowance and Deduction >> Click Enter Query B > Insert Staff

No or Name >> Click Execute Query %

P AYFB3 - Staff Query
User: ROHAYU.GHAZI Date : 12-12-2015 22:22

Staff Info

Confirmation Salary
Bl Staffld Mame Department IC Mo Position Statuz Type Start Date Resign Date Date Movement Date

Total Record : g Details

Figurel-AYF063-1: Staff Query
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b. Click Detail. The following screen will be displayed.

Action Edit Query Block Record Eield Help Window
ES P DD R E 4 4> |G| ?
@AYFU‘I? - Staff Allowance and Deduction

Staff Info I Financial Info lStaffAIIuwancel Staff ROC l Staff Deductiunl Famity

Staff id

Name |
Title | |
New IC | odic |
Passport No |
Marital | |
Citizen | |
Gender | [

Job Status | Status |
Position |

Department |
Admin Dept |
Admin. Post |

Staff Type |staff ~l
Pension Status | [

Join Date Start Date

(Second Post)

Pension Date Option Date:
Unit

Salary Grade EPF Empyer Socso Status Tax Category
Matrix Code EFF Empyee Salary Status Tax Status
Basic Salary Salary Movement Date EPF Status Tax Group

Figurel-AYF017-1:Staff Allowance and Deduction — Staff Info

c. Update staff EPF and SOCSO contribution status. Set as Y if subject to

contribution and N if vice versa.

d. Click @ button.
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B. ACCOUNT NUMBER
1. Update staff account number as follows:-

a. Go to Financial Info screen

it
Payroll >> Allowance and Deduction >> Click Enter Query B 5> nsert Staff

No or Name >> Click Execute Query % >> Details >> Financial Info

@AYFEH T - Staff Allowance and Deduction
Staff Info Financial Info l Staff Allowance ] Staff ROC l Staff Deduction l Fatnily l

Account Info

Seq  Acct Mame Deszcription Type Acct Mo Branch Status  Status

Motes

| |»

Figurel-AYF017-2:Staff Allowance and Deduction — Financial Info

b. Fillin all required information as follows:

Parameter Example Description
Seq. 6 Sequence number
Acct Name B5 Bank code
Description CIMB Bank | Bank name
Account No 123456 Account bank number
Status ACTIVE Set as ACTIVE for active account
Status Y Set as Y for active bank account only

c. Click '&? button.
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C. PAYROLL DEDUCTION

Payroll deductions consist of four (4) types as follows:

1. Zakat/Monthly Tax Deduction (MTD)

To verify Zakat/Monthly Tax Deduction (MTD),

a. Go to Zakat/PCB Approval screen as follows:
Payroll >> Zakat/PCB >>Zakat/PCB Approval

\EJAYFO7O - ZakatPCB Approval =

r: ROHAYU.GHAZS Date : 11-12-2015 22:36

[Fakat/PCB Information

Currert New Current New Totsl Amt Total Smt

Bil Staffld Name Department  Category Category Description  Request Date  Start Date (Zakat) (Zakat) (FCE) (FCE) (Zakat) (PCB) Total At Status
1 |Koosss \Zainizam bin Zakariya FPEK 2 ZAKAT dan PCB 01-05-2014 $150.00 520000 $257.00 §207.00 $350.00 $464.00] $407.00]  APPL
2 k01908 Narhatiza binti Mohd Hed Fsk 1 PCE dtukarkan sepenuhrya ke 01-12-2015 | 01-01-2015 30.00] $3040 $30.40 50,00, $30.40) $30.40 §3040]  APPL
3 kD145 A Rifai bin Arin BSM 3 il baru potongan ZAKAT | 08-12-2015 | 01-01-2015 3750 $100.00 $0.00) 50,00, $157.50 $0.00) $10000]  VERF'
4 K013 afisah binti lham Hussin Fsk 2 ZAKAT dan PCE 02122015 || 01-01-2016 $0.00] $80.00 §17.15 $3715 $80.00) $154.30] §11715]  PPL

Unselect All | Select All Verify Approve Reject

Figurel-AYF079-1:Zakat/PCB Approval

b. Select Zakat/MTD application to be verified.

c. Click Verify button.The following pop-up screen will be displayed.

Message

x|

& Transaction caomplete: 1 records applied and saved.

d. Click OK.The following pop-up screen will be displayed.
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Process Completed. x|
@ Process Completed.

.................

e. Click OK. The application status will change from Apply to Verify status.To
approve Zakat/ MTD, refer the same screen as above.

f. Select Zakat/MTD application to be approved.

g. Click Approve button.The following pop-up screen will be displayed.

User Confirmation |

& Are wou sure you want to approve?

Cancel

h. Click OK. The following pop-up screen will be displayed.

Message x|
& Transaction complete: 1 records applied and saved.

i. Click OK. The following pop-up screen will be displayed

Process Completed. x|
@ Process Completed.
0K

j.  Click OK. A pop-up screen mentioning the remaining number of application

needs to be approved will be displayed as follows:
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Meszage x|

& There are 2 ZakatiPCE application needs to approve.

k. Click OK. The application status will change from Verify to Approve status

and deduction information will be displaye

Deduction screen.

2. Payroll Deduction for Unadjusted Advance

To make payroll deduction of unadjusted advance,

a.

Go to Staff Advance Deduction screen

Payroll >> Staff Advance Deduction

d automatically into Staff

S|

Deduction Code

Action Edit Query Block Record Eield Help Window

ENMm BB E| €y ® EHsE]?

@A\'FOSS - Staff Advance Deduction
User: FIN_ADMIN

Date :

Staff Advance Deduction

Staff D Staff IC No Memo Date Start Date

End Date Stop Deduction  Amount (RM)

25-09-2014 16:29

Status

Details ‘ MEMQ - Pemberhentian ‘ MEMO - Pemb

eritahuan |

Figurel-AYF066-1: Staff Advance Deduction

b. Select required staff. Click Detail button. The following screen will be
displayed:
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@A‘(FDG? - Staff Deduction Profile
Main l Detail ]

Staff Profile

Staft I [Tl

[&xzman bin L kacir

Woucher Mo |BR120501563

dob Code [ozo4 [PEG 2wl PSIKOLOG S44

“oucher Date  |24-05-2012

Dept Code [HER |Eahagian Hal Ervval Pelajar

Adjusted Amt (RM) 5,545.00

Cetr Code [107027 [HEF - G

Previous Salary Info

Fix Income (R F6,592.88

Decuction Amt (R $262300  paypate [10-FEB-2015

Deduction Main

Deduction Type  |iNSTALLMENT > Status  |STOP
Ret Mo [UPSIBEN Marth |5
Description
hain Start Date  |01-04-2013 Encl Date  |31-08-2013

Basic Salary (RM) 5 64268

Calculation Process - Full

Estimated Deduct Amt (RM)
Balance of Salary (RM)

Calculate

Calculation Process - Installment

Estimated Morth Decuction
Estimated Deduction Per Morth (Rh)
Calculate

Calculation Process - For Max Deduction
Est Max Deduction Per Month (Rh)
Calculate

Figurel-AYF067-1: Staff Deduction Profile — Main

c. At Deduction Main, select Deduction Type either Full or Installment.

d. For Full deduction, fill in all required information as follows:

Parameter Example

FULL

Deduction Type
Ref No

Main Start Date
End Date
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e. Click Detail button. The following screen will be displayed.

'@A‘(FDET - Staff Deduction Profile
Monthhyr Deduction barthly
Start Date Enc Date At (R rorth Total Monthlv (R Status Select
1 01-04-2013 31-08-2013 $1,169.00 ] = $5,545 00 (STOP r
= -
= -
= -
= -
= r
= r
= r
Total
Post | Stop
Adjustment Document
Coc Cocle Amourt
Get JL Get BR GetRT | *|
et JL Get BR Get BT
et JL Get BR Get BT
et JL Cet BR Get BT
et JL Zet BRE Zet BT
et JL Zet BR Get BT
et JL et BR et BT
Gt JL cetBR|_cetrr |~
**RT = Receipt Total [ ]
*#BR = “oucher
*JL = Journal

Figurel-AYF067-2:; Staff Deduction Profile — Detall

f.  Fillin all required information as follows:
Parameter
Start Date
End Date
Monthly Amount (RM)
Month

g. Total deduction amount will be calculated automatically.
h. Select required deduction information.
i. Click Post button. Deduction information will be posted to Staff Deduction

screen.
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j.  Click @ button

k. Click Exit ® button

Click Memo-Pemberitahuan button. Print the memo and give it to the staff.

. To make installment deduction, Go to Calculation Process — Installment

Insert installment month

e =5 3

Click Calculate button. Do calculation until user get suitable deduction
amount.

Next, fill in installment month on Deduction Main

Insert Main Start Date

r. Insert End Date

s. Click @ button
t. Next, click Detail button. The following screen will be displayed.

u. Fillin all required information as follows:

Parameter

Start Date

End Date

Monthly Amount (RM)
Month

v. Total deduction amount will be calculated automatically.
w. Select required deduction information.
X. Click Post button. Deduction information will be post to Staff Deduction

screen.
y. Click @ button

z. Click [I* button. Click Memo-Pemberitahuan button. Print the memo and

give it to the staff.
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3. Others Deduction
To Verify application of others deduction,
a. Go to Others Deduction Approval screen as follows:
Payroll >> Others Deduction >> Others Deduction Approval
b. Select others deduction application needs to be verified.

c. Click Verify button. The following screen will be displayed.

Process Completed. x|

@ Process Completed.

d. Click OK. Other deduction application status will change from Apply to
Verify.

e. To Approve application of others deduction, go to the same screen as
above.

f. Select others deduction application needs to be approved.

g. Click Approve button.The following screen will be displayed.

User Confirmation x|
& Are you sure you want to approve?
''''''''''''''''''''''''' oK |  cancel

h. Click OK. The following screen will be displayed.

Process Completed. x|
@ Process Campleted.
0K

i. Click OK. A pop-up screen mentioning the remaining number of application

needs to be approved will be displayed as follows




MANUAL PENGGUNA PENGURUSAN

Muka surat :29/71

& There are 48 Others Deduction application needs to

approve.

.................

GAll
) NIVERSITI ; .
S]QND“;‘KAN (PAYROLL MANAGEMENT) Tarikh 8 JANUARI 2016
ULTAN [DRIS
ot s UPSI(ISO)/BEN/P06/MPOS Pindaan - 00
Message x|

j. Click OK. The application status will change from Verify to Approve status

and deduction information will be displayed automatically into Staff

Deduction screen

4. Other Deduction (not categorized under type i, ii & iii above)

Other Deduction which is not categorized under type i, ii and iii above should be

entered manually into Staff Deduction screen as follows:

a. Go to Staff Deduction screen

=)

&
Payroll >> Allowance and Deduction >> Click Enter Query B 5> insert

Staff No or Name >> Click Execute Query E@ >> Details >> Staff

Deduction
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Action Edit Query Block Record Field Help Window
GO P 20D L 4 4> p | HERB ?
@AYF{}‘I? - Staff Allowance and Deduction

Staff Info ] Financial Info Staff Allowance l Staff ROC l Staff Deduction l Family
Staff Allowance
Income
Code Deszcription Start Date: End Date Amount
31-10-2014  (|31-10-2014 -

Figurel-AYF017-3:Staff Allowance and Deduction — Staff Deduction

b. Fillin all required information as follows:

Parameter Example Description
Income Code D040 Select deduction code
Description PTPTN Deduction  description  will  appear

automatically

Start Date 01-09-2015 | Deduction start date

End Date 31-12-2015 | Deduction end date. Leave blank if not
applicable.

Amount 50.00 Deduction amount

c. Click '@ button.
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D. OVERTIME ALLOWANCE APPLICATION
Staff overtime allowance application needs to be approved in MyFIS System as

follows:

1. Go to Overtime Approval screen as follows:

Payroll >> Overtime >> Overtime Approval

Eil

Overtime Information

Clairm honth

@A‘(FD?Q - Cverime Approval Query
User : ROHAYU.GHAZ!

Staff ID Staff Mame Staff Dept

Total Amt

Date : 11-12-2015 23:44

Approve Lmt

[ =]

Reject Reaszon

I~

Reject Reason

=1

Reject Reazon

I~

Reject Reason

I~

Reject Reason

Reject

Approve

Figurel-AYF072-1: Overtime Approval Query

2. Execute query overtime application either by Overtime Month or Staff ID. View

and check overtime application details.
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B ROHAYU. GHAZAL| - AOF001a - Overtime Appraval iS=]ES
Overtime Information By Staff
Total Hours [3.75 Tatal Spprove RM
Staff D (KO1997 Muhammad Arif bin Mat Saat
Recommend By HOD 00037 Shuhir Karmawi bin Abd Aziz Recommend Date (0371 2/2015
Recommend By Register Recommend Date
Approve By Approve Date
Payrall Manth

Detail Information

Date Workorder [0 From To Hours 978 R 5id4 R 302 R Tid R 2 R Total Rid
[1an1zo1s 150171045 | 2000 | 2345 |57 | 2 | zazsfars| zasr[ o [ oo o [ oo o [ oo 4rsz | =l

Sesi Taklimat dan Perbincangan Keselamatan Bangunan

-

[2 | za2s[17s] 2357 o [ oo o [ oo o oo 4rsz |

Figurel-AOF001a-1: Overtime Approval

3. Back (click Lo ) to the earlier screen to approve the application.
4. Select application needs to be approved.

5. Click Approve button. The following pop-up screen will be displayed:

User Confirmation x|
& Are you sure you swant to approve?
......................... Q K cancel

6. Click OK. The following pop-up screen will be displayed:

Message x|
& Transaction complete: 1 records applied and saved.
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7. Click OK. The following pop-up screen will be displayed:

Process Completed. x|

@ Process Completed.

8. Click OK. Overtime application that has been approved will be entered
automatically into Staff Allowance screen as follows:

@A‘HFM 7 - Staff Alloveance and Deduction

Staff Info ] Financial Infa ‘ Staff ROC ] Staff Deduction ] Farmily
Staff Allowance
Incotme
Code Dezcription Start Date End Date Amaunt

A001 ||GAJI POKOK 01-10-201%5 F2,248 51 |ROC -~
A002 ||IMEEUHAN TETAP PERUMAHARN (ITP) 01-11-2015 F300.00|ROC

A003 . |IMBUHAN TETAP KHIDMAT Avand (ITH.A) 01-01-2010 F160.00|ROC

A009 . |[OVERTIME 01-12-2015  ||31-12-2015 F47.82)|FIM

A0B2 . ICOST OF LIVIMNG ALLCWIANCE 01-04-2012 F150.00|ROC

Figurel-AYF017-4:Staff Allowance and Deduction — Staff Allowance

E. CHILD STATUS
1. Information of child above 21 years old and still study must be updated into
Family screen to enable staff receive tax child relief.
2. Update staff child status as follows:-

a. Goto Family screen
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&
Payroll >> Allowance and Deduction >> Click Enter Query EI PO

Insert Staff No or Name >> Click Execute Query % >> Details >>

Family

@AYFDW-STaffAHuwameandDeductinn
Staff Info I Financial Info WStaﬁAHuwancew ShaffROC WStaHDeducﬂon Fanily

Spouse Details

Neine |Ahmad Rifsie: bin Amin

Joh |Penolong Pendaftar

Spouse Tax No [5621645361000

Spouse Tax Branch [Tekk an

Children Info

Chilf Tax
Mame Dete of Bith Sfetus Description Study Start Dete Study Enc! Date
Mutvammact Harith blzim bin Afemad Rifaie 25.05.2015 CFO4 |\ Anak baveah 18 tahun Verify Document ||~ +
Verity Documert |
ety Documert |
ety Documert |
Verify Document |||

Correspondence Address

ARIESS ., s Kempas 10,92 13, Prat Ciy
Pasteode W

Gy |Tanj0ng Walim

Stete |Perak
County pioaysia

Figurel-AYF017-5: Staff Allowance and Deduction — Family

a. Fillin child start and end date of his/her study duration. (Check the offer
letter).
b. Verify the supporting document.

c. Click @?button.
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PART 3: PROCESS PAYROLL DATA

1. Go to Monthly Payroll Process screen

Payroll >> Monthly Payroll Process

Action Edit Query Block Record Field Help Window

GO P DD DBE 4« Cr p | ERB 7
@M’F{Mb‘ - Maonthly Payroll Process

User: FIN_ADMIN

Payroll Process Status

PayroliMonth [ (yyyymm)
Process Type ’17
Staff Type | [ -
Staff Type2 | ﬂ
From Staff D | [ -
To StaffiD | [ -

Date : 25-09-2014 15:10

Start Process
Salary Screen...
Transfer Finalized Data

Reverse Finalized Data
Incomplete Process

Figurel-AYF046-1: Monthly Payroll Process

2. Fillin all required information as follows:

Parameter Example Description
Payroll Month 201511
Staff Type Staff
Staff Type 2 Tetap
From Staff ID Fill in this parameter if user wants to
To Staff ID process/transfer/reverse payroll data of
specific staff only.
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3. Click Start Process button. The following pop-up screen will be displayed

Canfitm Process x|
@ Arevou sure to proceed 7
Ok | cancel

4. Click OK. The following pop-up screen will be displayed

Message x|
& Salary Process Completed.
''''''''' oK
5. Click OK

6. Click Salary Screen button to view staff’s payroll that has been processed. Otherwise,

click Transfer Finalized Data button. The following pop-up screen will be displayed.

Confirtn Pracess x|
@ Areyou sure to proceed 7
__OK | gcancel

7. Click OK. The following pop-up screen will be displayed.

Forms %]

@ Transaction Caomplete!

''''''''''''''''''''''''' oKk | cancel
8. Click OK

9. To reverse payroll data that have been processed, click Reverse Finalized Data
button. The following pop-up screen will be displayed.
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Confirn Process |
@ Are you sure to proceed ?
__ Ok | gcancel

10. Click OK. The following pop-up screen will be displayed

Forms x|
@ Transaction Complete!
''''''''''''''''''''''''' ok |  cancel
11. Click OK

12.If there is any error, user will get notification through pop-up screen. Example of
notification is as follows:

Etrar x|
Q Flease fixed the error on allowance and deduction!

13. Click OK
14. Click Incomplete Process button. Error report will be displayed. User should reverse
that particular staff’'s payroll data that has been processed, make correction and

process that particular staff’s payroll data for the second time.
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PART 4: PAYROLL POSTING

1. Go to Monthly Payroll Process screen
Payroll >> Monthly Payroll Posting

§2947F058 - Payroll Posting
User : ROHAYU.GHAZI

Payroll Posting

Paryroll Marth |2|;.1 519

Cyyyy-tmm]

Date [16-11-2015

(elcl-mimi-yyy'y)

Staff Type |

Wch Type |EIR

=
-

Yaucher Mo |

Invoice Mo |

Youcher Creation

Delete Test

Figurel-AYF058-1:Payroll Posting

2. Fillin all required information as follows:

Parameter Example Description
Staff Type Tetap Select staff type
Vch Type TEST Select voucher type

3. Click Voucher Creation button. The following pop-up screen will be displayed.

Confiren Process x|

@ Are you sure to proceed 7

oK Cancel

..................................
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4. Click OK. Another pop-up screen will be displayed.

Process Caormpleted. =]
@ Frocess Completed.
0K

Click OK. Voucher No. and Bill No. will be generated automatically
Copy voucher number. Go to voucher entry screen as follows:

Account Payable >> Voucher >>Voucher Entry >> Multiple Voucher Entry

GZVPFOS0 - Multiple Pavta Marme Youcher Entry
User : ROHAYU.GHAZ Date : 16-11-2015 16:59
Voucher with Multiple Payto Hame:
Woucher No | weh Celegory uane ~l Date [16-112015 Voueher Printing
Bills No* Customer Invoice Mo | Check DT CR
Description Get GRH Detail
Enter [ [ Tatal Kredt (RM) $0.00,
Amourt Status [ETRY Subsystem 1D [ycH Total Debit (RM)
Payto Details
o Cost Aot Trans
Creditor Type Payto ID* Payto Name Eank Acct o I Ho Certer  Code'  Dasart Descriptian GRMNo  LineNo Project Cotl* Type Amount
[ =l 2 =
[ =l 3
[ | =
[ =l B
[ =l =
[ =l = El

Figurel-WPF050-1: Multiple Payto Name Voucher Entry

B
7. Click button Enter Query @ paste payroll test voucher number. Click Execute

Query % button
Payroll voucher will display all payroll data that have been processed. Check the data.
Print out Monthly Salary Listing and Variance Report. Go to Payroll Report screen.

Payroll >> Payroll Reports >> Payroll Report Listing
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@A‘HRDD‘IF-Repm‘[ Listing far Payrall

Payroll Payslip  Payroll Report Listing l AllowanceiDeduction Bank Listing FPayroll Error Salary Deduction | Detail Deduction

Please select which report to display :

Month (naymm)
Staff Type - Staff Type 2 -
Cost Centre From * Cost Centre To *

Department *

Income Code *

SALARYPAYROLL KWSPEPF
(1. Monthly Salary Listing (All) (" 4. Caruman KWSP - Old
[+ 2. Monthly Salary Listing (By Cost Ctr) 2. Caruman KWSP - Hew
" 3. Summary Salary Listing (All
a4 Summaz Salaz Lis’tinz :B_v)(:ns’t Ctr) KWAE S

" 1. Penyata Caruman Bulanan Listing

I e P 2. KWAP - Format 2C :

OTHERS Tambah : Tolak :
" 1. Income Tax Listing B (a) [ Cia)
(" 2. Takaful Malaysia Listing B (b) " C b}
[ 3. Penyata Potongan Cukai B Ac)  Cic)
(" 4, Zakat Listing [ =l o)
[ 5. Perkeso (borang 84) " 3. Senarai Induk Kakitangan Yang Mencarum
" 6. Computer Loan Listing 7 4, Listing By Cost Centre
" ¥. Cover Borang 84 & Total By Cost Centre Run Report |

[ 8. Cover Kwsp 6. Borang CH 3 (Excel) ‘

" 6. Borang CH 3 - Bayaran Caruman Bulanan

Cheque Ho. |

Figurel-AYROO1F-1:Report Listing for Payroll - Payroll Report Listing

10. Fill in all required information as follows:-

Parameter Example Description
Month 201511 Required payroll month
Staff Type Tetap Staff Type

11. Select required Salary/Payroll report

12. Clik Run Report button

13. The report will be displayed. Print the report.

14. Print out Detail Report (Laporan Terperinci). Go to Payroll >> Payroll Reports >> Bank

Listing.
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‘@A‘HRDMF-REpnnLiStingmrF'aﬁ;rnll
FPayroll Pavslip PayrullRepnnLiSting]AllnwanceIDeductinnE Bank Listing Fayrall Error Salan

Listing staff by bank:

Month (ywanwymm)
Bank | j
Staff Type | j Run Report

Staff 1D From *

Staff ID To *

Cheque :

Youcher Ho Run Report

Exit

Figurel-AYROO1F-2:Report Listing for Payroll — Bank Listing

15. Insert TEST Voucher number

16. Click Run Report button

17. Check all reports and the test voucher. If all information are correct, delete the test
voucher.

18. Go to Monthly Payroll Process screen
Payroll >> Monthly Payroll Posting
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§i4F058 - Payroll Posting
User : ROHAYU.GHAZI

Payroll Posting

Paryroll Marth |2015-11 [yyyy-mim)

Date |1 B-11-2015 [elcd-mm=yysy ]

Staff Type | ﬂ
Weh Type |EIR ﬂ
Waucher Mo |

Irvaice Mo |

Figurel-AYF058-1:Payroll Posting

Youcher Creation Delete Test

19. Fill in all required informations as follows:

Parameter Example Description
Staff Type Tetap Select staff type
Vch Type TEST Select voucher type

20. Click Delete Test button. The following pop-up screen will be displayed.

Confirn Process x|

@ Are you sure to proceed 7

oK Cancel




MANUAL PENGGUNA PENGURUSAN | Muka surat :43/71
GAlJl
NIVERSITI i :
ﬁmmnw (PAYROLL MANAGEMENT) Tarikh 8 JANUARI 2016
ULTAN |DRJS
ol UPSI(ISO)/BEN/P06/MP0O5 Pindaan : 00
21. Click OK.
Process Completed. x|
@ Process Completad.

22. Click OK. Next, create the real voucher. Select Staff Type and Select BR from
Voucher Type, Click Voucher Creation button. Voucher No. and Bill No. will be
generated automatically

23. Go to voucher entry screen as follows:

Account Payable >> Voucher >>Voucher Entry >> Multiple Voucher Entry

@WPFU&U - Multiple Payto Name Youcher Entry
User : ROHAYU.GHAZI Date : 16-11-2015 16:59
‘Voucher with Multiple Payto Hame
Voucher No | Veh Catesory fuone -l Date [15-113015 Voucher Printing
Eills Mo Customer Invaice No | Cheek DT CR
Description Get GRH Detail
Erter | [ Tetal Krexit (RM)| $0.00
Amount Status [ENTRY Subsystem 1D [vCH Total Debit (RM)| $0.00;
Payto Details
o Cost Acct Trans
Cresitor Type Payta ID* Payta Mame Bank Acct Mo. IC Mo Centter* Code*  Dasar* Description GRM No Line Mo Project Code® Type Amount
[ =l =] =
[ | =]
[ =l B
[ =l =]
[ =l =]
[ =l = =

Figurel-WPF050-1:Multiple Payto Name Voucher Entry

&
24. Click button Enter Query El .Type required real payroll voucher number. Click

Execute Query % button
25. Payroll voucher will display all payroll data that have been process. Check the data.
26. Update voucher description.
27. Click Check DT CR button

28. Click @ button.

29. Go to voucher approval screen as follows:
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Account Payable >> Voucher >> Voucher Approval

BWPFO04 - Voucher Appraval

User : ROHAYW.GHAZI Date : 17-11-2015 03:55

VYoucher Approval
Pay to 1D CtiCR

“oucher Mo Pay Ta Mame Bark Code  Bank Acct. No. Enter Date Erter By Mame Status ays Type Categary Total Amt

|

Total Recard : D Edit Detail ‘ Approve

Figurel-WPF004-1:Voucher Approval

30. Select payroll voucher.
31. Click Edit Detail button to view voucher detail. Otherwise, click Approve button.

The following pop-up screen will be displayed.

User Confirmation x|
& Are wou sure you want to approve the voucher 7

32. Click OK. The following pop-up screen will be displayed.

Message X
& Transaction complete: 1 records applied and saved.

33. Click OK.
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Process Completed. x|

@ Process Campleted.

34. Click OK.

PART 5: PAYROLL BATCH GENERATION

1. Goto Payroll Payment Processing (EPS) screen.

Payroll >> Payroll Payment >> Payroll Payment Processing (EPS)

@ IMS - Integrated Management System - Mozilla ﬁg

https://myfis.upsi.edu.my:8099/ims/finance/finance/frameva. html

File Setup Budgeting Purchasing il
@IMS - Financial Infarmation Systern Status Description Setup

Goods Receive Mote L

YWork Progress Mote
Credit'Cehit Mote

Bills Registration

Accrual

“oucher

Chegue Management

Electranic Payment Systermn (EFPS)

LN B B B . 4

Bavrall Payment

Petty Cash Maodule
Capital Project Accounting
Study Leave Payment
Travelling

Advance Adjustment
Others Registration

r ¥ vrwvwrw

Acct Payvable Query
Acct Payable Report

r v

yrelall=l Assetiinventory Mot Acct Receivable Store Management General Ledger Cash Managd

Payroll Payment Processing (EPS)
Bayroll Chegue Processing
Payroll Fayment Printing

Payroll Payment ApprovaliFile Encryption
Payroll Payment Cancellation

NFORMATION SYSTEM

Figurel-4:Payroll Payment Processing (EPS)
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Action Edit Query Block Record Field Help window
X \x A e i
G| B DD RHE A4 »|HSFE 7
GEWRFOT6 - Payroll Fayment Procassing (EPS)
User : ROHAYU.GHAZ] Date : 20-05-2013 17:05

Payment Processing (EPS)

Payto Type [STAFF -
Citizen |CITIZEM -

Category “oucher No  Approve By Statf Name Payto ID Payto Name Bank Typs  Bank Acct No Amourt Select?

MULTI BR130501408 |K00023 AHMAD HASSAN EIN SALEKO1182 MARTATI BINTI MD SASD | BIMB 030630203202 s200.00/ =~
SINGLE BR130501407 |Ko0023 AHMAD HASSAN EIN SALEKO0445 MORAIADA BINTI AHMAD TA|BIMB 030630201125 §70.00/
SINGLE BR130501334 |Ko0023 AHMAD HASSAN EIN SALEKO1205 HAMNAF BIN JUNIT EIME 030630205266, §152.00][
SINGLE BR130501332 |Ko0023 AHMAD HASSAN EIN SALEKO1574 [ABDUL JUMAAT BIM MAHALBIME 030680204572 $34.00/
SINGLE BR130501329 |KOOD28 AHMAD HASSAN BIN SALEKODE7D MOHD SHAF UL BAHRIN EINBIMB 080130202457 $35.00/
SINGLE BR130501326 |KOO028 AHMAD HASSAN BIN SALE[KO1040 ST FAZILATON AKMAR BIN|BIME 020130203303 §35.00]
SINGLE BR130501324 |KOOD28 AHMAD HASSAN BIN SALE[KO1458 RAJA NOOR FARAH AZURA|BIME 120380252251 §35.00]
SINGLE BR130501306 [KO0D28 AHMAD HASSAN BIN SALE[KO0480 MECR YIUZAIMY BIN MECR §BIME 020630201925 ga5.00/
SINGLE BR130501305 [KOOD28 AHMAD HASSAN BIN SALEKO1997 MUHAMMAD ARIF BIN MAT SEIME 020630206109 ga0.00|
SINGLE BR130501302 |KOOD28 AHMAD HASSAN BIN SALEKO1427 MNURAIZA AZREEN BINTI JAJEIME 020630204375 g1240.00|
SINGLE BR130501297 [KOOD28 AHMAD HASSAN BIN SALEK02110 ISHAK BIN SAAT EIME 020630205667 g225.00|
SINGLE BR130501292 [KOOD28 AHMAD HASSAN BIN SALE|KOD594 ZUNIMAH BIMNTI ZAINUDIN_|BIME 080680201500 ga5.00|
[muLTI BR130501270 [KOOD28 AHMAD HASSAMN BIN SALE[KOOTI17 RIDZUAN BIM HUSSIN BIME 080660204290 §3,361.13|1
SINGLE _ |SINGLE BR130501254 [kKOOD28 AHMAD HASSAMN BIN SALE[KOOTE2 AHMAD JAMATUL FIRDAUS | BIME 080680201300 g1o0.00/0 | -]
Batch Ho Created : Create Batch | Select (BIMB) | Select All | Unselect All | Youcher De(ail| Batch Detail

TotalRecord:f55
Figurel-WPF076-1:Payroll Payment Processing (EPS)

2. Fillin all parameters as follows:

Parameter Example Description

Payto Type Staff Select Staff

Citizen Citizen Select Citizen

i
3. Click button Enter Query B Enter required payroll voucher number. Click

Execute Query % button.

Click Select All button.

Click Create Batch button.

Batch No will be created automatically. Copy that particular batch number.

S

Next, print the batch that has been generated.

Acct Payable >> Payroll Payment >> Payroll Payment Printing
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https://myfis.upsi.edu.my:8099/ims/finance/finance/framev2.html

Eile Setup Budgeting Purchasing [ Zes2=iisiali=n Acsetinventory Mot Acct Receivable Store Management General Ledger Cash Manage

'@IMS - Financial Information Systern Status Description Setup

Soods Receive Mote L4
York Progress MNote

CredittDehit Mote

Bills Registration

Accrual

Youcher

ZCheque Management

Electronic Payment Systerm (EFS)
Bavroll Payment Pavyroll Payment Processing (EPS)
Payroll Cheque Processing

rFryrvvyw

Fetty Cash Maodule
Capital Project Accounting
Study Leave FPayment
Travelling

Advance Adjustment
Dthers Registration

Eayroll Payment Printing

Payroll Payment ApprovalfFile Encryption

Bavroll FPavment Cancellation
MAFL SESTEM

rF YTy vvw

L4

Acct Pavable Query
Acct Pavable Report

b4

INFORMATION SYSTEM

Figurel-5:Payroll Payment Printing

vPF1 86 - Payroll ERS Forrn Printing

User : ROHAYU.GHAZJ Date = 20-05-2013 17:10
Payment Batch Information
Eatch Mo Status
Crested By | | Crested Date
Cancel By | | Cancel Date
Moce of Paymernt Total Paymert Record Total Amount |

Payment Detail Information
Payment Doc Mo Total Amt Payee Type Payto ID Status Payvto Mame

7 L |

Primt Memo | Print Youcher | Collection List | Print EPS Form

Figurel-WPF186-1:Payroll EPS Form Printing

&
8. Click button Enter Query B | Insert batch no that have been copied earlier. Click

Execute Query % button.
9. Click Print EPS Form. Payroll batch will change from Entry to Print status. Print last 2

pages.
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10. Click Collection List button. Print last 2 pages. (Do the same process for non-citizen.
However, the next process for non-citizen payroll payment will be doing by Account,
GST & Budget Unit for EPS transfer. Refer Arahan Kerja Pembayaran Melalui
Electronic Payment System (EPS) (UPSI (ISO)/BEN/P06/AK03)

11. Next, approve the batch.

Acct Payable >> Payroll Payment >> Payroll Payment Approval/File Encryption

File Setup Budgeting Purchasing PEEESZEVENIEY Assetinventory Mot Acct Receivable Store Manadement General Ledger Cash Manage

EEIMES = Financial Information Systern Status Description Setup

Goods Receive Mote L4
wWork Frogress Mote
Credit'Dehit Mote
Bills Registration
Accrual

woucher

Cheque Management
Electranic Payment System (EPS)

L B B B

Bayroll Payiment Payroll Payment Processing (EPS)
Payroll Chegue Processing

Pavyroll Payvrment Printing
Bayraoll Payrment ApprovaliFile Encryption

Fetty Cash Module
Capital Project Accounting
Study Leave Payment
Travelling

Advance Adjustrment

Bayroll Payment Cancellation

rrv¥vvyrwrerw

Others Registration

Acct Payable Query
Acct Pavable Report

r v

NFORMATION SYSTEM

Figurel-6:Payroll Payment Approval/File Encryption

& S| B | SR T | T S| w4 B | eEeR aE| P
'@WF’F1 87 - Pavrall EF S Batch Guery
User : ROHAYU.GHAZJ Date : 2Z0-05-2013

EFS Batch Status
Status PRIMNT -

EPS Batch Info

Eil Mo Enter By Enter Date Transfer By Tran=fer Date Total Amt Selecty
1 = HOOO235 20-05-20135 FI1S6,175 .51 IES
zZ HOO023 Z0-05-2013 F5,952,502.74 r
=5 =CO001 5557 HIO1 921 20-05-20135 F300.00 -
4 SCO001 535356 HO0454 20-05-2013 F31 . 50212 r
5 =CO001 553535 O 921 20-05-20135 F2,045 00 r—
=] =C0001 55354 HO1 921 20-05-2013 FES1 53575 r—
v =C0001 5533 FO1 2821 2Z0-0:5-2013 F201 10254 r
=] =CO001 5552 HO1921 20-05-20135 F101 555 53 r—
=] =C0o001 5531 Fo1 921 Z0-05-2013 FS0,702.50 r
10 |[SC000155350 HIO1 921 20-05-20135 F132,14273 -
11 SCoo01 5529 o1 921 20-05-2013 F30,935.54 r
12 ||SCo0015527 HO1 265 17 -05-20135 F2,629 660 90 r—
13 |[SC0001 5528 HO1 2685 17 -05-2013 F30,516.94 r—
14 ||S<00015522 HO1 262 17-05-2013 F1,2335.00 r
15 |[SCO00015518 HO1 262 17 -05-20135 F131 1851 95 l_LI
Filename to Download: | Salary Download 3rd Party Dowvwnload Detail |

Eatch hlo Created ;|

Total Record @1 |[s077

Figurel-WPF187-1:Payroll EPS Batch Query
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12. Select Print status
13. Select batch that has been created earlier.
14. Click Detail button

CEWPFOBD - Payment ApprovaliFile Encryption
User : ROHAYUW.GHAZI Date : 14-01-2015 17:16
Payment Batch Information
Total Amount $3615172.46  Total Payment Record  [1945 Status  |pRINT
Created by [101761 INorwazirah birti Zainal Abicin Crested Date [14.01-2015
Approve By | | Approve Date
Cancel By | | Cancel Date
Payment Detail Information
Payment Doc Mo Total Amt Payee Type Paryto ID EBank Mame ACC o Payta Mame Select?
EP150101242 §2,520.26|5TAF HOnoog EME 0830680200258865 Fainak binti Hussain =
EP150101243 $965.50|STAF HOoo11 EIME 05068020034596 Dahari bin Akdul Rabiman r
EP130101244 $2,339.91|[STAF o001 2 EIME 05065020025724 Tengku Raudah binti Tenagku Razman r
EP150101245 §1,725.92|5TAF HO0013 EME 050650200257 38 Suhaila binti Salim r
EP150101 246 $1,576.28|5TAF KO001 5 EME 03068020036924 Mor Subaila binti Mokhtar r
EP130101247 $2,096.21|STAF o001 S EIME 0506502002:3335 Abiu Bakar bin lsmail r
EP150101245 F1,647.39|STAF Ho0oz0 EIE 0S5065020151622 Siti Zubaidah binti Salleh r
EP150101249 $1,271.38|[STAF o021 EME 03068020030961 Morhayati birti Abdullab r
EP130101250 $1,463 45| STAF HO0023 EIME 050650200351571 Hazizee Khazoona binti Harun r
EP150101251 §2,835.37|STAF HO0025 EME 05065020020125 ‘Suhaila binti Sidek I
EP150101252 $935 67| STAF HOo027 EME 03068020167692 Maokid Azhar bin Kassim r
EP1301012535 $1,775.80|STAF HO0025 EIME 050650200351325 Ahmad Hazsan bin Saleh r
EP1350101254 F1,350.67 |[STAF Kooo29 EIME 03065020091559 Sazali bin Saaid r
EP150101255 §1,462 80| 5TAF HO0032 EME 05065020035716 Azhar bin Ahmacd r j
Filename to Download: | Unselect All | Select All | Approve Cancel | Cancel All

Figurel-WPF060-1: Payment Approval/File Encryption

15. Click Select All button.

16. Click Approve button.

17. Batch status will change form Print to Approve.
18. Back to the following screen.

Acct Payable >> Payroll Payment >> Payroll Payment Approval/File Encryption
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File Setup Budgeting Purchasing PEEedE=i=l0ER Assetinventory Mgt Acct Receivahle Store Management General Ledger Cash Manage

@IMS - Financial Infarmation System Status Description Setup

Goods Receive Mote L4

Work Progress Mote

CredittDebit Mote

Bills Registration

Accrual

Walcher

Cheque Management

Electronic Payment System (EFS)
yroll Payment Payrall Payment Processing (EPS)

Payroll Chegue Pracessing

Bayrall Payment Printing

* ¥ ¥ v wv v

Petty Cash Module
Capital Project Accounting
Study Leave Fayment
Travelling

Advance Adjustrment
Others Registration

|l Payment ApprovalfFile Encryption
Payroll Payrment Cancellation

* ¥ v v v v

Acct Payable Guery

Acct Payable Report r INFORMATION SYSTEM

Figurel-7:Payroll Payment Approval/File Encryption
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GO P RADD E L 44 rp | HeE @ ?
‘@WPH 87 - Payroll EPS Batch Cluery

User : ROHAYU.GHAZJ Date : 20-05-2013
EPS Batch Status

Status [PRIMT -

EPS Batch Info

Bil Batch Mo Enter By Enter Date Transter By Transter Date Tatal Amt Select?
[1 22 E ko023 20-05-2013 $156,178 81 =]
2] k00023 20-05-2013 $5,982,302 74 r

3 |[SCo0018537 01921 20-05-2013 §300.00 [

4 |[SC0001 3536 00454 20-05-2013 §31 50212 [

S |[SC00015535 01921 20-05-2013 §2,045.00 [

B |[SCO0015534 K191 20-05-2013 651 ,838.75 [

T o|[SC00018533 K191 20-05-2013 F201 10264 [

g |[SCo0018532 K191 20-05-2013 F101 55885 | ==

9 |[SCo001 8531 K191 20-05-2013 60,702 60 [

10 (|SC00015530 K191 20-05-2013 F132142.79 [

11 (|SC00015529 K191 20-05-2013 §30 93584 [

12 (|SC00018527 01265 17-05-2013 2 629 660.90 [

13 (|SC00015526 01265 17-05-2013 30 51694 [

14 (|SCO0015522 01262 17-05-2013 F1,233.00 [

15 (|SCO0018515 01262 17-05-2013 F131,151.95 l_j
Filename to Cownload: | Salary Download 3rd Party Download Detail |

Batch Mo Created : |

Total Record : |go77

Figurel-WPF187-1:Payroll EPS Batch Query

19. Select Approve status.

20. Select payroll batch.

21. Click Salary Download button.

22. Pop-up Bank Islam Default Encryption will be displayed.

23. Click on binoculars symbol, select and open EPS file that has been downloaded in
drive C:\imsupsi folder. The name of file is same as name that will be displayed on
Filename to Download tab.

24. File name will be displayed next to binoculars symbol.

25. Click file encryption.

26. Click Generate .

27. Zip the file (right click >> send to >>compressed zipped folder)
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PART 6: SALARY CREDITING

1. Loginto e-Banker

BAN K ISI ﬂ h 1 Wednesday, 21 January 2015, 29 Rabiulawal 1436H

Sitemap |

Personal Banking Business Banking < Corporate Info English | Bahasa Malaysia

| _@’ Internet Banking LOGIN

( C& e-Banker LOGIN
-

| @)‘ Branch Locator
f Contact Center

l\ 603 26 900 900 m
|/ @ Contact Us

ll u Customer Tools

)
s
J
J
~

Figurel-8:E-Banker

BANK(ISLAM

@& Password Login ~ Smart Card Login
To access eBANKER, you need to enter your Login ID, Password and Corporate ID.

Login ID

e-Banker Password
BANKING FROM YOUR DESK
Corporate ID

Figurel-9:E-Banker — Log In
a. Fillin Login ID
b. Insert Password

c. Insert Corporate ID
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.5 AVUGIRLT eBANKER UNIVERSITI PENDIDIKAN SULTAN IDRIS  sign out
|ouomerage We lcome to eBANKER! serviices:
| mAmsmm Good Morning, Rohayu

You are currently sign on to eBANKER services.

| & Change Password

| @) Pending Verification

| Q Pending Approval

| &S User Guide

= Home | Home Page

Home
l My Home Page

Figurel-10:E-Banker — Cash Manager

UNIVERSITI

Salary Crediting

Data Entry Verification Inguiry Rejection Inguiry Import

‘ Import

Please select the file you want to import.

@ No ID Validation With 1D Validation
®  |Overwrite Employee Profile ppend Employee Profile

File name || Erowse... |

Dear Customer,

Please be informed that effective 10 July 2012, Bank Islam has enhanced the eBanker to cater 2nd validation checking for InterBank Giro transaction (IBG). T|
[from Bank Megara and also to increase security for IBG transaction.

With this enhancement, customer will have 2 levels of ransaction validation performed by respective beneficiary bank:

1st Level: Account number Validation
Al sl 10 Wialidating

Figurel-11:E-Banker — Import
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2. Import file
Click Cash Manager >> Payment >> Salary Crediting >> Import
a. Tick With ID Validation and Overwrite Employee Profile
b. Browse file. Ensure that file has been zipped. If it was not yet zipped, right click the
folder, click Send To and click Compressed (Zipped) Folder.
c. Click Import
3. Make payment
Click Cash Manager - Payment - Salary Crediting - Make Payment
a. Choose Debit Account
b. Insert Crediting Date
c. Check Total Amount
d. Click OK

Salary Crediting

Data Entry verification Inguiry Rejection Inguiry Import

Make payment for all payees

OK cCancel

Debit Account 08068010003264 UNIVERSITI PENDIDIKAN SULTAN IDR -
Crediting Date |22.-"01.-"2015 ||—EV|
Total Amount |6,637,005.96 |

Figurel-12:E-Banker — Data Entry

4. Verify payment
Click Cash Manager > Payment - Salary Crediting - Verification - Click on Batch
Number - Select All > Verify
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UNIVERSITI PENDIDIKAN

Sallary Crediting

Data Entry | Verification " Inquiry " Rejection Inquiry " Import |

‘ verify All  RejectAll Reject Close

Batch No. Craditing Date Createdon  [21/01/2015 |}, [s5ARAHTSE |

From Account  |0B058010003264 UNIVERSITI PENDIDIKAN SULTAN  vVerifiedon | | by | |

No. Of Rec. |1.BED | 1st Appr. on | |by| |

Total Amount |Er583r144-85 | 2nd Appr. on | | by| |

Status |New | 3rd Appr. on | | by| |

H | New IC No. Old IC No. Policef Army ID/Passport No. Payee Account  Payee Name Amount Description Bank Code Status
¥ |810421105803 08088010024295 | Ab Aziz bin Mohd Yatim 6,875.92 [ EY150100374 New
[ | 750323038079 08088020452179 | Ab Wahab bin Mchamad 1.253.88 | EY150100835 New
[ | 740822025949 D8068020161756 | Abd Ghani bin Manser 4,623.98 | EY150100270 New
[* |240622015778 12028020343794 | Abd Hadi bin Borham 4,326.57 | EY150101028 New
¥ | 560125025507 D8088020221736 | Abd Kadir bin Arifin 6,909.09 | EY150100458 New
[ |8708080151861 12028010028313 | Abd Rahman bin Abd Ghani 7.070.30 | EY150101082 New

Figurel-13:E-Banker — Verification

UNIVERSITI PENDIDIKAN SULTAN IDRIS  Sign Qut

Salary Crediting

Data Entry | Verification | Approval | Inquiry | Rejection Inguiry

Flease select a batch and click View Batch button to approve the transactions within it.

View Batch

Batch No. Debit Account Mo, Crediting Date Total Amount Status

Figurel-14:E-Banker — Approval
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5. Approve payment

Click Cash Manager - Payment - Salary Crediting = Approval - Click on Batch
Number - Select All > Approve

BONUS PAYMENT PROCESS

Generation of Bonus Voucher

Payroll >> Bonus

Action Edit Query Block Record Field Help Window
. x =
PR I IR IC L IF:
\Z1AYFO30 - Bonus Upload Data
User: FIN_ADMIN Date : 19-01-2015 11:50
Bonus Data File
File Narme - | .| uplesd Check Data Staff
Uploaded Data Generate Voucher
Bil Staff ID Amount Bill Description *
-
Pay To*
Cost Cir*
Voucher Description®
- Account Code* | ‘ ”
Total Staff: o Total Amt (RM) : Voucher Humber : | Generate Voucher

Figurel-AYF080-1: Bonus Upload Data
To generate bonus voucher,
1. Set bonus data to comma delimited (csv) format
Browse file to be uploaded.
Upload file.

Check staff numbers and amount that have been uploaded.

a > w N

Fill in the following field:
a. Bill Description
b. PayTo
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c. Cost Centre (for bill creation purpose only)
d. Voucher Description
e. Account Code
6. Click Generate Voucher. Voucher number will be generated automatically.
Update the voucher at Account Payable >> Voucher >> Voucher Entry >> Multiple
Voucher Entry screen.

8. Approve voucher at Account Payable >> Voucher >> Voucher Approval Screen

GENERATION OF EC FORMS

To generate EC Form,

1. Go to Generation of EC Forms Screen

Payroll >> Income Tax Forms >> Generation of EC Forms

Action Edit Query Block Record Field Help Window
GO B 2NN G E A« C» p | HEB|?
'@M‘FDDQ -EC Forms Data Processing

User: Date :
Tax Process Status
US=D tyy) Start Process
From Staff D | |
To Staff 1D | | Uncomplete Process

Exit

Figurel-AYF009-1: EC Forms Data Processing

2. Fillin Tax Year.
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3. Leave Staff ID blank. (This parameter will be used if user wants to process EC Form of
specific staff).
4. Click Start Process button

The following pop-up screen will be displayed.

Confirm Process x|
@ Are wou sure to proceed ¥
......................... Q K Cancsl

6. Click OK. The following pop-up screen will be displayed.

Message |

& Tax Processing Completed.

To view income tax report,
1. Go to income tax report screen

Payroll >>Income Tax Forms >> Income Tax Reports
pn Edit Query Block Record Field Help Window

S W o DM R w4 > B (R ?
EYRO04F-Income Tax Reports

cForm | ECLPU | EC Details |

EC Form Printing

Year *Hey in as format (yyyv)

Department'| |

From Siri No = |

To Siri No = |

AN

|
|
From Staff ID’| |
|

To St.affID’l

Rumn Report ‘ Exit |

Figurel-AYROO4F-1: Income Tax Reports - EC Form
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Action Edit Query Block Record Field Help Window

S P D0 | RFH 4 Cr b R ?
{3 AYROD4F-Income Tax Reports

ECForm | ECLPU |

EC Details

Year *Key in as format (yyyy)
|
|
|

Department *

From 5taff ID =

To Staff 1D *

e

Run Fteporl‘ Exit ‘

Figurel-AYR004F-2:Income Tax Reports - EC Details
2. Select required report.

3. Fillin all required information.
4. Click Run Report button

GENERATION OF RETURN OF REMUNERATION

1. Before generate Return of Remuneration, user should ensure there is imsupsi folder
in Drive C.

2. Next, go to Return of Remuneration screen

Payroll >> Income Tax Forms >> Return of Remuneration
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Action Edit Query Block Record FEield Help Window
GO | DD R E A4 Cr b [HEAFB ?

{E AYFOTT - Return of Remuneration from Employment
User: FIN_ADMIN Date : 25-09-2014 15:44

Return of Remuneration from Employment

File Mame |

Company Code * | |
Process ear (yyyy)

Category | -l
Staff Type | |
From Staff 1D * | |

To Staff D * | |

Start Process

Figurel-AYFQO77-1: Return of Remuneration from Employment

3. Fillin all required information as follows:-
a. Company Code - Upsi
b. Process Year - Eg: 2014
c. Category - Employer @ Employee (process one by one for each category)
d. Staff Type - Tetap

4. Click Start Process button. File Name will be generated automatically. The data of this
report will be entered automatically into imsupsi folder that has been created earlier.
User should process both employer and employee report and submit to LHDN together

with Form E.
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GENERATION OF AUTOPAY FILE

User should ensure there is imsupsi folder available in Drive C in order to process

autopay file.
Next, go to Gerenate Autopay File screen

Payroll >> Generate Autopay File

Action Edit Query Block Record FEield Help Window

&S| P €00 | R EH 4 4> b | Sl 7
{Z5AYFOE0 - Autopay Generate File

User: FIN_ADMIN

Generate Autopay Listing

File Mame: |

Process Month Cyyyymimp

Autopay Listing | LI

Process Type® | |
Crediting Date: (ddmmmyryyy)

Process Status
Total Debit |
Total Credit |

Tot Rec Processed |

Date : 25-09-2014 15:24

Start Process

Figurel-AYF060-1: Autopay Generate File

3. Fillin all required information as follows:
a. File Name: Create by user

b. Process Month

c. Select required Autopay Listing

d. Process Type

e. Crediting Date

4. Click Start Process button. The file will be placed automatically into imsupsi folder.
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BOARD OF DIRECTORS (BOD) ALLOWANCE

PART 1: ALLOWANCE PROCESS

To process BOD'’s allowance,

1. Go to Monthly Allowance Process screen

Payroll >> Monthly Allowance Process

'@A‘(Fﬂﬁd - Monthly Allowance Process
User: ROHAYU.GHAZI

Payroll Process - Allowance

Process Type |3

PayroliManth [ (yyyymm)

Date : 13-11-2015 11:23

Start Process |

Staff Type | |

J Salary Screen... |

From Staff ID | [

Transfer Finalized Data

To Staff ID | [

Reverse Finalized Data |

Figurel-AYF064-1: Monthly Allowance Process

2. Fillin all required information as follows:

Parameter Example Description
Payroll Month 201511
Staff Type LPU
From Staff ID Fill in this parameter if user wants to
To Staff ID process/transfer/reverse allowance data of

specific board of director only.
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Click Start Process button. The following pop-up screen will be displayed

Canfitm Process x|
@ Arevou sure to proceed 7
''''''''''''''''''''''''' oK |  Cancel

Click OK. The following pop-up s

creen will be displayed

Message X
& Salary Process Completed.
LOK
Click OK

Click Salary Screen button to view BOD’s allowance that has been processed.

Otherwise, click Transfer Finalized Data button. The following pop-up screen will be

displayed.
Confirtn Pracess x|
@ Areyou sure to proceed 7

Cancel

Click OK. The following pop-up s

creen will be displayed.

Forms %]
@ Transaction Caomplete!
''''''''''''''''''''''''' oKk | cancel
Click OK

. To reverse allowance data that

have been processed, click Reverse Finalized Data

button.The following pop-up screen will be displayed.
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Confirm Process x|
@ Are you sure to proceed 7
''''''''''''''''''''''''' 0K | cancel

10. Click OK. The following pop-up screen will be displayed

Forms x|
@ Transaction Complete!
''''''''''''''''''''''''' ok |  cancel
11. Click OK

PART 2: BOD’S ALLOWANCE POSTING

1. Go to Monthly Payroll Process screen
Payroll >> Monthly Payroll Posting

§2947F058 - Payroll Posting
User : ROHAYU.GHAZI

Payroll Posting

Paryroll Marth |2|;.1 519

Cyyyy-tmm]

Date [16-11-2015

(elcl-mimi-yyy'y)

Staff Type |

Wch Type |EIR

=
=

Yaucher Mo |

Invoice Mo |

Youcher Creation Delete Test

Figurel-AYFO058-1: Payroll Posting
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2. Fillin all required information as follows:

Parameter | Example Description
Staff Type Lembaga Pengarah Universiti
Vch Type TEST Select voucher type

3. Click Voucher Creation button. The following pop-up screen will be displayed.

4.

Confitrn Process x|

@ Are you sure to proceed ?

Cancel

Click OK. Another pop-up scree

n will be displayed.

Process Cormpleted. x|
@ Process Completed.
''''''''' OK |

5. Click OK. Voucher No. and Bill No. will be generated automatically

6. Copy voucher number. Go to voucher entry screen as follows:

Account Payable >> Voucher >>Voucher Entry >> Multiple Voucher Entry
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@WF‘FDED - Multiple Payta Name Woucher Entry
User : ROHAYU.GHAZ! Date : 16-11-2015 16:58
Voucher with Multiple Payto Hame
Voucher No | Ve Category [uone =1 Date [igt1zms Youcher Printing
Bilsbot [ Customeriwoice No | Check DT CR
Description Get GRH Detail
Enter | [ Total Kredit (RM)
amourt [ Stetus [EnNTRY SubsystemD [vcH TotalDebit R s0.00)]
Payto Detaik Cost Aot Trans
Creditor Type Payto Dt Payto Name Bank Acct Mo IC Na. Center'  Code®  Dasar' Deserigtion GRMMo  LineMo  ProjctCods®  Type Amount
[ =l [ =l =
—= =1
—= -
—= =1
[ =l =]
[ =l [ =]
—= -
— =1
[ =l [ =]
[ =l =l hd
L 1

Figurel-WPFO050-1: Multiple Payto Name Voucher Entry

o
7. Click button Enter Query B  paste the test voucher number. Click Execute Query

% button

8. Test voucher will display all allowances data that have been processed. Check the
data.

9. Print out Monthly Salary Listing. Go to Payroll Report screen.
Payroll >> Payroll Reports >> Payroll Report Listing
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{35 4vRO01F-Report Listing for Payrall

Fayroll Payslip  Payroll Report Listing l Allowance/Deduction Bank Listing Payrall Error Salary Deduction | Detail Deduction

Please select which report to display :

Month (s}
Staff Type - Staff Tvpe 2 -
Cost Centre From * Cost Centre To *

Department *

Income Code *

SALARY/ PAYROLL KWSPEPF
" 1. Monthly Salary Listing (All) " 4, Caruman KWSP - Old
+ 2. Monthly Salary Listing (By Cost Ctr) 7 2. Caruman KWSP - Hew

" 3. Summary Salary Listing (All)
" 4. Summary Salary Listing (By Cost Ctr)
" 5. Variance Report

KWAP
" 1. Penyata Caruman Bulanan Listing
2. KWAP - Format 2C :

OTHERS Tambah : Tolak :
1. Income Tax Listing B (a) G (a)
" 2. Takaful Malaysia Listing B (b " Cib)
" 3. Penyata Potongan Cukai " Bic) G ie)
(" 4, Zakat Listing [ =] ¢ )
£ 5. Perkeso (borang §A) " 3. Senarai Induk Kakitangan Yang Mencarum
" 6. Computer Loan Listing ¢ 4, Listing By Cost Centre
(" ¥. Cover Borang A & Total By Cost Centre Run Report |

(" . Cover Kwsp 6. Borang CH 3 (Excel) ‘

" 6. Borang CH 3 - Bayaran Caruman Bulanan

Cheque Ho. |

Figurel-AYROO1F-1:Report Listing for Payroll — Bank Listing

10. Fill in all required information as follows:-

Parameter Example Description
Month 201511 Required allowance month
Staff Type LPU Staff Type

11. Select Monthly Salary Listing (All)

12. Clik Run Report button

13. The report will be displayed. Print the report.

14. Delete test voucher. Go to Monthly Payroll Process screen

Payroll >> Monthly Payroll Posting
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GEAYF058 - Payroll Posting
Uzer: ROHAYW.GHAZI
Payroll Posting
Payrall Monith |2|:|1 11 (yyyy-mm)
Date [16-11-2015 (dd-mim-yyyy)
Staff Type | j
Weh Type |BR |
Youcher Mo |
Invaice Mo |
Youcher Creation Delete Test
Figurel-AYFO058-1:Payroll Posting
15. Fill in all required information as follows:
Parameter Example Description
Staff Type Lembaga Pengarah Universiti | Select staff type
Vch Type TEST Select voucher type

16. Click Delete Test button. The following pop-up screen will be displayed.

Canfirm Process

..................................

@ Are you sure to proceed 7

%]

Cancel

17. Click OK.
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Process Completed. x|
@ Process Completad.
......... D K

18. Click OK. Next, create the real voucher. Select Staff Type and Select BR from Voucher
Type, Click Voucher Creation button. Voucher No. and Bill No. will be generated
automatically. Copy voucher number.

19. Go to voucher entry screen as follows:

Account Payable >> Voucher >>Voucher Entry >> Multiple Voucher Entry

@WPFU&U - Multiple Payto Name Woucher Entry
User : ROHAYU.GHAZ! Date : 16-11-2015 16:59
Voucher with Muttiple Payto Name
Woucher Mo | eh Category none =~ Date |15-11-2015 Voucher Printing
Bills No* Customer Invoice No [ Check DT CR
Description Get GRH Detail
Enter | [ Total Kredit (RA) $0.00
Amourt Status [EnTRY Subsystem ID vy Total Debit (RM) $0.00
Payto Detail:
= Cost Acct Trans
Creditor Type Payto ID* Payto Name Bank Acct Mo IC Mo, Certer* Code*  Dasar* Description GRN Mo Line Mo Project Code* Type Amount
[ =l = =
[ =l =
[ =l =
[ =l =
[ =l =
[ = =l [~

Figurel-WPF050-1:Multiple Payto Name Voucher Entry

o
20. Click button Enter Query @ paste voucher number that has been copied earlier.

Click Execute Query % button
21. Payroll voucher will display allowance data that have been processed. Check the data.
22. Update voucher description.
23. Click Check DT CR button

24. Click @ button.
25. Next, approve the voucher. Go to voucher approval screen as follows:

Account Payable >> Voucher >> Voucher Approval
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@WPFDM-VDucherAppmva\
User: ROHAYU.GHAZI Date: 17-11-2015 03:55
Youcher Approval
Payta D [DHiCR:

“Youcher Mo Pay To Mame Bank Code  Bank Acct. Mo, EnterDate  Enter By Mame Status Sys Type Category Total Amt
TelFecord: g Edit Detail Approve

Figurel-WPF004-1:Voucher Approval

26. Select BOD'’s allowance voucher.
27. Click Edit Detail button to view voucher detail. Otherwise, click Approve button. The

following pop-up screen will be displayed.

User Confirrmation x|
& Are you sure yol want to approve the voucher 7

ok Cancel

28. Click OK. The following pop-up screen will be displayed.

Messane x|
& Transaction complete: 1 records applied and saved.

29. Click OK.
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Process Completed. x|

@ Process Campleted.

30. Click OK




