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Study Leave Module 

 

Study Leave module allow users to obtain study leave payment information and updates staff’s 

allowances from time to time. The system also simplifies the study leave payment process for 

the staff by handling all processes and calculations that will result in the total allowance which is 

eligible for the staff. 

 

There are five (5) steps involved in order to process Study Leave Payment Management as 

listed below: 

 

1. Setting up study leave payment setups 

2. Study leave payment processing 

3. Study leave payment approval 

4. Study leave payment paid 

5. Study leave payment report 
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To access Study Leave Payment sub-menu, select Account Payable menu as displayed in 

Figure 1-1. 

 

Figure1-1: Study Leave Payment Module Sub-Menu 
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PART 1: SETTING UP STUDY LEAVE PAYMENT SETUPS 

There are three (3) setups screen available for Study Leave Payment Module as listed below:  

 

a) Study Leave Payment Setup 

b) Study Leave Interval Payment Setup 

c) Currency setup 

1.1 Setting Up Study Leave Payment 

 

Acct Payable >> Study Leave Payment >> Study Leave Payment Setup 

Figure 1-WPF150-1: Study Leave Payment Setup 

 

1.1.1 To create new or update current allowance, 

1. Click . 

2. Insert all required information as follows: 

COLUMN DESCRIPTION EXAMPLE 

Code Create new allowance code 136 

Description Insert allowance description Bank Charges 

Acct Code Choose relevant account code 542201 

3. Click  
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1.2 Study Leave Interval Payment Setup 

 

Acct Payable >> Study Leave Payment >> Study Leave Interval Payment Setup 

 

 

Figure 1-WPF151-1:Study Leave Interval Payment Setup 

 

1.2.1 Steps to create new interval are as follows: 

1. Click  

2. Insert all required information as follows: 

COLUMN DESCRIPTION EXAMPLE 

Pay Month Insert pay month information 12/2015 

Date From Insert the date base on the interval 01/01/2016 

Date To Insert the date base on the interval 31/03/2016 

Status Choose ACTIVE. Make sure only one interval 

(month which is user want to pay) is active. 

ACTIVE 

3. Click  
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1.3 Currency setup 

 

Acct Payable >> Study Leave Payment >> Study Leave Payment Processing >> 

Currency Setup 

 

Figure 1-WPF157-1:Study Leave Payment Processing – Currency Setup 

 

Steps to create new currency setup are as follows: 

1. Click  

2. Insert all required information as follows: 

COLUMN DESCRIPTION EXAMPLE 

Currency Code Create currency code NZD 

Desc Insert currency description New Zealand Dollar 

Country Code Create country code NZ 

Coversion Rate Insert conversion rate 2.337 

3. Click  
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PART II: STUDY LEAVE PAYMENT PROCESSING 

As all setups have been updated, user can now start process study leave allowance. 

 

1. Go to Study Leave Payment Processing Screen 

Acct Payable >> Study Leave Payment >> Study Leave Payment Processing 

 

 

Figure 1-WPF157-2:Study Leave Payment Processing – Processing Allowance 

 

2. Pay Interval which is active will appear automatically. To process the allowances click 

Processing Allowance button. The process will be completed after a few second.  

3. Then click Update Payment button. The following screen will be displayed. 
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Figure 1-WPF157-3:Study Leave Payment Processing – Update Payment 

 

a. Select staff 

b. Click Edit Payment button. The following screen will be displayed. 
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Figure 1-WPF151-4:Study Leave Payment Processing – Edit Payment 

 

c. Allowances which are entitled for the staff will be listed automatically. For each 

allowance, fill in all required information as follows: 

 

COLUMN DESCRIPTION EXAMPLE 

Type of Currency Select currency GDP 

Occurrence Select payment occurrence Monthly 

Pay Mode Select pay mode Telegraphic Transfer (TT) 

 

d. Select allowance 

e. Click Calculate Allowance button.  

f. Click  button.  

g. To view staff detail, click Edit Details button. There are 4 screens that can be viewed 

through that button as follows:- 

 

i. Study Leave Info 
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Figure 1-WPF156-1:Staff Study Leave Maintenance Detail – Study Leave Info 

 

ii. Study Leave Extension 
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Figure 1-WPF156-2:Staff Study Leave Maintenance Detail – Study Leave Extension 

 

iii. Allowances 
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Figure 1-WPF156-3:Staff Study Leave Maintenance Detail – Allowances 

 

iv. Payment Info 
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Figure 1-WPF156-4:Staff Study Leave Maintenance Detail – Payment Info 

 

h. Click Print Slip 
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Figure 1-1: Penyata Pembayaran Elaun – Individual Payment Slip 

 

i. Payment slip should be given to Bursar’s Assistant together with supporting document 

for checking purposes. If all information in the payment slip is correct, Accountant 

Assistant will issue a letter requesting the bank to make Telegraphic Transfer (TT). 

j. After TT has been done, the bank will send TT information to Bursar’s Department. 

Assistant Accountant should update the currency rate being used during TT date into 

Currency Setup screen.  

k. After that, the next process is same as mention above (2.3 until 3.10) 
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PART III: STUDY LEAVE PAYMENT APPROVAL  

 

1. Go to Study Leave Payment Approval screen 

Acct Payable >> Study Leave Payment >> Study Leave Payment Approval 

 

2. Select staff and click Approve button.  

 

 

Figure 1-WPF154-1:Approve Study Leave Payment 
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PART IV: STUDY LEAVE PAYMENT PAID 

 

1. The payment that have been approved will appear on Study Leave Payment Paid screen 

 

Acct Payable >> Study Leave Payment >> Study Leave Payment Paid 

 

 

Figure 1-WPF159-1:Study Leave Payment Paid 

 

2. Select staff and click Paid button. 
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PART V: STUDY LEAVE PAYMENT REPORT 

 

Study Leave Payment sub module also allow user to run study leave report.  

 

Acct Payable >> Study Leave Payment >> Study Leave Payment Report 

 

Two(2) study leave payment reports available are :- 

1. Payment Listing 

2. Individual Payment Slip 

 

1. Payment Listing 

 

Acct Payable >> Study Leave Payment >> Study Leave Payment Report >> Payment 

Listing 

 

Figure 1-WPR150F-1:Study Leave Payment Report 
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1.1 Fill in all required informations as follows: 

COLUMN DESCRIPTION EXAMPLE 

Status Select payment status PAID 

Pay Month Select Pay Month 09/2015 

Date From Date from will appear automatically 01-10-2015 

Date To Date to will appear automatically 31-12-2015 

Country Select country United State  

 

1.2 Click Run Report (Lampiran 1A) 

 

Figure 1-2: Penyata Pembayaran Elaun - Lampiran 1A 

 

1.3 Click Run Report (Lampiran 1B) 
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Figure 1-3: Ringkasan Sebenar Pembayaran Elaun Cuti Belajar - Lampiran 1B 

 

2. Individual Payment Slip 

 

Acct Payable >> Study Leave Payment >> Study Leave Payment Report >> 

Individual Payment Slip 

 

Figure 1-WPR150F-2:Study Leave Payment Report – Individual Payment Slip 
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2.1 Fill in all required information as follows: 

COLUMN DESCRIPTION EXAMPLE 

Staff ID Select staf K00755 

Pay Month Select Pay Month 09/2015 

Date From Date from will appear automatically 01-10-2015 

Date To Date to will appear automatically 31-12-2015 

 

2.2 Click Run Report button. 

 

Figure 1-4: Penyata Pembayaran Elaun – Individual Payment Slip 


