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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:

Setting up study leave payment setups
Study leave payment processing
Study leave payment approval

Study leave payment paid

a > wnh e

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.

clllS Assetinventary Mot Acct Receivable Store Management Gend

Status Description Setup

Factoring Registration

Gaods Receive Nate ’

ifiork Progress Mote

CreditDebit Mote b

Bills Registration b

Accrual b

AKB »

Youcher b

Chegue Management b

Electronic Payment System (EFS) #

Payroll Payment b

Petty Cash Module b

Capital Project Accounting b

Stuchy Leave Payment Study Leave Payment Setup

Travelling ¥ Study Leave Interval Payment Setup

Advance Adjustment ’

Others Registration , Stucly Leave Payment Processing
Stuchy Leave Payment Approval

Aot Payahle Query ¥ Study Leave Payrment Paid

Others Query ¥ Register Study Leave Payment

Acet Payable Repor Y Study Leave Payment Query ’

Stucy Leave Payment Report

Figurel-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

'@WF’F'] A0 - Study Leave Payment Setup
Allowances
Study Leave / Sabbatical Leave Update Paymode
Wiew Allovwances Crested By m . Cost Centre '7 Update
Defautt
Code Drescription Acct Code Owersea’y FPayment Mode
== [ ] ==
I L ~
I~ L] =
I~ [ ] -
r ] ~
I~ L] -
I~ ] -
e L] El=
* Finance can change Account Code, Default Overses and Payment Mode for allovwsances maintained by BSh
= Owversea allovwances will use TT as payment mods, oververiting both PAYROLL and “CUCHER mocds
*** |_ocal allowances uses either PAYROLL or “OUCHER payment mode

Figure 1-WPF150-1: Study Leave Payment Setup

1.1.1 To create new or update current allowance,

jos]
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

WP E1 51 - Study Leave Interval Paviment Setup
Fayment Interwal ]
Payment Interval
Fay konth Criate From Driate To
[ L B DD bl ™ e L Status
I [ =1 =~

| =1
| =1
| == |
| == |
| =1
| =1
| =1
| =1
| 1
| 1
| =1
[ = |
| =1 |

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

1.2.1 Steps to create new interval are as follows:

1. Click | E#
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 | ACTIVE
(month which is user want to pay) is active.

3. Click @7
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1.3 Currency setup

Acct Payable >> Study Leave Payment >> Study Leave Payment Processing >>
Currency Setup

'@WPH a7 - Study Leave Payment Pracessing
Currency Setup
Currency Code Desc Country Code Conversion Rate
1 Fs
v
Update Amount
Back

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 NzZD
Desc Insert currency description New Zealand Dollar
Country Code Create country code NZ
Coversion Rate | Insert conversion rate 2.337

3. Click @"7



MANUAL PENGGUNA PENGURUSAN | muka surat :8/21

BAYARAN CUTI BELAJAR

NIVERSITI .
ENDIDIKAN (STUDY LEAVE PAYMENT Tarikh  :8 JANUARI 2016
ULTAN [DRS MANAGEMENT)
SULTAN IDRIS EDUCATION UNIVERSITY UPSI(ISO)/BEN/P06/MP06 Pindqan . 00

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

‘@WPH 57 - Study Leave Payment Processing
User: ROHAYU.GHAZ) Date : 10-11-2015 10:21

Study Leave Allowance Processing

Pay Interval ME Status  |ACTIVE
Date From |01 M002015 Date To |31 M 202015

Processing Allowance ‘ Update Allowance Update Payment ‘ Currency Setup |

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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VEWPF157

Scope

- Study Leave Payment Processing
Staff Study Leave Info

OVERSEA M Refresh

Payment - Study Leave

Ref Id Staff Id ProgCode  Type  Total Amt(RM)  Status

Start Date

1st

2nd

End Date

Extend Extend Select

-

[ o N N 8 i o [

Cancel

-

[ o N N 8 i o [

r

[ o N N 8 i o [

Eclit Paym... | 2]

Ediit Paym...
Eclit Parym...
Ediit Paym...
Ediit Paym...
Eclit Parym...
Ediit Paym...
Eclit Parym...
Ediit Paym...
Ediit Paym...
Eclit Parym...
Ediit Paym...
Eclit Parym...
Ediit Paym...

Eclt Paym.. | 7 |

Back

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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EEWPF157 - Study Leave Payment Processing

Payment Sumnany

Refld [sL1sosooza Edlit Details status [EDIT
Staffld  |koza04 |Zuristuntadzliah binti Sahdan
Prog Code [oa ez an DOKTOR FaLsaFan Type fsLar
Pay Morth  [agz015 Date From  [o1-10-2015 Date To  [31-1z-2015 Morth |3
Scope  [ovERSES, 1st Extend [ N 2nd Extend | Total amt (RM) [ 10,2688
Enter Bv |kozozo |Rohayu binti wan Ghazal Enter Date [1oo11-2015
Remark * |

Paymient Detail

Allovwance Type of
Code Currency Foreign Amit Amt (RM) Dccurance Paymode Select”?

1 |11z ELALUM BARTUARN KELUARGA  PECAwE | GEP FI65.00 3732024 |MmonT. . =TT ~  a

2 |27 ELALN E&MTUAN SEvA RUMAH PEGAYGEP $144.00 $2,657.92|lmonT... =TT ~
I =1 = I~
I =l =
I = || =l I
| =l =l r -

Calculate Allovwances Calculate Arrears F512.00 $10,26818

Print Slip | Back

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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@WFH 56 - Staff Stucy Leave Maintenance Detail

Studly Leave Info ‘ Study Leave Extension ‘ Allawances ‘ Payment Info

Study Leave Information

Refid |2014-000529 StaffD |04 |Zunistuntadzlish bint Sahdan
Stetus |APPROVE

Appl Dt | Program {4 IJAZAHDOKTOR FALSAFAH
Type [sLal Skim Latihan Akademi PT4

c
M [ EOGRAF SOBIAL
Hame

Course

Address

Course _—
GER: United Kingdom
Country | | L

Dat From |6/01 /2014 Date To j0sin 2017
SCOE |OVERSEA, v| Type(Overses) |5 -

Reason |

|DURHATI.I1 UMIVERSITY

Retatk |

Bring Spouse? ¥ Bring Children? ¥ Children Brought Along |2

Figure 1-WPF156-1:Staff Study Leave Maintenance Detail — Study Leave Info

ii. Study Leave Extension
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‘@WFH 56 - Staff Study Leave Maintenance Detail

Study Leave Info Study Leave Extension l Blloweances Paymert Infa

Extension 1 Info

Date : From | To |

Extension 2 Info

Date : From | To

Extension I Info

Date : From | To |

Ma Date

Figure 1-WPF156-2:Staff Study Leave Maintenance Detail — Study Leave Extension

Allowances
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iv.

@WPH 56 - Staff Study Leave haintenance Detail

Study Leave Infa Studdy Leave Extension Payment Infa
Allowances (Through Youcher or TT)
Allovvance Rate Qccurance
113 ELAUM BANTUAN KELUARGA, PEGAVWAL ISTERMSUAM DAN 2 ANAK ATAL LEBH $38E!.DD||p,1r;;.mn-||_\rr ﬂ:
127 ELAUM BANTUAN SEVWA RUMAH PEGAIMAI, PASANGAN DAN 1-2 AHAK §144.00 |MONTHLY ﬂ
| e
| =l

Allowances (Through Kewd)

Alowance Code Date From Date To  Amaurt (RM) Kews? *
Kews Code [
Kewd Code r
Kewd Cade o
Kt Cade [~

* whether the record has been written into Kewd or not

Figure 1-WPF156-3:Staff Study Leave Maintenance Detail — Allowances

Payment Info
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@WPH a6 - Staff Study Leawve Maintenance Detail

Shucly Leave Info l Stucly Leave Extension Allowances

— Bank Setup - Local Payment

Account Mumber |

Bank Matme |

Bank Address |

— Bank Setup - Qversea Payment

Account Number |2EI2?41 B3367183

Bank hame |Barclays Bank

Bank Address |1 , Churchill Place, London, E14 5HP, United Kingdom
TT Bank Choice |Eiank I=lam ﬂ
Sort Code [20-27-41

— Course Fee Payment

Parytoid |

Payrall Rate | j

Figure 1-WPF156-4:Staff Study Leave Maintenance Detail — Payment Info

h.  Click Print Slip
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PENYATA PEMBAYARAN ELAUN SLAE  EPU ) SLAITLUAR NEGARA
UNINVER 2ITI PEHDIDIKAN SULTAM IDRIE

JETEEN © KOD2404 - Zurlatunfadzilah bintl Sehdan
MO KR : B30T10015702
JATEGORI © PASANGAN - ¥  + ANAK Y [ 2
jaDAR . KADAR B
LIMIVERSITI . DURHAM UNIVER SITY
UURUSAN © WAZAH DOKTOR FALSAFAH - GEOGRAFI SO S1AL
FEMGAJIAN ©oDEmn2014 - 0SENZOT
| AMJUT 1 : -
| AMNJUT 2 : -
TEMPOH . DCT2015 -  DEC201S

B JUMLAH ELAUN HADARIBULAN JUMLAH KADAR SJUMLAH HOE (RM} KOD AKAUN

1 113 ELAUN BANTUAN KELUARGA, PEGALAIL Sar 3sE.00 1.10&.00 T.380.24 549104
IBETERUSUARMI DAN I ARAK ATAL LEBIH
- 13T ELAUMN BANTUAN BEWA RUMAH FEGAWA a8P 144,00 432.00 2,887 .83 844303
PABANGAN DAN 1-2 ANAK
JUMLAH #1200 1.628.00 10,288 18
JUMLAH BESAR [ RM | 10,2681

MAKLUMAT KEWAMNGAN

TARIKH TOMIZ0S

KADAR GaP 6.6BS0000

NN, BARNE Barcioys Bank

ALAMAT BANE 1. Churchill Plage, London, E14 8HP, URied Kingdom

HO AALMN POZTAIGIIETIO
LAIM-LAIN Bank Sortoods | 20-ZT-41

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 Ill: 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.

@WFH 54 - Approve Study Leave Payment
User: ROHAYILGHAZI K02020 Date: 40.HOV.215 Date : 10-11-2015 21:47

Pay Month Interval g o045 |Fr0mD1-OCT-15tD31-DEC-15 Scope \owERsEs,  w|  StEtus lepr v

Study Leave Payment Approval

Amaourt To
Staff Id Type PayiRh) Status 5

o
a7
=8

Pay Detl |+ |
Pay Detl
Pay Detl
Pay Detl
Pay Detl
Pay Dl
Pary Dl
Pary Dl
Pary Dl
Pary Dedl
Pary Detl
Pary Detl
Py Detl
Pay Detl
Pay Detl | ¥

0 T L L I U e i

Select All Un-gelect All Approve | Cancel ‘ Reverse ‘ Detail

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

User : ROHAYU.GHAZI

Pay hManth Interyal

Staff ld

@WPH 59 - Study Leave Payment Paid

Date : 10-11-201% 21:50

Amount To
Type Pay(R) Status

L
(1

92015 From 01-0CT-1510 31-DEC-15 SCOPE |OVERSES v

Study Leave Payment Paid

i
=1

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

Pay Detl

I 1L e T I o I e I i o

Pay Detl

emel | Select All ‘ Un-select All

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

@WF‘F{’I a0F - Study Leave Payment Report -|0) |
Fayment Listing ‘ Individual Payment Slip

Listing by Study Leave Payment

Status j
PayMorth | J
DateFrom | Date To ’—
Courtry | J

Run Report { Lampiran 14) ‘ Run Report { Lampiran 18) ‘ Exit ‘

Figure 1-WPR150F-1:Study Leave Payment Report
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1.1 Fillin 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)

United States

EIL

HAMA PEMERIMA
1 Ahmad Jazlmin bin Jusoh

AMAUN (UED )
1,512.00

T0-HOW-15 10212 PM
Report ID: WPR157
Pags 1 of1

WO AKAUN & MAMA BANK
Mo AK D B2ED 6671 0177
Sorcoge : - -5 -IF

EI.‘\.N}:I‘IDF AMERICA
BANK OF AMERICA,
BANKING CENTER
MAMNAGER 11168 W,
UNIVERSITY AVE
GAINESVILLE, FL
32801

2 loranim oin Hasnm

2,013.00

Mo AR D 31436054
Saorfcoge : 5 -IF -T
w
15T SOURCE BANK

PO, BOX 1602
SOUTH BEND,
INDIAMA 485348 USA

- Foha AZlan ein Mubammag HusEan

884.00

Mo AT
Saricooe |

d Fiu i

1.812.00

Mo Ak 43E32T1TI082
Soricoce © AB-A -

BANK OF AMERICA
ITIT HAMPTOMN
BLVD, MORFOLK, WA
23808 US

& | Zahkah pintl Ab Lant

1.008.00

Mo A 234862
Soricode : AB-A -Ro

FIRET NATIONAL
BANK

2406, Grand Avanue,
Ames, 10A%aA 50010

Jumlah (United States)

¥.509.00

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

1.3 Click Run Report (Lampiran 1B)
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10-HOW-15 10:18 PM
Raport ID - WPR152
Paga 1ol
RINGKA 34N 3EBEHAR PEMBAYARAKW ELAUN CUTI BELAJAR @ OCT - DEC-2015
BIL HAMA PEMERIMA KaDaR “JUKMLAH RM
[ 10-11-2045 )
UEA | United States ) AMAUN[USD)
i Ahmad Jazimin bn Jusah 1,812.00 T.737.24
2 larahirm bim Hashim 2,013.0a0 5,505 51
3 Fohd Azian bin Muhammad Hussain &64.00 3,689 28
4 Pau Kee 1,812.040 T.737.24
-] Zanhldah pintl Ab Lat 1,008.040 4,304.18
JUMLAH | Unifed States | 7.508.00 12.063.43
JUMLAH | OCT - DEC-2015 }: 7.508.00 12.063.43
JUMLAH KE SELURUHAN : 7.503.00 32.083.43

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

YEWWP R S0F - Study Leawe Paviment Report i = |
FPavment Listing Individual Paymeant Slipél

Paynnent Slip

statt i | [
Payw hlonth I—

Drst= From Date To

Run Report | Exit |

Figure 1-WPR150F-2:Study Leave Payment Report — Individual Payment Slip




ULTAN DRS
e a4
SULTAN IDRIS EDUCATION UNIVERSITY

NIVEP\SITI
DlDIKAN

MANUAL PENGGUNA PENGURUSAN
BAYARAN CUTI BELAJAR
(STUDY LEAVE PAYMENT

MANAGEMENT)

Muka surat :21/21

Tarikh : 8 JANUARI 2016

UPSI(ISO)/BEN/P06/MP06

Pindaan : 00

2.1 Fillin 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 R

eport button.

FENTATA PEMEAYARAN ELAUN SLAE V SPU ¢ LAY LUAR NHEGARA

UNNER SITI PENMDIDIK AN SULTAMN IDRIS

Rty I KOOSTT - Ahmad Jazimin bin Jusoh
PO KU I TS0202115205
K ATEGORI I PASANGAN - Y - ANAK Y (2 )
pLADAR I KAaADAR C
LIMMNERSITI o UNIVER 2ITY OF FLORIDA,. GAINE SVILLE
UURUSAN I SUB KEFPAKARAM - COUNSELING AND COUNSELOR EDUCATION
FPEMGAJLAN I 0MeHI01S S10UZ0E
L AMIUT 1
L AMIUT 2 B
TEMPOH I OCTZONS DEC2015
B JUMLAH ELA&UN HADARIBULAN JUMLAH KADAR SUMLAH H OB (A8}

HMOD AMAUN

FPABANGAN DN 1=32 ANAK

1 113 ELALM BANTLAN MELLARGA, FEGSANAL usD 384,00 1.182.00 4.318.04 S49304
ISTERUSUAMI DAN I AMNAK ATAL LEBIH
2 127 ELALRM BANTLAN BEWMA FLMMAH FESMAWS usD 230.00 &50.00 2.818.20 S49303

JUMLAH a04.00

1.812.00 T.TAT.24

TARIKH
=t

HARLA, BAN
ALABMAT BLAMIK

MO ARLALIM
Lar=LATN

JUMLAH BESAR [ RM |

MAKLUMAT REWAMNGAN

A0 IIZ0NS
S0 4. ZT00000
EAMK OF AMERICS

EAMK OF AMERICA, BARNMKING CENTER MARNAGER 1116 W, UNIVER SITY AWVE GAINESVILLE, FL 32601

BHE0 GETY 01TT
Bank Sartcode -

SWIFT CODE: BOFAL B3N ROUTING MO: 063100277

T.TAT.E4

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




