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COPYRIGHT NOTICE

All rights reserved. No part of this
book may be reproduced or trans-
mitted in any form or by any means,
electronic or mechanical, including
photocopying, recording, or by any
information storage and retrieval
system, without written permission
from PUC Founder (MSC) Bhd. Every
precaution has been made to supply
complete and accurate information.
Information in this document is sub-
ject to change without prior notice.

DISCLAIMER

No person should rely on the contents
of this publication without first ob-
taining advice from a qualified profes-
sional person. The company expressly
disclaims all and any liability and
responsibility to any reader or user
of this book, in respect of anything,
and of the consequences of anything,
done by any such person in reliance,
whether wholly or partially, upon the
whole or any part of the contents of
this book.

PUC FOUNDER (MSC) BHD

For enquiries on technical matters,
please forward the email to
support@fingertec.com
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CHAPTER 1

BASIC SETUP

This chapter gives you quick and simple instructions to get you up and running.

MINIMUM SYSTEMS REQUIREMENTS
* Pentium

* 32 MB of memory

*Windows 95 or higher

* At least 8 MB free disk space for oftware
*VGA monitor or higher

*Hard Disk Drive, CD ROM Drive

* Mouse or other pointing device

* Laser Printer (optional)

Recommended
allocation of 30MB
or higher for com-

pany database

INSTALLATION

DiGiPAY files are shipped in a compressed format and automatically decom-
pressed during the installation process. Therefore, to install and run software
on your computer, you must first run the setup program. Do not just copy DiGi-
PAY files into a directory on your hard disk.

There are 2 ways to run the setup program:

1) AUTOOPEN
Insert the DiGiPAY CD into your computer’'s CD-ROM drive, the system will
automatically run the Setup program.

11) MANUALLY (In case your CD drive doesn’t support AutoOpen feature)
* Insert the software CD into your computer’s CD-ROM drive.
* Make sure the Windows 95 or higher program is running on your compu-
ter.
* Choose RUN from the Windows 95 or higher program - Start Menu and type
D:\Setup in the Open text box, click “OK”.
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For example: D:\SETUP

Type the name of a program, Folder, document, or
Internet resource, and Windows will apen it Far wou,

[~ |

OF I Cancel | Browse, .. |

For AutoOpen and manually run setup program, please follow the on screen instruction. We rec-
ommend you to accept all the preset options for the most completed installation.

QUESTION ASKED WHEN INSTALLING

What are the choices? What should you do?

Select Directory for DiGiPAY Accept the preset choice: C:\DiGiPAY

At the end of the installation, a shortcut will be created on the desktop. If it is not created, please
follow the following steps.

TO CREATE A SHORTCUT ON THE DESKTOP

Move the mouse or pointing device to the Start Menu at the bottom left of the screen.

Click on the right mouse button, and a menu will appear.

Click Explore, and a Windows Explorer will appear with

contents of Start Menu folder shown.

Double click the Programs folder.

¢ Look for DiGiPAY.

* Use the right mouse button to click on the DiGiPAY and drag it to the desktop.
Release the mouse button, and a menu will appear.

* Click Create Shortcut(s) Here.

¢ The Shortcut will be shown on your desktop.

Do not maximize the
Windows Explorer.

© » contents



GETTING STARTED

Once installation is completed, you may start to run DiGiPAY as shown in the following steps:

~

T GHOSESCrinE

r:j Gtks# Far Windows 3
f‘j Google Deskkop 3
Documents
i [_5 Google Earth 3
Settings 3 [ﬁ Google Web Accelerator 3
e » [ Adobe Reader 6.0
Help @ Audacity
£] Changelog
Bun... S Google Tak

(& Internet Explorer
Log OFF Administrakar... B mEn Messenger 7.0

. ".5 Qutlook Express
Shut Down,
2 E Pandion
1%, shout:config - Mozila Fire... | 13 @ windows Media Player

* Click on the Start Menu bar and choose PROGRAMS. Point to Founder Applications group icon
and double click DiGiPAY as shown in Figure 1.2

* From the Windows desktop, double click the DiGiPAY icon as shown in Figure 1.3
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LOGIN AND QUITTING
TO LOGGING ON TO DiGiPAY

Select a company database to login

FOUNDERMALL COhd SDM BHD
LINDE

Figure
14

Shut Dovwen

When you start DiGiPAY, you may choose the directory that you want to log in by highlighting it and
entering your User ID and Password. Refer to Figure 1.4 above.

* Single click on the desired directory.

* In the User ID box, type your name. For first time usage, leave it blank.

* In the Password box, type a password. For first time usage, leave it blank.
* Click Login button to proceed.

TO QUIT FROM DiGiPAY
When login window is prompted, click the Shut Down button to exit completely from DiGiPAY.

NEW COMPANY AND SETUP WIZARD

TO SETUP A NEW COMPANY/DIRECTORY
When the login window is prompted (refer to Figure 1.4.), click on the New button. The Setup
Wizard will be launched.

© » contenTs



Select this option for English version
Pilih pilihan ini untuk versi Bahasa Malaysia

W LU E DA B iR A

Eahasa Malaysia

Sirnplified Chinese Figure

15

¢ Language selection for the new company.

AY - Payroll Setup Wizard

Congratulation! You have successtully installed this DIGIPAY software
into your complter system.

I'm & smart Setup Wizard which will guide you to enter some basic
parameters and gather the emplovees' particulars in order to get your
paryroll system running as guickly as possible

For deployment of more enhanced festures available in this system,
you sre advised to explore the step-by-step tour as provided by the
Payroll Advisor later on.

Pleaze locate your 11-digit 'CD key' number and erter it in the space
below. Y¥ou can find this number on the genuine hologram security
sticker on top of the software setup CD.

Figure

[epss - [paes - [xwwm 1.6

Cancel |

* Welcome message for the Setup Wizard. Key in the CD key and click Next button to proceed.
You may find your CD key on the genuine hologram security sticker on your software setup
CD.
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* Define the company profile. Click Next button to proceed.

Y - Payroll Setup Wizard

Figure
1.8

AY - Payroll Setup Wizard

First,in orcer for me to icentify this new set of payroll databsse that
you're setting up, | need you to enter the following information
regarding your organisation.

Company |PUC FOUNDER (MSC) BERHAD

ROCHNI.  |4517344

Address (o, 8 & 10, JALAN BK 312, =
BAMDAR KINRARA,
47180 PUCHONG, SEL.D.E, MALAYSIA

Fhaone hlo. |03-8070 9933 Fax Mo. |03.8070 9985

E-mail |infu@1uundar.uum my

Contact | WR.CHOMG]

k2

| Mext | Cancel |

Secondly, you are required to choose the payroll processing
parameters that suit your payroll policy so that | can process the
payroll according to the selected parameters

Start the payroll period from ,Wl
Mo. of working days in a week is m
M. of working hours in & day is m
Daily rate is monthly basic divided by W

1st half month-end
Payroll cut-off every month on the day |30 - ||Last day «
Applicable for 15t half month payroll:
- 13t half month wages is to deduct v W socso W Tax
- during month-end, 15t half wagesis & Combined " Separated

Back | et | Cancel

* Define payroll settings. Click Next button to proceed.
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AY - Payroll Setup Wizard

1 w2z 200
2% zam
3 w22 E00

Mow, this is the spreadsheet-like table where you can key in all the
employvess' personal information according to the formstted columns.

It you have & large number of employes records to key in, you may
want to save the table at anytime and continue the next time you run
this YWizard sgain, or you can proceed to complete this setup with few
emploves records first and then sdd the remaining records later on.

[1 1Emp. Mame

Emp. Mo

112 (nenw)

IC {old)

Passport Birth [I ‘

YUSNITA BT MOHD

PUC301

701120-08-5364

2011

]

N

K7

acld delete ato no. ‘ upgrade others continue next time
Back | et | Cancel ‘

* The setting up of employees particulars. Click Next button to proceed.

ADD - Add a new employee.

Delete - Delete a current employee.

Auto no. - Generate employee number based on 1st character of the employee name.
For example, JOO1 is generated for John Doe.

UPGRADE OTHERS - This function will scan your hard drive for known payroll packages. If the
system discovered any, click on the entry and you will have the option to overwrite the existing
data entry with upgraded data or to include the upgraded data as part of the existing data.

CONTINUE NEXT TIME - This will terminate the Setup Wizard and end the session for this newly
setup company/directory. Save the changes done to ensure that Setup Wizard will be launched

during next login session.
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Y - Payroll Setup Wizand

Finally, if the employess are being paid for adoitional fized-manthly or
piece-rated allovwances, you can defing these type of sllowances and
whether they are subject to statutory deductions or overtime (OT) rate
calculation, and then specify either the fixed amourt or piece-rate for
each employes in the table below

Alloveance Worthly  Fiece-Rated ERF §0CSOTAX 0T

#1|MLEAGE CLAIM = r T

#2| TRANSPORT FEE o - AT

Figure #3|MEAL ALLOWANCE o S T N
=1 7] I S S N i i

Emp. Name Emp. Ma. # #2 # #4
PUC3M 2000 150.00 250.00

k‘) Back | et | Cancel |

* Assign fixed allowances for each employee. Click Next button to proceed.

and

PAY - Payroll Setup

You have just completed the few simple steps that help you to setug

your payroll database into the system. You can go back to any of the

previous steps to change the parameters or tables, otherwise click the
g’ 'Finizh' button to conclude this wizard setup.

Upon finishing this setup, you are sble to process your payroll as
according to the basic seftings that you have selected.

Should you want to uilise many other advanced features comes with
this softvare, you are advised to explore the concepts provided by
the interactive Payroll Advisor or from the online Seli-Help user guide,
which hoth are available inthe DIGIPAY's Cantrol Center

It's been a pleasure &t your service, and once again, thank you for

wsing this DIGIPAY softvare and | hope it can bring you a simple and
yet procuctive approach in doing yaour payroll.

Finish

| Cancel

* The end of Setup Wizard. Click Finish button to save all settings.
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I % @[> W [2000un] x

Copron tevrsees | doma how

WELCOME

Once the Setup Wizard is completed, you will be presented with the Welcome window as per Fig-
ure 1.12. The Welcome window will be displayed every time you login to this company unless the
“Don’t show this message again” box is checked.
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MAIN MENU

PAYROLL TRANSACTIONS contain mid/
end month journal, advance, bonus and
closing.

This portion will only be available
for registered company.

EMPLOYEE MASTER
contains details for each em-

ployee’s payroll package.

® = =2 3

Esit Transaction Empioyee History

Reports

REPORT GENERATION a
list of reports provided
in the system.

SHUTDOWN
PROGRAM

HISTORY FILES

allows you to quit
from DiGiPAY.

employees and
history payroll
journals.

€0 » conTenTs
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Configurstion

SYSTEM
CONFIGURATION
tells the company’s
payroll require-
ments.

contains resigned

CONNECT TO INTERNET SERVER
allows you to register online and to
download the latest update. CD-ROM
update is also accessible here.

SPOT HELP allows you to view the
short note for items on the screen
selected. Just drag the icon to the
item to seek short note, then the
short note will appear in a popup
window.

2008 Dec ?

Hevy Release Advisor Help

Selected payroll

month and year.

SELF-HELP provides you with
link to the online help and the
troubleshooting guide.

PAYROLL ADVISOR presents a set of guided
task. By selecting the task you want to learn,
the system will show you how to perform the
particular task.




PAYROLL ADVISOR

By double clicking the option, the system Advisor [

will guide you until the task is completed.

UPDATE SERVICE

Connect to DiGiPAY internet server

@ @ 2008 Dec

X2

Figure
1.14

Internet Software Download provides you the lstest releaze of this
software from our internet server as per our software update palicy
Connect to our internet server to download the latest softwars
release with improved enhancements and features.

Comparey |PUC FOLIMDER: (MSC) BERHAD

Server |

Dowenload |

e-mail support@fingertec.com

Cloze

As and when an update is available, it will be uploaded into the DiGiPAY Internet Server. If you do
not have an internet access for the DiGiPAY computer, you may request your vendor to send you

the latest updated CD.
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To retrieve the latest update from the Internet, make sure, that the computer is connected to the
Internet via modem, then click on the Connect to DiGiPAY Internet Server icon and click Connect
button to start the process.

To retrieve the latest update from the CD, [ click on the Connect to DiGiPAY Internet Server icon
and click CD-ROM button. You will be presented with a select directory dialog. Point the directory
to your CD-ROM drive and click Select button to start the process.

As a new user of DiGiPAY, you are entitled to a free 12 months update service. Upon expiry of
the 12 months period, you are advised to extend the update service for another 12 months with
a minimal update fee. Print out the update service license from Company Profile/License within
System Configuration, fill it up and send it together with your payment to us.

USER ACCESS AND PASSWORD
i Menu Access Permission Q@E‘

User Group 1 | Payroll Clerk

ToolBar lcon Menu Option Mo Access R
Transaction Processing

Wicl-month payrol
End-monith payroll
Deferred pay
Diaily Attendance
L Achvance

Bonus

I

Payroll closing

Prirt Reports
Figure Payslip

1.16 Pay Sheet
Pay Chegue
Coinage Analysis

I
<

1. Determine the access right for 9 user groups. Click on the icon and double click “Access
permission”. Put a check into menu option where the particular user group will have no access
to it. Click Apply button to save the changes.
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E (3) User ID and Password

Listing | Uset ID |

User & Mame |Administrator|USer Groupl ;I
v
TRACY Iv
| |user r 1
I Figure
1.17

1 -
A 3

2. Determine the number of users allowed access to the system. Among all the users, only one of
them is allowed to be granted with administrator right. For each user, assign a password with
a maximum of 10 alphanumeric characters and his/her user group.

3. Select Company Profile/License. Put a check for option “requires password” and click Apply
button to activate the user login.
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TOOLBAR
VIEWING TOOLBAR

Go to last record

Add a new record.
Go to previous record Editing toolbar will appear Copy into Clipboard

l l

Go to first record Search Cut/Delete

Figure
118

Duplicate from Clipboard
Go to next record Edit the selected record
Editing toolbar will appear
Close this window

EDITING TOOLBAR
Refresh the record

Figure
119

Save the changes

Cancel all changes

Toolbar guides you in viewing and maintaining the records.
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CHAPTER 2

SYSTEM CONFIGURATION

This chapter guides you in setting up the system configuration based on your
company'’s payroll requirements.

ystem L.onmig ation L1

Select one of the following options:- g
Campany profile f License -
User password

Access permission / N\
1. Payroll settings

Payroll settings

Preferred language 2. Preferred language
Re-huild database indexes 3. _R’e-bullt database
Backup/Restare databaze files indexes

Day type 4. Backup/Restore
Leave type database files
Allovvance code 5. Day type

Deduction code 6. Leave type .
Mationality code j 7. Allowance/ Deduction

code
Select 8. Nationality/Ethnic/Re-

. " . - - ligion/Education
Use this table to define the type of job position available. 9. Position/Branch/

Department/Cost
Center/Job Grade/
Category

10. Branch address book

Cloze 11. Earning subject to
\ statutory /

This function will be activated with a click on the icon
It tells the whole company’s payroll requirements. It con5|sts of the following
topics as shown in Figure 2.1.

Please refer to individual topic for elaboration.
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PAYROLL SETTINGS

T -5
Currert péyroll processing period - 2008 3: December v
Stanciard offered days per month: - 26 3: for leave if different.- | 30 3:
Limit morthly basic for overtime rate to: - 1,500
Limit avertime hours allowed per month ta- 104
OT hourly rate is monthly basic divided by - 20800
Pro-rata basic for incamplete manth by:- OFFER DAY -
During enc-morth, the mid-month journal is:- % Combined " Separated
Deterred pay after end-monith processing is:- (+ before closing " after closing
Statutory decduction reguired: - EFF S0CE0 THE HROF %
Micd-morith v v v 05
End-month I ¥ ¥
Deferred pay W i I3
Bonus W v I
Automatic generate payroll journal records:- ¥ nid-month [v End-morth
Mode of payroll journal caloulation:- &+ Calculate Instartly ( Calculste on demand
" Calculate when save
Rettieve units from attendance sheet:- W owvork W OT ¥ Leave
Update leave taken from attendance sheet: - ¥ ves
oy _goncel_|

This function allows you to define basic payroll information for your company.
1. Double click “Payroll Settings” and define the settings available.

2. Three types of payroll journal calculation mode are available :-
* Calculate instantly eCalculate when save < Calculate on demand

3. For payments separated from mid-month and end-month, such as commission, overtime or
others, deferred pay is introduced. You may conduct deferred pay before closing - after end-
month payment. You may also opt to conduct deferred pay after closing - before next month
end-month payment.

4. For DiGiTime/TCMS V2 software users, attendance sheet will be utilized when you post your
attendance records within DiGiTime/TCMS V2 software into DiGiPAY.

5. Upon selection, click “Apply” to confirm the changes.
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PREFERRED LANGUAGE

ct th i i n
Filib pilihan ini untuk versi BAHASA MALAYSIA
1B IEIF ILIN H LI B i iE

This system is capable of displaying multi languages. Three languages are provided by default
and these are English, Bahasa Malaysia and Chinese. For other languages please check with your
nearest distributor or vendor.

Once activated, you will be presented with the various language options.
* Double click “Preferred language” and click on your preferred language.
* Click “Apply” to confirm.

The language selected will be used the next time you login.

To display in Chinese, you must be running Windows operating system Chinese version.
If you are running a Windows operating system English version, you may utilize a Chinese
Language Input System such as ChineseStar or NJStar.

RE-BUILD DATABASE INDEXES

This function is to rebuild all the database indexes. Normally, this is not required unless your
indexes are not up-to-date or corrupted.

¢ Double click “Re-build database indexes”, all the indexes will be re-built in a matter of sec-
onds.
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BACKUP/RESTORE DATABASE FILES

ackup/Restore Databases

Click the 'Backup Databaze' option if you want to backup the current
databasze into 5 compressed file, or click the 'Restare Database' option
if you weant to restore and overwrite the current databasze with the
previous backup file.

Pathi- Iu::iprogram file s \founderdigipsypuctound

o ElackupDatabaS « Backup Photo
Fi
'f_:re I-::ipr-:gram files'founderdigipayipucfoundbackup\ 20090317 ;. . |

" Restore Database "~ Restore Photo

I =]
puly _Gancel |

This function is to backup existing database to another storage media or restore database from
previous back-uped database into system.

SELECT BACKUP COMMAND RADIO BUTTON
If you are using ARJ command, your command will be similar to below:

arj a -va -i2 -y a:\DiGiPAY sample\*.dbf Substitute the sample
directory with actual di-

rectory name. You will
) . o find the actual directory
If you are using ARJ command, your command will be similar to below: being displayed inside

arj x -va -y a:\DiGiPAY sample\*.dbf the Path heading.

SELECT RESTORE COMMAND RADIO BUTTON
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DAY TYPE

- | Day Type El@”

Plesse specify the special key words of your choice for the day type

defintion:-
Wilferking Hour 0T
The normal working day is (8. Mondzy) : WORKDAY x| 15 3:

The non-working offday is (eg. Saturday) OFFDAY x| 15 3: x| 20 3:
The non-working restday is (eg. Sundeay) RESTOAY x[ 15 E; x [ 20 E:
The non-working halicay is (29, Mew Year] HOLIDAY % | 20 3: x| 30 3:

E=l sy

This function is to specify the keywords that represent the day type for each day of the week. We
recommend you to maintain the default system setting.

1. Double click “Day type” and specify the keyword that represent the day type for :-
* Normal Working Day (system default setting - WORKDAY)
* Non-working Holiday (system default setting - HOLIDAY)
* Other non-working Days (system default setting - RESTDAY or OFFDAY)

2. Click “Close” to confirm day type keyword.
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LEAVE TYPE

Leave Type

Please specify the special key waords of your choice for the leave type

deintior-
Ertitsst anrus) e o yesrs of ssrvics AHHAL
Entitlec sick leave upon years of service [weoical
Hospitalisatian leave canform to labour law HOSPITAL
Meterrity leave provided for female staft MATERNITY
Misc. lsave (8. paternity lsave given) [patermTy
[P  isc. leave (g, ad hac emergency leave) EEE
2.6 Holiclay leave for public holiday [ooay
Na pay sbsert leave taken by staff ABSENT

This function is to specify the type of leave allowed in the system. A total of 8 leave types are made
available for your convenience. Feel free to change the default description.

1. Double click “Leave type” and specify the leave type that is implemented by your company.
2. Click “Close” to confirm leave type keyword.
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ALLOWANCE/DEDUCTION CODE
Setting up of both allowances and deductions are similar. In order to cut the explanation short,
information presented below is also applicable to deduction.

ALLOWANCE CODE

= (5) Allowance Code MEAL ALLOWANCE

Listing  Aliowance & | Speciss |

Figure
2.7

Al ance MEAL ALLOWIANCE

Standard Rate 300

B (5) Allowance Code MEAL ALLOWANCE (- [B]x]
Listing | Allowance  Specials |

Gvertime pay for OT hours exceeded mit:- OVERTIME APREARS
Reimbursemert for urtaken annual leave:- UMATTENDED AMMUL +

Figure
2.8

You can use this function to define your allowances. You can define unlimited numbers of allow-
ances (constrained by hard disk size).

1. Double click “Allowance Code”

2. Use the viewing toolbar & editing toolbar to work with its content.

3. Assign the standard rate, if applicable.

3. Click “Listing” to view the available allowances.
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NATIONALITY/ETHNIC/RELIGION/EDUCATION

Setting up of nationality, ethnic, religion and education are similar. In order to cut the explanation
short, information presented below is also applicable to other settings.

NATIONALITY

o | (3) Nationality Code MALAYSIAN

Listing ~ Mationality |

Mationzlity IMALAYS\AN Courtry Code |y

Employess NOT belong to this Mationailt
PUC1 005 ‘PETER WHONG WEN HHOMNG KOG ;I

PUCIO0
PUC1O02
PUCIO03
PUC1O04
PUCIO0S
PUC1D0G
PUCID0O7

[CHOME LEE LEE
DANINN FOG
VLISNITA BT MOHD

ICHO CHEE Wl

IMOHAMMAD BN A5L LI

|AMDREW MG WEI HO

E B

You can use this function to define a list of nationality for your employees. You can define unlim-
ited numbers of nationality (constrained by hard disk size).

1. Double click “Nationality”.

2. Use the viewing toolbar & editing toolbar to work with its content.

3. You may also view and assign the employees to this nationality, during data entry.
4. Click “Listing” to view the available allowances.
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POSITION/BRANCH/DEPARTMENT/COST CENTER/
JOB GRADE/CATEGORY

Setting up of position, branch, department, cost center, job grade and category are similar. In
order to cut the explanation short, information presented below is also applicable to other set-
tings.

POSITION

- | (8) Position Code ACCOUNTS CLERK

Listing ~ Posttion l

Position ACCOUNTS CLERK

Employees belong to this Postion Emplovees MOT belong to this Postion

PUC10M |TAN MEI MEI J PUCIO0Z  |CHONG LEE LEE ACCOUNTS EKECUT\VEJ
PUCTOO0T  [D&AYSNN FOC SECRETARY

PUCTO04  [YUSKITA BT MOHD ITE EDITOR

FUCTO0S  [CHOW CHEE WiEl FROGARRER:

J PUCTIONE  [MOHAMMAD BN &BISOFTWARE EMNGINEER

PUCTIOOT  [ANDREW NG WEI HOSALES MANAGER
PUCIO0E  [PETER WWOMG WWEN HEOFTWARE ENGINEER

Figure
210

| El

You can use this function to define a list of positions for your employees. You can define unlimited
numbers of position (constrained by hard disk size).

1. Double click “Position”.

2. Use the viewing toolbar & editing toolbar to work with its content.

3. You may also view and assign the employees to this position, during data entry.
4. Click “Listing” to view the available allowances.
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BRANCH ADDRESS BOOK

B (3) Address Book

Listing Address Code | |

Address Code  [1ypR

Name | MavBNK BERHAD

Branch/Flace ITPM - BUKIT JALIL

Address LOT &1 & G2, Ground Floor, Suppart Servece :I
Building, Technolagy Park Malaysia, 57000 Bukit
Jalil, Kuala Lumpur =

Fhane Na 8995 1083 Faxho. |s596 1073
Ref. Ha. 514413400679 Bihitd #

Belongs to e  Tax  Tabung Haj
" EPF " Zakat " Baitumal
" socso " AsB  Bank

This function is used to specify banks and statutory bodies related information. You can define
unlimited numbers of branch addresses (constrained by hard disk size).

. Double click “Branch Address Book”.

. Use the viewing toolbar & editing toolbar to work with its content.

. You will need to assign each address code to a specialised body.

. For statutory bodies, Ref. No. will refer to company reference number for the said body.

. For banks, Ref. No. will refer to company bank account number, while BNM # will refer to Bank
Negara Malaysia No.

. Click “Listing” to view the available allowances.

O s wWwN R
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EARNINGS SUBJECT TO STATUTORY

- | Earnings Subject to Sta

EPF ISOCSO l TAKX I HRDF l Overtime 1

v Subject to FPF cortribution: > noT subject to EPF contribution:
[Day Type] = -]
WWORKDAY [Leave Type]
MEDICAL
[Leave Type] MATERMITY
AMMUAL PATERMITY
HOSPITAL J EMERGERICY
HOLIDAY
[Allovsnce Code] AFZENT
MEAL ALLOWANCE
MILEAGE CLAIM [Allowvance Code]
TRANSPORT ALLOWANCE OWERTIME APREARS
i TERD
[Deduction Coce]
[Decuction Code]
SPORT CLUB
=l STAFF FUND -

Spply Cancel

This function specifies the construction of earnings for statutory deductions’ calculation.

1. Double click “Earning Subject to Statutory”.

2. For each statutory body, assign the earning components that make up for its calculation by
passing the earning components from box on the right into the box on the left.

3. Click “Listing” to view the available allowances.
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CHAPTER 3

EMPLOYEE MASTER

- | Employee Master

Select one of the followving options: -

Employes particulars J
RosterlLeave managsment

Loan management

Tax schedule PCEICP3E

Tax return CPEA (EL Form)

Tax CP159 J Receipts

Close

A click on the people icon will activate this function. It consists of the following
topics as shown in Figure 3.1.

This chapter emphasizes on Employee Particulars. The other five topics are
covered in Chapter 4 & 5.

The function of Employee Particulars is to store the necessary payroll informa-
tion of your staff. It also displays your staff’'s photograph.
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There are four things you can do here.

1. Add a new staff.

2. Attach or change photograph of a particular staff.
3. Change staff information.

4. Remove a staff or photograph.

TO ADD A NEW STAFF

* Use Add Record button on the viewing toolbar to add a record.
* To save, click on the Save Record button on the editing toolbar.

TO ATTACH /REMOVE PHOTOGRAPH

Use Edit Record button on the viewing toolbar to start this process.

Click on the box with an up arrow and assign the scanned photo (JPEG, BMP, etc). The photo-

graph will be displayed immediately.

* To change a photograph, you must first remove the current photograph by clicking on the box
with down arrow and then attach a new photograph.

* To confirm the changes, click on the Save Record button on the editing toolbar.
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TO CHANGE STAFF INFORMATION

PUC100;

MOHAMMAD BIN ABU

Usting {Berlers | Referennes | Eamings | Summaries | Miscetancous |

Accessed IV cministrator oy

Emp. No PLCID0E *
Emp. Name: MOHAMMAD BIN A8 * Gender MALE hd &3
Martal MARRED =%
Shouse I~ Working
chi=18 yr -

K| S e 2 =|mez ¥ <
Phone No. 6944 5567 Mobile [019-2220189 Netionaity MALAYSIAN b
E-mail mohdg@tounder com.my Ethnic: MALAY A

Religion [wosow ]
11 (new) 710811125113 1C (oK) et
ucation STPM =

Passport 27110580 Exgiry date | 1 1 P—
ear Mo
WPermit Expiry e | 1 Birth Date: Toenert  |am | s

AEEIEE D11, JALAN PUJ S0, TAMAN PUNCAK.
JALIL, 43300 SELANGOR D £, MALAYSIA,

IOHAMMAD BIN ABU

Rethio Submit using 1C
ear Morth Day Hew 04 Phor

Join date 1sm22007 F2 [1 [ 8 Bank A1C Ho. 514413 109341 Bark A - o

Confirm dste 151052007 ¥ EpF 1401223 niial (B2 ® 0
Suspend on 7 ¥ s0cs0 7234257 Cal.5 12 @
Resign tate 1 ¥ T S60507931(2) TAX v «

¥ Zakat 7352678 Rnt|  100.00

W AsB 1003241 [~ From FCB
I~ Rebate

v Tabung Heil 4000412

¥ Batumel 7456789

¥ HRoF
Erployes  Employer
¥ Lewvy o | 12m
Figure scamrn [ [
3.4 Special Tax %

Postion [soFTware EvenEER =]
e [eomemmom <]
Department  [MARKETWGDEFT =]
CostCerter  [mameTHG  v|
Joh Grade [encmeer ]
Category [steee 4]

o

Ol el
e Tiie e Tia Thie Mile
e Jiie e Hiie Tiie Miie Tiie

W

* Use Edit Record button on the viewing toolbar to start this process.
* Make the necessary changes on the staff information.
* To confirm the changes, click on the Save Record button on the editing toolbar.
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TO REMOVE A STAFF

* Use Delete Record button on the viewing toolbar.
* When prompted, click on Yes button to confirm deletion.

PAYROLL POLICY

(8). Employee Particulars PUC100

OHAMMAD BIN ABU EEE

Listing ‘ Particulars I References | Summaries I Miscellaneous I

Basic Rate 3200.00 Leaves-

Salary mode  [woNTHLY | #by [crEQUE -] AnmuAL
MEDICAL

Payrol cut-off day for mid/end marth = 1T 31 = fospraL

Overtine cut-oft day for the manth = MATERNIT'Y
PATERMITY

Daily rate is morthly basic divided by [OFFER DAY w|% EMERGENCY
HOLIDAY
Leave rate is manthly basic divided b -]
Iy 'y |OFFER DAY el

Mormal working hours per day =

Qvertime work is mutiplied by:-

llpswances - Fate  Par
TRANSPORT ALLOWA ¥ || 150.00

IRk Rl

2

Lde )b de]«de
Ll lede )l

forking Hour or ecluctions:- Raz Per
WWORKDAY M= 1.[sPoRT cLUB - 1.00 =
OFFDAY. x[ 5= %[ 20 2.[STAFF FUND > 100 =
RESTDAY «[155] [ 203 : - =
HOLDAY, 79 [0 . % %
Limit morthly basic for OT [ [ 53 -
Overwrte- Daly Rate  Houly Rate Leave Rate 7 = =
8 - ~

In order to process for payroll, it is necessary to define the payroll policy. In DiGiPAY, payroll policy
is defined on page 3 of Employee Particulars.

* Define the information as per the payroll remuneration package offered to each of the em-
ployee.

* After Edit Record button of the viewing toolbar is clicked, compulsory item will be shown with
an asterisk (*).

* For allowances and deductions, a total of defer 8 codes are available. In the Per column, there
are 7 choices: unit, month, mid/end, mid only, day and overtime. Unit will activate unit x rate
calculation. Month will activate payment of rate in End Month. Mid/end will activate payment
of rate in both Mid and End Month. Mid only will activate payment of rate in Mid Monthly only.
User will trigger the calculation based on an external function with the same name as per the
code. Day will use total working days in attendance sheet as units, whereas overtime will use
number of hours in attendance sheet as units.
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* For leave, as monthly rated staff, the first 7 types of leave is included as part of the salary.
Thus, they are checked to show its inclusion in the salary. For daily rated staff and hourly rated
staff, these leaves will not be checked to calculate their payments.

RESIGNATION

When an employee resigned, all you need to do is to update his/her resignation date and last date
on the job into Employee Particulars.

Execute the payroll process as usual and his/her payroll will be calculated with the resignation
date taken into consideration.

PAYROLL SUMMARY & MISCELLANEOUS

Listing ] Particulars } References } Earrings Sy_mng?”g?j‘ Misoelanaous }

Summary for the year:- [ 2008 =

ear | Morth | Journal | Basicwork [Overtime worl Leave taken | Alowance | Bonus | GROSS EARNING [ Desuction [R]
2008 Noverber  END-MONTH 320000 5,200.00
2005 December | ENC-MONTH  5.200.00 520000

Total 6,400.00 6,400.00

[ TTTTTTTTe
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EH (8) Employee Particulars

Listing ‘ Particulars I References ‘ Earnings 1 Summaries  Miscelaneous

PUC1006 : MOHAMMAD BIN ABLJ

—spouse
Name
Address

[
Tax No.

Branch

Basic Rate

/fDa‘E
[z —
i

Employer

Present Employer

[rusnita Bt Rosei

O, JALAN L 9610, TANAN PUNCAK
JALIL, 43300 SELANGOR D E, MALAYSIA

731025-14-5244

E

Figure
3.7

In addition to personal information and payroll policy, Employee Particulars also provides a page
to view the payroll summary and a page to update other necessary information for statutory pur-

pose.
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CHAPTER 4

PAYROLL OPERATIONS

This chapter covers the simple procedures to run the DiGiPAY. Follow the steps
below for the most efficient operations.

CASSUMPTION: System configurations and employee particulars have been setup.)

ACTIVATE DiGiPAY PROGRAM

¢ Click on the Start Menu bar and choose PROGRAMS.
* Double click on DiGiPAY.

* Double click the DiGiPAY icon on the desktop.

WHAT’S NEXT?

Loan Repayment Entry, Tax Schedule Entry, Advance Payment Entry, Leave Tak-
en Entry and Attendance Sheet are optional modules provided in the DiGiPAY
program. The purpose of incorporating these modules is to ease the operation
work needed to conduct the monthly payroll processing. The following pages
will show you how to utilize these modules.
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LOAN REPAYMENT ENTRY

R LOAN ]
Lising  LoanRepayment I

Loan  [carLoaN Date 011172008 LoanRM [ 500000

Emp. No. [pUC1007 | AnDRER NG WE HoMG

Repaymert schedule: -

Vear [Morth|  Jounal | Schedued [Skipped|  Pad | MID Remark

2008 1 END-MONTH 400.00

2008 12 END-MONTH 40000 400.00

2009 1 END-MONTH 400001 Figure
2009 2 END-MONTH 400001

2008 3 END-MONTH 400,001 41
2009 4 END-MONTH 40000

2009 5 END-MONTH 40000

2008 & END-MONTH 400001

2008 7 EMD-MONTH 40000

2009 8 END-MONTH 400001

2009 3 END-MONTH 40000

2008 10 END-MONTH 400001

2009 1 END-MONTH 200001

Total [ 50000

40000 | 400.00 Balance [ 4 200 00

Loan repayment allows you to specify deductions that will be effective for selective months. It is
useful for short-term loan, for example festival advance.

This function is available in Employee Master.

. Click on the icon .
. Double click “Loan Management”.

FNEANNEIN

date and total amount.

o1

. To add record, click on the Add Record button on the viewing toolbar.
. Assign a unique loan code for each loan taken by each employee. Update with the loan taken

. To simplify the loan payment schedule, look for Generate button on the editing toolbar. Click

on it and you will be presented with a simple tool for schedule generation. Complete the data

entry.

. To confirm changes, click on Save Record button.
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TAX SCHEDULE ENTRY

B (1) Tax Schedule 2008 FEx
Listing  FPCH I CP3E I
vear 2008

Emp Mo, | Emp. Nams Submit using I | January | February | March April May June ddy [ August |
[s[PLICT006 MOHAMMAD BIN ABL 710811125113 25.00 25.00 25.00 25.00 2500 2500 2500 2500
[ |pucioos CHOWY CHEE WEI 720816-14-5217 26.00 26.00 26.00 26.00 2600 2600 2600 2600
[ |puctoor ANDREVY NG WEI HONG B30617-14-5319 6300 63.00 63.00 63.00 63.00 63.00 6300 6300
| |Fuctone PETER WONG VWEN HOM HES54213171 56.00 56.00 56.00 56.00 56.00 56.00 5600 56.00

Figure
4.2

Upon approval by income tax authority, some employees would be granted permission to pay the
monthly tax based on a fixed schedule by the body. There are two types of fixed schedule, PCB
and CP38. PCB is deducted based on current month income, whereas CP38 is deducted based
on last year income.

This function is available in Employee Master.

1. Click on the icon .

2. Double click “Tax Schedule PCB/CP38”.

3. To add record, click on the Add Record button on the viewing toolbar.

4. As the records are stored in a yearly basis, you must assign the specific year before updating
the employee list at the bottom.

5. To confirm changes, click on Save Record button.
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ADVANCE PAYMENT ENTRY

B (1) Advance BATCH1 [ (=113}
Listing ﬁ'Aa'v'aﬁééj}
Descrigtion  [BATCHI 2006 = [ovember | [EnD-MONTH ~]
Emp.hio. | Emp. Name [ Branch | Department [Salary mode| BasicRete | mdvance
[¥Puciooe MOHAMMAD BIN ABL SERI KEMBANG, MARKETING DEPT _ MONTHLY. 320000 200.00
L Figure
[ 4.3

Advance payment refers to salary payment paid prior to month-end payroll processing. Thus, dur-
ing month-end payroll processing, this amount will be deducted from the monthly salary.

This function is available in Payroll Transactions.

. Click on the icon .

. Double click “Advance”.

. To add record, click on the Add Record button on the viewing toolbar.

. Assign a unique batch description, its payment year and month, before updating the employee
list at the bottom.

. To confirm changes, click on Save Record button.

BWN R

ol
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LEAVE TAKEN ENTRY

B (B) Roster/Leave Management PUCT006 : MOHAMMAD BIN ABU [ =1
Listing ~ Taken IBa\ance}
Join date Resign date
Emp. Mo, [Puctons [MOHEMMAD BN 4B [15m2ez007
2008 = Jan | Feb | Mar | Apr | Ma Jun Jul AL Sep Mov | Dec
(o=l o | e | o | o on | o | i | s [T s | o
Sunday Monday Tuesday Wednesday Thursdlay Friday Salurday e
T ] E [
HOLIDAY HOLIDAY MEDICAL
5 5 7 8 a [0 i
HOSFITAL
iH = @ [H i 7 T
MATERMITY
] [z0 21 2z E5) [ [5
Figure PATERNITY
E 4 7 | & e 51
d HOLIDAY EMERGENCY
HOLDAY
ABSENT
By
DayType  [womioav [oFFoay  [RESTDAY | [HoLpav

By utilizing the leave taken entry, leave taken will be updated into payroll journal and ease the
calculation of leave payment/deduction.

This function is available in Employee Master.

. Click on the icon .

1

2. Double click “Roster/Leave Management”.

3. Use the listing page to look for the employee.

4. To update leave taken, go to page and click on Edit Record button on the viewing toolbar.

5. Change the year accordingly and click on the month of leave taken.

6. To add in new leave taken, click on the leave type needed. The mouse pointer will change to a
hand pointing to the leave type. Click and drag the mouse pointer to the day on leave.

7. By default, the leave taken will be 1 day. To change the leave taken or to add a remark line,

double click on the day on leave and make the necessary adjustment.
8. To confirm changes, click on Save Record button.
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ATTENDANCE SHEET

Listing 1

(1) Daily Attendance

Emp. No. [puciony

| mmDREM NG WE HONG

: ANDREW NG WEI HONG

EBX

Date | DayType | In |Bresk[Resum{ Out | OT |Done | Day | Work [Overtime] Shot | LeaveType | Day | Badge Jschd  «

»|01711/2008 |CFFDAY
[Jo2st122008 oFFDAY
[ [o3ri12008 wioRKDAY 0500 1800 1000 800
7DQN1J’2DDB WHORKDAY  09:00 18:00 1.000 8.00
[ |osr172008 woRKDaY  og00 1600 1000 800
[ [oer12008 woRKDaY om0 16100 19000 21:00 1000 GO0 200

071112008 WORKDAY  09:00 1600 1900 2100 1000 GO0 200 .
[Joss12008 oFFDAY Figure
[Josst1/2008 oFFDAY 4.5
[[10s1172008 wiorKDaY 0300 1800 1900 2100 1000 800 200
[ 111112008 wioRKDAY 0z 1800 1900 200 1000 80D 200
711”".{'25[@ WHORKDAY  09:00 1800 1900 21:00 1.000 8.00 200
[ [1371172008 woRKDay  0g00 16100 19000 21:00 1000 GO0 200
[ [1an1.2008 worKoay om0 1600 1900 2100 1000 GO0 200

15112008 |CFFDAY
[J16r1.2008 |oFFDAY .
L [

Attendance sheet is available to help customers with DiGiTime/TCMS V2 program to speed up the
payroll calculation process. Data will be posted from DiGiTime/TCMS V2 into this screen.

This function is available in Payroll Transactions. This function can also be utilized as a data entry

screen.

[N

. Click

N

on the icon

. Double click “Daily Attendance”.

3. Use listing page to look for the employee. If he/she is not available, add a record for him/her

by clicking the Add Record button on the viewing toolbar.

4. Update the attendance record as shown in his/her attendance sheet.
5. To confirm changes, click on Save Record button.
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CREATE JOURNAL ENTRY

There are three types of journal, namely Mid-month, End-month and Deferred Pay. To create jour-
nal entry, you need to double click on the journal you plan to process.

If you had defined in Payroll Settings to automatically generate the journal records, the records
will be created immediately. If generation is not automated, click on the Generate Record button
on the viewing toolbar to start the process.

The generation process will retrieve its data from Employee
Particulars, Loan Repayment Entry, Tax Schedule Entry, Ad- I you make any changes
vance Payment Entry, Leave Taken Entry and Attendance to any data after the gen-
Sheet to create the unit payable/deduct. Once the genera- eration, the journal will

tion is done, payroll calculation will take place. NOT be updated with the
changes. You must run the

. . . calculate function in the
After the journal is calculated, you may make additional journal.

changes to the journal such as ad-hoc allowances, deduc-
tions and overtime.

In Payroll Settings, it is stated that there are three types of payroll journal calculation mode, they
are:

* Calculate instantly

* Calculate when save

 Calculate on demand

By setting payroll journal calculation mode to “Calculate instantly”, payroll calculation will be car-
ried out during generation and changes on the journal contents. Setting to “Calculate when save”
will allow calculation to be carried out during generation and saving record. By setting payroll
journal calculation mode to “Calculate on demand”, you must click on the Calculate button on the
viewing toolbar in order to carry out the calculation process.
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In the next three pages, the 6 pages of the journal are presented.

Listing

PUC1007

NDREW NG WEI HONG

Calculate instantly

Emp. Mo, [pUCto07

warkioT
WORKDAY
o1
OFFDAY
L o1
RESTDAY
oT
HOLID&Y
L o1

| [aNCREN NG WEIHONG

leaves

Dy sHour
23.000

DayrHour Rate
1400

INANNE

Ogoo Of

2008 =] |December | [EnD-mon <]

| allowances | decuctions | repaymerts

BasicRats  Salary mode o EPF sDCSD TAK

[ 4po000 [wormHLy = 400000 o
OT Rate

A qezs & %[ 1m0 = apzes L L
R T = A o o
#1923 A 200 B o o o
# [ 45385 L R B H o o
A 1em A zm = o o o
#[ qszes |t 2o B N o o
#| 1a23 | sm B o o™

14.00

Subject to avertime

SUMIMEHY
-
x
-
-
o .
igure
d f.s
-
-
.

(B) End-month Payroll

Listing  Journal ‘

NDREW NG WEI HONG

Calculate instantly

Emp.No.  [pLctooT
WorkioT

Leave Type
ANNUAL

MEDICAL
HOSPITAL
MATERKITY
PATERMITY
EMERGENCY
HOLIDAY

ABSENT

| [AMDREW NG WE HONG

—
—
—
—
—
—
[ 1000
—

2008 ] [December _~| [EnD-mon <]

allowsances I deductions ‘ repayments

Day Rate emaunt EPF SOCSO TAX
T @ [ F F F
X ’— ’— In r r
x [ F F
T o o o
T i
X ’— ’— In r r
x [ rF
T [ o o o

SUmmary

HROF o7
-
"
N
Jui Figure
- 4.7
-
-
5
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B (B) End-month Payroll

Listing  Journal ]

PLIC1007 : ANDREW NG WEI HONG
Calculate instantly

Emp. No.  [puct 007
warkioT ]

Hlawance

MLEAGE CLAM ¥

Figure
4.8

| [enoREM NG WE HONG

2008 =] [December | [Enpon =]

leaves allovvances I desuctions }

repayments

EPF 50050 T

L I i i R B B

r

T i Y T i

O O O O o o o

summary

HROF
r

L I i i R B B

g
g

OO OooooD

B (B) End-month Payroll

Listing  Journal ‘

PUC1007 : ANDREW NG WEI HONG
Calculate instantly

Emp.ho.  [PLc1007
workioT ]
Deduction
SPORT CLLB 2
STAFF FLND -
Figure -
4.9

v [AnDREW NG wE HONG

2008 =] [December +| [END-MON =]

leaves deductions ‘

allowances

EPF 30080

-

I i i i B B |

r

o o o o oo a

e

-

O oo ooo g

summary

x
]
E

O oo oooo o

O O O o o o o os
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Listing  Journal I

B (8) End-monih Payroll

PUC1007 : ANDREW
Calculate instantly

NG WEI HONG

Emp.No.  [puCto0?
workioT

Loan

| [anDREr NG wEIHONG

leaves

[camioan
—
—
E—

I allowances

2008 =] [December | [Enp-mon <]

I decuctions

Pmourt

oo
—
—
—

40000

repayments

summary

Listing  Journal ‘

PUC1007 : ANDREW

Calculate instantly

NG WEI HONG

Emp. N [PLCTO0T
workioT
Basic work
Overlime work
Leave token

Alowsnce
Bonus:

GROSS EARNING

LESS DEDLICTION

HET PAY

x| [ enpREW NG WE HOnG

leaves

2008 = [December +| [Enpomon =]

} sllowances ] deductions ‘ repaymerts
4,000.00 Deduction : 15.00
40383 Repayment 40000
Advance
10200 Wid-marith R
: EFF 400000 44000
S0CS0 440383 1475
AR 440400 e 7m0
s CP38
Rebate
Zakat
450383 Levy —
983 1
Emplover EFF 450.00
3,520.08 40353 SOCS0 5165
HRDF 0.00 Lewy 0.00

summary
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BONUS

B (1) Bonus OFFICE
Listing  {Bonis ‘
Descrigion [ OFFICE 2008 =] [rovemer =] [END-MoNTH |
Calculate bonus ta: deduction base onincome of | THIS-MONTH ]

Ema. No. | Emp. hame [ Branch | Departmert  |Salary moce] BasicRats [x Morth|  Borus Loan
[s[Puctont TAN WE| WEI SER| KEMBANG, ACCOLNT DEPT _ MONTHLY 200000 150 3,00000
[Jpuctonz CHONG LEE LEE SER| KEMBANG, FINANCIAL DEPT  MONTHLY 250000 150 375000
|| PUCTO03 DAWINN FOO SERI KEMBANG, FINANCIAL DEPT MAONTHL Y 2,30000 150 3,450.00
[|puctons USNITA BT MOHD SER) KEMBLANG: MARKETING DEFT  MONTHL ¢ 220000 150 330000
[Jpuctons CHOW CHEE WEI SER| KEMBANG, MARKETING DEPT  MONTHL Y 300000 150 450000
[ [puctons MOHAMMAD BIN ABLI SER! KEMBANG, MARKETING DEPT  MONTHLY 320000 150 450000
[ [puctaor ANDREW NG WE HONG SER) KEMBLANG, MARKETING DEFT  MONTHL ¢ 400000 150 600000
[Jpuctons PETER WONG WENHONG | SER| KEMBIANG: MARKETING DEPT  MONTHLY 380000 150 570000

1. Click on the icon

2. Double click “Bonus”.

3. To add record, click on the Add Record button on the viewing toolbar.

4. Assign a unique batch description, its payment year and month. Set the payment to either
combine with End-month payment or separately.

5. For tax calculation, you have a choice of This-Month, Last-Month and Last December.

6. You can update the bonus records manually. You may also use the Generate Record button on
the editing toolbar to reduce the data entry.

7. To confirm changes, click on Save Record button.
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REPORT PRINTING

g_Re port Generation

Select one of the following options: -

MICHTHLY PAYROLL -
Payslip j
Pay Sheet
Pay Chegue
Coinage Analysis
Bank Order

BAME AUTO-PAY SYSTEM
BCH Autopay Dowenload
HLBE Autopay Dovenlozd
WMBE Autopey Dowenloac
BB Autopay Dowenload LI

Select |

Close |

, @ Report Generation pop up screen will be displayed as shown in Figure 4.13.

Click icon -

All the reports available will be listed. Click on the report you want. You may shortlist your report
with selected group of employees. You may also change the sorting order based on selected

grouping. The groupings available are Employee No., Branch Code, Department Code, Cost Center
Code, Job Grade Code and Category Code.

* TO PRINT ON HARD COPY - Click “Print” button to have a hardcopy printed.
* TO VIEW ON SCREEN - Click “Preview” button for an on-screen view only
* TO QUIT FROM REPORT - Click “Cancel” button to quit from report.
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BANK AUTO-PAY SYSTEM

Bank auto-pay system is provided by some of the banks in Malaysia in order to allow the salary
transfer to be done electronically. Currently, WinCom DiGiPAY program provides the interface for
a total of five different bank auto-pay systems.

The banks available are Bumiputra Commerce Bank (BCB), Hong Leong Bank Berhad (HLBB),
Maybank (MBB), Public Bank Berhad (PBB) and RHB. Additional banks will be included should
there is a demand for it.

This function is available in Report Generation.

FULFILLING STATUTORY REQUIREMENTS
The monthly contribution reports are available for EPF, SOCSO, income tax, ASB, Baitulmal,
Tabung Haji and Tabung Zakat.

In line with Malaysia government’s E-Government initiative, disk submission is included for EPF,
SOCSO and Income Tax.

This function is available in Report Generation.

BACKUP
It is important to make backup of existing database to prevent lost of data for future reference.

This function is available in System Configuration.
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PAYROLL CLOSING

- | Payroll Closing

Make sure you have completed all the necessary payroll processings,
and make a backup of the detabase files before this payroll closing
hecause this routine is not reversible.

Current payroll period to be closed:- 2008 3: Decembar »

During the payroll closing, the system wilk-

update periodic varishles en. leave, loan etc
move current journals to history files
automatic renewsl of leave enttlemerts

auvance payroll period to following morth

ooooo

archive resigned employees (year-end only)

Please type the numeric of the abowe month to confirm closing 12

Cancel

Once you have completed the Monthly Payroll Operation, you are already at the last step of the
Payroll Operation - Payroll Closing.

This function is available in Payroll Transactions. It will transfer all journals to the history files and
move the date indicator at the toolbar to the next month pay period. Once it is completed, you are
ready for the next month payroll process.

. Click on the icon

. Double click “Payroll Closing”.

. Type in the numeric of the month to confirm the payroll closing.

. Once the numeric is entered correctly and Enter key is pressed, the Apply button will be acti-
vated.

5. Click on Apply button to proceed.

AN PR

Remember to backup BEFORE payroll closing and not after.
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TO SHUTDOWN FROM DiGiPAY

1. Click icon to exit from DiGiPAY.

2. At login screen, click “Shutdown” button.

CONGRATULATION!
You have successfully completed the settings process of DiGiPAY.
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CHAPTER 5

OTHERS

LEAVE ENTITLEMENT SETTING

B (8) Roster/Leave Management PUC1007 : ANDREW NG WEI HONG Figure
5.1

Listing ‘ Taken fBelance I

Join dete Resign dte
Emp.No.  [puctoor | ancRE MG WE Hone |onaooe
Leave Type BF + Enfed - ¥TD - MID = Belance Automatic annual ertillemert:-

ANNUAL 15000 | 1eo00 | 1ao00 15.000 it

& anniversary of serviced

MEDICAL 14.000 14.000  Calendar with new join prorata
HOSPITAL 45.000 45,000 " Calendar without new join prorata

(st year anniversary than calendar

MATERNITY —
ESEmY Towoieriond  domvm S5
EMERGENCY T [ w<[2 - Ju [ie
HOLDAY T [2w<[s = iz [1s

ABSENT [5 wefio = [ [1s

Fortett annual leayvs It shsertasism excests 10 % Max. Untaken annual leave can be reimbursect [ 5 0n
Untaken annual leave alov to CF to next year: |15 No. of urtaken leave to e paid &= slowance: [ 000

This function is available in Employee Master. It is made available to run and
setup the leave entitlement and taken.

You are required to specify each employee’s leave entitlement calculation
method based on length of service.

Leave entitlement is calculated during Payroll Closing. You may also use the
Generate button on the viewing toolbar to execute the leave entitlement proc-

€ess.

1. Click on the icon

2. Double click “Roster/Leave Management”.
3. Use the listing page to look for the employee.
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4. To configure the leave entitlement calculation method, go to Balance page and click on Edit
Record button on the viewing toolbar.

5. In the Automatic annual entitlement column, there are five choices. Namely: not applicable,
anniversaries of serviced, calendar with new join prorata, calendar without new join prorata
and 1st year anniversary than calendar.

ANNIVERSARY

Leave entitlement is calculated upon anniversary of joining.

Calendar with new join prorata

Leave entitlement will be calculated in payroll closing of December and pro rata entitlement
for newly join employee within the year.

Calendar without new join prorata

Leave entitlement will be calculated in payroll closing of December. No pro rata entitlement
will be calculated for newl join employee within the year.

15T ANNIVERSARY THAN CALENDAR
Leave entitlement is calculated 1st year upon anniversary of joining and subsequent year
entitlement will be calculated by the end of December each year.

6. In the Year of Serviced column, enter the year of completed service ranges and the number
of paid annual leave and sick leave eligible.

7. In the Max. Untaken Annual Leave Can Be Reimbursed items; the maximum number of un-
taken annual leave to pay back to the employee is entered. The actual days to pay back in the
next payroll period will be shown in the Number of Untaken Annual Leave To Be Paid As Al-
lowance item after the closing payroll. The allowance code used for the payment is assigned
in Reimburse Allowance item in Allowance Code.

8. In Forfeit annual leave if absenteeism exceeds item, the percentage of forfeiture for annual
leave is specified.

9. In Untaken annual leave allow to C/F to next year item, the maximum number of untaken
annual leave that are allow to carry forward to next year is specified.

10. To change the leave entitlement, change at the left-hand portion.

11. To confirm changes, click on Save Record button.
@ » contenTs



HISTORY FILES

Select one of the following options: -

Fesigned employees J
Create blank journal

Delete history journal

History journal - 2008

Cloze

Click on the icon on the main toolbar. As you can see in Figure 5.2, there are 4 options.

However, only the first 3 options are permanent.

RESIGNED EMPLOYEES
This function is available to maintain the employee particulars for those who had resigned prior
to January this year.

CREATE BLANK JOURNAL
To create new history journal, double click on “Create blank journal” and proceed with the process
as prompted. Once it is completed, a new history journal option will be created in History Files.
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DELETE HISTORY JOURNAL
To delete history journal, double click on “Delete history journal” and proceed as prompted. Once
it is completed, the deleted history journal will be removed from History Files.

YEAR END TAX RETURN
In DiGiPAY, there are two year-end tax return forms, namely: CP8A (EA Form) and CP159.

TAX CP8A (EA FORM)

ER (1) TaxReturn CPBA (EA Form) PUC1006 : MOHAMMAD BIN ABU

Listing }Pana | Pertoc | PatoErs |
MALATEIS
CUKAI PENDAPATAN
PERYATA SARAAN DARPATI PERGGAIAH
BAGI TAHUN BERAKHR 31 DISEMBER . 227%

(CP.BA - Pin. 2005) Penyata Gaji Pekerja swasTa EA

No. Sii Azl 19
451730 2,

Mo, Rujukan Cuksi Pekerja 20000793102

Mo. Majikan E ... Cawangan LHDRM KL

[ BUTIRAN PEKERJA

1. Wama penuh PekerjaPesara HGHAMMAD BIN A8L

2. Javwetan SOFTWARE EMNGIMEER 3. Mo - 0. e PLIC100G

4. Mo, K.P. Baru 5. Mo WP Lama

o 14773
7 ik bskestja tck s setahin, ystskar:
(&) Tarlkh mula bekerja 15mar007

h) Tarikh berherti kerjs

CP8A (EA Form) is printed for each employee for individual yearly income tax submission pur-
pose.

This function is available in Employee Master.

1. Click on the icon
2. Double click “Tax return CP8A”.
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3. To generate the list of active employees, click on Generate button on the viewing toolbar and
generate accordingly.

4. Once generation is completed, review and make sure accumulation is accurate. Make neces-
sary changes by using Edit Record button and save the changes.

5. Click on the Sort button on the viewing toolbar to generate a No. Siri for each employee.

PLUC1006 : MOHAMMAD BIN ABU
E PENDAPATAN PENGGAJIAH, MANFAAT DAH TEMPAT KEDIAMAN
o001 Gaji Kasar upah stau gaji cuti (termasuk gaii lebihmasa) =] 3417600
101 Fee ttermasuk fea pengarah), komisen atau bonus - darl D101T2008 o FA22008 9
102 Tip kasar, perkuisit pensrimasn saguhati stau slaun-slsun tain (Perihsl b =
Cukal Pendapstan yang dibayar oleh Majikan bagi pihak Pekera .. =
Milzi Manfast atau kemuciahan berupa barangan:
103 (&) Kereta (Tarikh sebenar i peruntukkan ... (i) Milzi kereta dan petral .. . =
[Jeniz Tahun izl Jrii Milai pemandu =
104 () Elektrik, air, telefon dan kemudshan lain .. . 9
105 (c) Miksi manfast rumahtanggs:  (*Potong yang tidak berkenaan)
(i) Separuh lengkap dengan perabutipenyaman udaradangsicfermaidani, stau .. . =
(i) Lenokap dengsn perkakas dapur, pinggan manokuk, peralatan, perkakas, stau . . =
(i) Butiran kerasingan : Perabot dan kelengkapan. 9
Perkakas Dapur .. .. =
Hiauran dan Rekreasi =
Figure
5.4
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B (1) TaxReturn CPBA (EA Form) LIC1006 : MOHAMMAD BIN ABU Ex
Listing } CPaA I PartB FatBE!|pan DEFG } < Doubie click on symbol below to sst earnings summary
106 (df) Pembantu rumah dan tukang kebun .. =
(&) Manfaat Tambang Percutian ]
(1) Lain-lain (misalnya makarean dan pakaian) q
003 Milai tempat kediaman (Alamat.... 3 =
107 Bayaran balik dari Kumpulan Vang SimpananPencen yang tidak diluluskan.. =
Pampsan kerana kehilangan pekerjaan <
E PENCEN DAH LIAN-LAIN
007 Pencen ]
010 Anuiti stau Bayaran Berkala |ain =
JUMLAH 34,176.00
B (1) TaxReturn CPBA (EA Form) PUC1006 : MOHAMMAD BIN ABU

Listing I CPEA I PartB I PatBC

JUMLAH POTONGAN
1

< Double ciick on symiacl below to 38t samings summary

Potongen Cuksi Berjadusl (PCH) Tahun Semasa yang diremitkan kepaca LHDMM
2. Arahan Potongan CP 38 P
3. Potongan Zekat yang diremithan kepada Pusst Pungutan Zakat

25.00

[ CARUMAN YANG WAJIB DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG PENICEH ATAU SIMPANAN YANG DILULUSKAN
Nama Kumpuian Wang EPF 50650
Amaun caruman yang wella dibayar (nyalakan behagian pekerja sahals) R 422400 177.00

BUTIRAN PEMBAYARAHN TUNGGAKAN & LAIZ BAGI TAHUN-TAHUN TERDAHULU (SEBELUM TAHUN SEMASA}

Bayaran Bagitahun  Jenis Pendapatan  Jumlsh Bayaran(Rhf) Caruman KWSP(RM)  Patongan Cukai Beradual(PCB) (RAM)

JUMLAH ELAUN / PERKUISIT / PEMBERIAN | MANFAAT YAHG DIKECUALIKAN CUKAI RM=)

Marma and Alamat Majikan PLIC FOUNDER (MSC) BERHAD [ 451734 A ]

MOES & 10 JALAN B 3/2 BANDAR KINRARA 47180 PUCHONG, SELANGOR DARUL EHSAN, MALAYS|A,
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HOW TO ASSIGN ACCUMULATION INTO CP8A (EA FORM)?

001 Gaji Kasarupsh atau

101 Fee ttsrmasuk fze pe

Listing | cpEa PartB |Pan BC | Part DEFG |

UC1006 : MOHAMMAD BIN ABU

E PENDAPATAN PENGGAJIAH, MANFAAT DAH TEMPAT KEDIAMAN

Earnings to be accummulated:

Build Tax CPBA Earning summary [B104]

Earnings MOT to be ac

102 Tip kasar, perkuisit pe

Cukal Pendapatan yal

LIS e
104 (k) Elektric, air, telefor

105 (c) Milai manfast rumd
(i) Separub lengk

(i) Lengkap den

(i) Butiran bera

[&llowwance Code]

[Desduction Code]

il Mantaat atau ke MEAL ALLOVIANCE
MILEAGE CLAIM
103 () Werets (Tarkh e TRANSPORT LLOVWANCE

Gross salary and overtimdeo01 ;l
Commission ar banus E101

[&lowance Code]
OVERTIME APREARS
URATTENDED ANHLA

[Deduction Code]
SPORT CLUB
STAFF FUND

El

Apply

| e |

A 4 4 4

4 4 4

AA4 4 4

34,176.00

As you may have noticed on Page 3 & 4 of CP8A (EA Form), there are a number of triangular placed

in front of the amount box.

Double click on the triangular and below screen will appear. You are allowed to assign the earn-
ings to be accumulated into each tax column.
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TAX CP159 / RECEIPTS

P159 I Receipts

iCP159 wsaraan ] Akuan I
MALAYSIA (C.P.153 - Pin. 2/98)
CUKAI PENDAPATAN

MO Fatl METKAN E ..o v o

PENYATA POTOMGAN CUKAI Dl BAVWAH
KAEDAH CUKAI PENDAPATAN (POTONGAN DARIPADA SARAAN) 1994

Mama Majikan PLC FOUNDER (MSC) BERHAD [ 451734 A Tahun Berakhir 31 Disember : 2007
alamat (Selsin dari &lamat peti Surst) Mo.6, 6 & 10, Jalan BK 372, Bandsr Kinrara, No. Tel 8070 8777
47180 Puch Sek D E, Mal 8070 8877
uchong, Selangor D E, Malaysia . el ¢

Figure ancal
B Lo | _ganca_|

Form CP159 must be submitted by the company to IRB every year.

This function is available in Employee Master.

=

Click on the icon

N

Double click “Tax CP159 / receipts”.

3. To generate the accumulation amount on Saraan page, click on Generate button on the viewing
toolbar.

4. Update the tax receipts numbers and dates on Saraan page.

5. Complete the other pages and clicks on Apply button to save the changes.
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Tax CP159 / Receipts

Januari 34,500.00 30,705.00 3,795.00 3,795.00 3795.00 31901 2008
Februari 23,000.00 20,470.00 170,00 170.00 170.00 28002/2008
Mar 23,000.00 20,470.00 170,00 170.00 170.00 3103/2008
April 23,000.00 20,470.00 170,00 170.00 170.00 30i04/2008
Mei 23,000.00 20,470.00 170,00 170.00 170.00 3105/2008
Jun 23,000.00 2047000 170,00 170.00 170.00 30M06/2008
Julai 23,000.00 2047000 170.00 170.00 170.00 F107/2008
Ogos 23,000.00 2047000 170.00 170.00 170.00 31082008
September 23,000.00 2047000 170.00 170.00 170.00 30M09/2003
Oldoker 23,000.00 2047000 170.00 170.00 170.00 S1A0/2008
Movvember 23,000.00 2047000 170.00 170.00 170.00 30A1/2008
Dizember 23,000.00 2047000 170.00 170.00 170.00 S1A2/2008
Jumlah 287 500.00 25587500 5,665.00 5,665.00 5/665.00 Figure
5.9

% | _ganest_|

Tax CP159 / Receipts

CcP153 1 Saraan  Akual

01/09/2006
1. Tahun kewangan perniagaan berakhir paca :

2. Nombor fail Cukal PEndanatan - OGIDIC © ... CAWANGEAN LHDN: .o

3. Jenis perriagaan

4. Bilangan pekerja pada 31 Disember

AKUAH

ANDREW NG WEI HONG 630617-14-5318
Saya Hombor kad pengenalan

mengaku butir-bLtir dialam penyats inl adatah benar dan lenkapi

MANAGING DIRECTOR
Jawvatan

Cancel
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RUNNING DiGiPAY IN A NETWORK

This part is provided as a guideline for those who are planning to use a single copy of installed
DiGiPAY from a few workstations within the same network. You must assign a particular computer
as a Server.

SERVER SETTING UP A SERVER:

oo i st

DGy
Loy

Dot g Tunsior,

Figure
5.12

1. Install the DiGiPAY software in the Server as usual.
2. Plug in the Network Control Device at the Printer Port.
3. At Desktop, double click My Computer. Look for DiGiPAY directory and double click on it.
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. In DiGiPAY directory, you will find a file called NETCFG.EXE.
. Double click the NETCFG.EXE and the program will execute.
. Click on Yes button to enable the network detection.

. You will hear a beep sound and a new icon will be created at the taskbar.

0o N o o M

. Go back to My Computer. Right click on the DiGiPAY directory. Select Sharing and share the
directory as DiGiPAY.

SETTING UP A WORKSTATION:
1. At Desktop, double click My Network or Network Neighborhood.
2. Look for the Server’'s computer name and double click on it.

3. You will find DiGiPAY directory in it. Right click on it. Select Map Network Drive and set it to
Drive F (You may change it to others).

4. At Desktop, double click My Computer and look for Drive F and double click on it.
5. In Drive F, you will discover DiGiPAY programs.

6. Use the right mouse button to click on the DiGiPAY.EXE and drag it to the Desktop. Release the
mouse button, and a menu will appear.

7. Click Create Shortcut(s) Here.
8. The Shortcut is now created on your desktop.

9. From the Desktop, you may now utilize the shortcut to access the DiGiPAY software through
your network.
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APPENDIX A

FLOW CHART

SETTING-UP

Company Profile

Payroll Setting

Day Type

Leave Type

Allowance

Deduction

Earnings Subject To
Statutories

CONFIGURE CLASSIFICATION
- Nationality

- Ethnic

- Religion

- Education

Branch Address Book

Employee Master

Leave Management
(Optional: Entitlement)

CONFIGURE ORGANIZATION
HIERARCHY

- Branch

- Department

- Cost Center

- Job Grade

- Category

This flow chart shows you how to set up the DiGiPAY software without the use
of Setup Wizard.
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PAYROLL OPERATIONS

Employee Master

- Add new employee

- Update payroll settings
- Update resignation

- Increment

Leave Management
(Optional: Leave Taken)

Loan Management (Optional)

Tax Schedule (Optional)

1]

Advance

Bonus
(Before End-month)

Deferred Pay (After Closing)

Mid-month Processing

Bonus (End-month)

End-month Processing

Bonus (After End-month)

Deferred Pay
(Before Closing)

Reports Printing

Backup

Closing
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APPENDIX B

SAMPLE REPORTS

All sample reports are for reference only. The fonts and layout may deter slight-
ly from the original printouts.

PAYSLIP

Founder JAN 2002 END-MONTH
EMFLOYEE HNO TESTO1 NRIC NO. 670919-05-2163 BASIC/ MONTHLY 4000.00
HAME MOHD. ZUHIR IBRAHIM DEFT NO. ACCOUNT RATE/ HOUR 20.43
EARNING DAY/HR _RM  [LEAVE DAY  RM|ALLOWANCE RM | DEDUCT/STATU EME’YEE EMP’VER| YEAR-TG-DATE RM
Basic work 18.0 4000. 00| SPECIAL RE 250.00 |SPORT CLUB 5.00 Basic work 4000.00
AMAMAH SAHAM 50.00 Overtime
TABUNG HAJT z0.00 Leave taken
TABUNG z0.00 allowances 250.00
STAFF FUND 15.00 Bonus
deductions 110.00
HOLIDAY 2.0 repayments  100.00
EPF 465.00
FESTIVE 100.00 Elelel:-le) 9.75
Levy 10.00
PCB 10.00
CP38
Zakat 100.00
NET PAY 3441.25
BUB-TOTAL 4000.00 SUE’TOTA4 SUE’TOTA4 EFF 469.00 51z.00
BOCEO 2.75 34.15
ANNUAL §.00- 0.00 §.00 TAX 10.00
MEDICATL 14.00- ©0.00 = 14.00 zakat 100.00
HOSPTITAL 4¢6.00- 0.00 46.00 Tevy 10.00 12.00
Pay By:BANE ORDER 222-172-3450/MBB GROSS AMT‘QZSD.DD TOTAL DEDUCT | 808.75 EMP’ VER
EPF 51z.00
EFF: 1401223 SO0CS0: 7234257 TAX: 860507991(Z) socso 34.15
Happy New Year NET AMOUNT 3,441.25 | Levy 12.00
Employee Employsr

@ » contents




PAY SHEET

Founder DiGiPAY 01/04/2002 16:25:52 Page 1
Pay Sheet
JAN 2002 END-MONTH
NET PAY
Enp. No. Bup. Name I/C (new) 1c (old) Passport signature
1 TESTOL  MOHD ZUHIR IBRAHIM 670919-05-2163 27980143 3441.25
2 TEST0Z  KOH CHOON SHYAN 741212-11-8023 A2221123 1161.75
3 TESTOZ  PHANG MEI SIAH 760212-12-1723 1723456 1403.25
4 TESTOS  CHEONG REEN CHEE 770612-11-1134 R7253456 1315.75
5 TEST06  RAGUBATHY AREZELA 780909-08-1234 7132476 1993.25
6 TESTI0  MUHAMAD OTHMAN 770616-04-5712 43357654 3245.25
7 TESTil  JUMIVAH BINTI SATD 650402-04-2864 AD513525 1455.00
8 TESTiZ  IIEW PING SOW 730511-03-3412 1696.00
9 TEST1Z  LAT YEN CHEE 660712-05-6743 6781238 1311.50
5 SUMMARY 17027.00
Founder DiGiFAY 01/04/2002 16:25:52 Page 1
Pay Cheque
JAN 2002 END-MONTH
NET PaY
Erp. No. Emp. Name 1/¢ (new) IC (old) Passport Bank Address Bamk A/C No.
1 TESTLS MOK KONG SEE 751225-05-5171 3451234 MEE 594-353-7872 1073.50
2 TESTZZ AHMAD BIN HUSSAIN 740512-08-8421 1254167 1685.25
3 TESTZ3 LEE KAH YING 740519-05-7142 997.50
4 TEST43 IIM KAH YIN 740103-05-1234 976.50
5 SUMMARY 4738.75
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COINAGE ANALYSIS

Founder DiGiPAY 01/04/2002 16:25:52 Page 1
Coinage Analysis
JAN 2002 END-MONTH

neT Bill Denomination Coin Denomination
Emp.No. Emp. Neme /¢ (new) IC (old) Passport BAY RMIOO RMSO RM10 RMS RMZ RM1 SOsensZ0sensi0sensSsenslsen
1 TEST0S CHEONG KEEN CHEE 770612-11-1134 K7253456 1315.75 13 o 1 1 0 o0 1 10 10
2 TEST06 RAGUBATHY AREZELA 780309-08-1234 7132476 1993.25 19 14 0 1 1 0 10 10
SWANDARANAYAGAM
3 TEST38  BUJANG BIN MOHD  670919-05-5379 719,00 7 o 1 1 2z o 0 o o o o
ZATNUDDIN
3 SUMMARY a0ze.00 39 1T 6 z 3 1 1 z o z o
Total Cash Pay 3
NET PAY : 4028. 00
Amount (RN
RMI00 Denomination as 3500.00
RMSO Denomination 1 50.00
RMID Denomination 6 60.00
RMS Denomination 2 10.00
RMZ Denomination 3 6.00
RMI Denomination 1 1.00
50 Sens Denomination 1 0.50
20 Sens Denomination 2 0.40
10 Sens Denomination 0 0.00
5 Sens Denomination 2 0.10
1 Sens Denomination 0 0.00
40z8.00

BANK ORDER Tounder

£4-208 Leisure Commerce Sguare
9 Jalan BJS 8/9%, 46150 Petaling jaya
gelangor
Date : 28/01/2002

MALAVAN BANKING BERHAD, DAMANSARA TAYA
22 5 23, Jalan 33 24/25

Damensara Java

47400 Petaling Jaya

Dear Sir/Madan
Kindly arrange to transfer the proceed of the enclosed Chemue

(RHB5679212) to the accownts of our staff on 01/02/2002 as deta)led in the
enclosed attachments,

Bank Reference Het

Ho. Ewp.Ho. Eup.Naue HRIC To. Ho. Anount

1 TESTZ0 CHOOI WEI HOONG 750224-14-5567 594-039-3941 1,696.00

2 TEST30 JACQUELINE TEOH 7134267 813-216-2871 796,00
MEI MET

3 TESTS0 JIMNY TEOH WAT 8713420 8415-024-7352123 1,087.00

4 TEST49 KHATRUL ZAMAN - - 372-813-4815 962.00
BIN AZMI

§ TESTIZ LIEW PING 300 730511-03-341Z 531-249-1942 1,696.00
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PAYROLL JOURNAL

Founder DiGiPAY 01/04/2002 16:25:52 Page 1
Payroll Journal
JAN 2002 END-MONTH
Leave GRrosS nET
Emp.No. work/oT Type  Allowance EARNING Deduction Loan/Others  EMP'YEE EMP'YER iy
1 TESTOL WORKDAY 18.0 4000.00 ANNUAL SPECIAL 250.00 4250.00 SPORT  5.00 FESTIVE 100.00 EPF 469.00 512.00 3441.25
NRIC:670919-05-2163 OFFDAY MEDICAT, AMANAH 50.00 50050 5.75 34,15
Gende: E RESTDAY HOSPITAL TABUNG 20.00 Tevy 10.00 12.00
Salary mode:MONTHLY HOLIDAY MATERNITY TABUNG 20.00
Depar tnent :ACCOUNT OWORKDAY PATERNITY STAFE 15.00
oFFDAY EMERGENCY
Basic Rate: 4000.00 RESTDAY HOLIDAY TAX 10.00
RATE/HOU 20.43  HOLIDAY ABSENT Zakat  100.00
TESTOL 4000.00 250.00 4250.00 110,00 210,00 EPF 465.00 512.00 3441.25
MOHD. ZUHIR IBRAHIM 50050 5.75 34,15
Ievy 10.00 12.00
2 TEST0Z WORKDAY 18.0 1650.00 ANNUAL SPECIAL 250.00 1900.00 SPORT  5.00 MORTGAGESD0.00 EPF 209.00 228.00 1161.75
€:741212-11-8023 OFFDAY 1C STAFE 15.00 5050 5.25 32.35
Gender: MALE RESTDAY HOSPITAL Tevy
Salary mode:MONTHLY HOLIDAY MATERNITY
Depar tnent :ACCOUNT OWORKDAY PATERNITY
oFFDAY EMERGENCY
Basic Rate: 1650.00 RESTDAY HOLIDA Tx
RATE/HOU HOLTDAY ABSENT zakat
TESTOZ 1650.00 250.00 1800.00 2000 500.00 EPF 200.00 228.00 1161.75
KOH CHOON SHYAN 50 9.25  32.35
Tevy
Foundsr DiGiPaY 01/04/2002 16:25:52 Pags L
Journal Summary
JAN 2002 END-MONTH
Basic Leave GROSS ENP’ YEE ENP’YER NET
Emp.No. Enp.Name work OT Type Allow. Bonus EARNING Deduct. TAX EPF 50CS0 Levy EPF 5050 Levy PAY
1 TESTOL NOHD. ZUHIR 4000.00 250.00 4750.00  310.00 10.00 468 9.75 10.00 51z 34.15 12.00  3441.25
IBRAHIN
2 TESTOz KOH GHOON  1650.00 250.00 1900.00  520.00 209 9.25 228 32.35 1161.75
B
3 TESTOR PHANG HEI  5000.00 5000.00 5020.00 687.00 880 9.7% 960 32,15 1203.25
STAH
4 TESTOS CHEONG KEEN 1400.00 450.00 1850.00  320.00 205 s.25 228 32.35 1315.75
HEE
5 TESTOs RRGUBATHY  1800.00  200.00 250.00 2250.00  20.00 227 8.78 248 32.15 1993.25
AREZELA
SWANDAR ANAYAGLH
6 TESTi0 mMUHAMAD 3500.00 450.00 sss0.00  255.00 436 975 476 32.15 s245.25
OTHIN
LETD
7 TEST1L JUNITAE 3500.00 250.00 3750.00 1867.25 112 9.75 452 32,15 1459.00
INTI 541D
& TEST1z LIEV PING  3500.00 250.00 3750.00 1567.25 63.00 412  9.75 452 3a.15 1696.00
5
s TEST15 LRI YEN CHEE 2500.00 250.00 2750.00 1124.75 a0 878 332 3a.15 1311.50
10 TEST17 NG VEI HONG  1800.00 650.00 2450.00  999.00 271 296 22,40 1180.00
11 TEST1E NOK KONG SEE 1980.00  220.00 250.00 2450.00 1113.75 9.75 268 32.15 1079.50
1z TESTiS KONG HEE HIN 3500.00 550,00 4150.00 1744.25 113,00 458  9.7% 500 32,15 1824.00
13 TEST20 CHOOI WEI  3500.00 250.00 3750.00 1567.25 63.00 418  9.7% 452 32.15 1696.00
HOONG
14 TESTzz AHNAD BIN __ 1700.00 450.00 2150.00  195.00 250 5.75 260 32.15 1685.25
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EMPLOYEE PERSONAL RECORD

Founder DiGiPAY 01/04/2002 16:25:52 Page 2
Employee Personal Record
Enmp. No. TESTOL Emp. Name : MOHD. ZUHIR IERAHIM
References
Year Month Day
Join date : 01/02/1991 32 3 18 Position : ACCOUNT MANAGER
Confirm date : D1/04/1991 Branch PETALING JAVA
suspend on  :  / / Department ACCOUNT
Resign date :  / J/ Cost Center  : ACCOUNT
Job Grade EXECUTIVE
Category MANAGERTAL-PROFESSIONAL
Ref No. gubmit using I/C
Bank A/C No. : 222-172-3450 Bank Address : MBE Hew
233 : 1401223 Initial : mar ola
s0c80 7234257 cat. : 1 Hew
TAX : 960507991(2) cat. :+ 3RAZ Hew
zakat : 7352678 R : 100.00 Hew
asE : 1003241 Rebate Hew
Tabung Haji : 4000412 Hew
Baitulmal : 7456789 Hew
HEDF Hew
Employee Employer
Levy : 10.00 1z.00

special EBF 3 :

LEAVE TAKEN LIST

Founder DiGLiEAY 01/04/2002 16:25:52 Page 1
Leave Taken List
01/01/2002 -> 31/12/2002

Emp. No. Date Leave Type Day
1 TESTOL 02/01/2002 ANNUAL 1.000
29/01/2002 ABSENT 1.000
01/02/2002 ANNUAL 1.000
02/02/2002 ANNUAL 1.000
05/02/2002 ANNUAL 1.000
MOHD. ZUHIR IBRAHTH Leave Type B/F Entitled YD MTD  Balance
ANNUAL 0.000 6.000 3.000  0.000 5.000
MEDILCAL 14.000 0.000  0.000 14.000
HOSPITAL 46,000 0.000  0.000 46,000
MATERNITY 0.000  0.000
DATERNITY 0.000  0.000
EMERGENCY 0.000  0.000
HOLTDAY 0.000  0.000
ABSENT 1.000 0.000
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LOAN REPAYMENT LIST

Founder DiGibAY 01/04/2002 16:25:52 Page 1

Loan Repayment List

Emp. No. Laan Date Loan BM  Scheduled  Repayment Balance
1 TESTIS  FESTIVE ADV-2001000004 01/12/2001 500.00

1/2002 END-MONTH 100.00 0.00 500.00

2/2002 END-MONTH 100.00 0.00 500.00

3/2002 BND-MONTH 100.00 0.00 500.00

4/2002 END-MONTH 100.00 0.00 500.00

5/2002 END-MONTH 100.00 0.00 500.00

500.00 500.00 0.00 500.00
2 TESTZZ  FESTIVE ADV-2001000005 01/12/2001 500.00

1/2002 END-MONTH 100.00 100.00 400.00

2/2002 END-MONTH 100.00 0.00 400.00

3/2002 END-MONTH 100.00 0.00 400.00

4/2002 END-MONTH 100.00 0.00 400.00

5/2002 END-MONTH 100.00 0.00 400.00

500.00 500.00 100.00 400.00
3 TESTZ7  FESTIVE ADV-2001000006 01/12/2001 500.00

1/2002 END-MONTH 100.00 0.oo s00.00

2/2002 END-MONTH 100.00 0.00 500.00

3/2002 END-MONTH 100.00 0.00 500.00

4/2002 BND-MONTH 100.00 0.00 500.00

5/2002 END-MONTH 100.00 0.00 500.00

500.00 500.00 0.00 500.00
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APPENDIX C

FREQUENTLY ASKED QUESTIONS

Q1. | realized that | had missed out some of the settings during the Setup Wizard session. How
can | update the information?

A. Basically, each step in the Setup Wizard will help you to complete the setting up for a par-
ticular entry. The linkage from Setup Wizard with the DiGiPAY software is shown in the table

below.

SETUP WIZARD INFORMATION LINKTO

Step 1 Company profile System Configuration — Company Profile

Step 2 Payroll settings System Configuration — Payroll Settings
Days working Employee Master — Roster/Leave Management

Step 3 Employee details Employee Master — Employee Particulars

Step 4 Allowance subject to statutory System Configuration — Earnings Subject to Statutories
Employee fixed allowances assignment| Employee Master — Employee Particulars

Q2. | am planning to use loan repayment entry, tax schedule entry, advance payment entry, leave
taken entry and attendance sheet for my monthly transactions. During payroll processing,
how does DiGiPAY software make use of the information?

A. In DiGiPAY software, payroll processing is split to 2 portions. Namely: journal generation and
calculation.

When the journal is accessed, there are 4 additional buttons in the viewing toolbar. The
Generate button is used to execute journal generation, whereas the Calculate button is for
journal calculation.

Journal generation is needed when deferred pay is used. For mid-month or end-month payroll
processing, journal generation is automatically executed when the journal is accessed for the
first time. Once generation is completed, journal calculation will be executed.

Table below is showing the sequence of the journal generation.
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STEPS DESCRIPTION

1 | Based on settings in Employee Particulars, select basic information, daily rate and hourly rate will be
calculated.

2 | From Employee Particulars, select fixed allowances and deductions.

3 | From Attendance Sheet, select actual working days, overtime hours and leave taken. (Optional: Refer
to Payroll Settings)

4 | From Leave Management, select working days of the month and leave taken for the month.

5 | From Advance, select advance payment transaction.

6 | From Bonus, select bonus payment. (Optional: End-month)

7 | From Mid-month journal, select mid-month statutory transaction. (Only during End-month)

8 | From Deferred pay journal, select deferred pay statutory transaction. (Only during End-month, with

deferred pay done after closing)
9 | For new staff and resigning employee, calculate pro rata rate.

Table below is showing the sequence of journal calculation.

STEPS DESCRIPTION

1 | From Employee Particulars, select additional fixed allowances and deductions.
2 | Repeat steps 3 & 4 in journal generation.
3 | Calculate basic wages.
4 | Calculate leave payment.
5 | Calculate allowances payment.
6 | Calculate deductions.
7 | Calculate overtime payment.
8 | Calculate loan repayments.
9 | Calculate EPF contributions.
10 | Calculate SOCSO contributions.
11 | Calculate Zakat contributions. (Optional: Refer to Employee Particulars, References page)
12 | Calculate income tax amount.
13 | Calculate foreign levy. (Optional: Refer to Employee Particulars, References page)
14 | Calculate Human Resource Development Fund contribution base on each employee’s gross income.

Q3. | made payroll adjustment within Employee Particulars. But, when | checked in journal, it was
not updated with the new adjustments. What should | do to update the information?

A. To refresh the journal with new adjustment, it is necessary to execute the journal calculation
process. Click on the Calculate button in the viewing toolbar, select the affected employees
and click Apply button to complete the process.
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Q4. | understand mid-month and end-month. But, why there is an additional deferred pay?

A. In normal practice, salary would be paid either twice a month or once a month. Thus, twice
a month payment will require the use of mid-month journal. However, some payroll transac-
tions, which require management approval such as overtime, commission and claims, may
be delayed due to unforeseen circumstances. As these transactions are needed in statutory
contribution calculations, deferred pay journal is introduced.

In DiGiPAY software, there is a necessary setting for deferred pay behavior stored in Payroll
Settings: “Deferred pay after end-month processing is”. The options available are Before
Closing and After Closing.

If Before Closing is chosen, the sequence of processing will be Mid-month, End-month and
finally Deferred Pay. If After Closing is chosen, the sequence of processing will be Deferred
pay, Mid-month and finally End-month. Failure to follow the sequence of processing will
cause the statutory contributions being calculated wrongly.

To utilize the deferred pay journal, just access the Deferred Pay journal, add or look for the
employee and make the necessary transactions. Save it and click on the Calculate button to
complete it with the journal calculation.

Q5. | need to make bonus payment. What are the options available?

A. Bonus transactions will be paid in one of the 3 methods offered: Before End-month, End-
month or After End-month. By choosing Before end-month or After end-month, bonus trans-
actions will be monitored separately from the monthly salary transactions. Thus, statutory
contributions will be calculated. By choosing End-month, bonus transactions will be added
into End-month journal and statutory contributions will include bonus amount.

For the bonus amount, you may opt to make the bonus transaction entry manually. However,
if the bonus is calculated based on X months of basic, you may make use of the Calculate
button in the Editing toolbar.

As bonus income tax calculation will require a monthly remuneration amount as the start-
ing point, 3 options are available: This-month, Last-month and Last December. By choosing
This-month, current month salary tax remuneration will be used. By choosing Last-month,
last month salary tax remuneration will be used. By choosing Last December, last December
salary tax remuneration will be used.

Q6. | am trying to add a new allowance where it should be included in EPF and income tax cal-
culation. But, | cannot find the necessary setting in Allowance codes. Where can | make the
definition?

A. Go to System Configuration — Earnings Subject to Statutories. For EPF and Tax pages, move
the new allowance from box in the right to the box in the left. If journal processing was done,
run the journal calculation process to refresh the statutory contributions.
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Q7. Every transaction in the DiGiPAY software yields the same amount as my manual calculation.
But, why my manually calculated EPF contributions are higher than the result calculated by
DiGiPAY?

A. This scenario would happen, when multiple journals are in use in the same month. In manual
calculation, it is common that EPF contributions will be calculated separately from each
journal and add up to show the full amount of the month.

DiGiPAY software calculates its statutory amount in a slightly different manner. As journals
must be processed in sequence, the statutory calculation amount will be accumulated in
each journal. Each journal will calculate the EPF contributions based on the total accumu-
lated amount. By deducting the EPF contributions paid in the previous journal(s), the balance
will be the actual EPF contributions payable from the current journal.

In short, DiGiPAY software is using the total accumulated amount for the month to calculate
its statutory contributions.

Q8. | noticed that EPF, SOCSO and income tax are providing diskette submission service and this
is available in the DiGiPAY software. What should | do to make use of this feature?

A. Inorder to utilize this feature, you must request approval from the relevant authority.
For example, lets discuss the procedure to request approval from EPF.
First, you must print the report. You should ask the EPF officer of your submission branch on
the type of report they need for diskette submission.
Second, generate the data into the diskette.
Third, write a letter to the relevant department to request approval for diskette submission.
Finally, send the letter together with the report and diskette to the diskette submission cent-
er.
Once the request is reviewed, EPF officer will send a letter to your company stating the status
of your request. If it was not approved, make the necessary adjustment as suggested in the
report attached and submit the newly-generated diskette and report for second review.
If it was approved, every month EPF officer will send you a diskette. You should generate the
data into the EPF diskette and send it back to EPF diskette submission center together with
the report.

Q9. | noticed there is a zakat contribution in Employee Particulars, References page. How can |
utilize it?

A. Zakat contribution is available to allow Muslim employees to give authorization to the com-
pany to make monthly deduction from his/her salary. The payable amount will be determined
by the employee himself/herself.
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Inland Revenue Department made a provision in its income tax regulation in 2000. The provi-
sion says that Muslim employees who make zakat contribution for the month are entitled to
a rebate of the zakat amount from his/her income tax.

1. Fixed zakat contribution with fixed rebate.
Key in the zakat contribution amount into the RM box. Leave the boxes for From PCB and
Rebate empty.

2. Pay income tax to zakat authority.
Put a tick in the box in front of From PCB. Leave the RM box and Rebate box empty.

3. Zakat is already paid personally, but rebate is requested from the employee to the current
month payroll.
Key in the paid zakat amount into the RM box and put a tick in the box in front of Rebate.
Leave the box for From PCB empty.

Q10. | had downloaded the latest update from the Internet via the Connect to DiGiPAY Internet.
But, when | run the DiGiPAY software, it showed a message stating that “The installed dongle
control device is not longer compatible with this new version of DiGiPAY software”. What
should | do to continue using this software?

A. Each copy of installed DiGiPAY software is entitled to a free 12-month update service. Upon
expiry of the 12-month update service, you are required to renew the 12-month update serv-
ice with a minimal fee. Although you are still allowed to download the latest update. But, you
are not allowed to use it until the update service license is renewed.

The above mentioned message will appear when your update service is already expired and
you are trying to run the latest update of the software. You are presented with 3 options:

¢ Print application form for new Update Service license no.

* Use the previous compatible version of this software.

* Key in the new Update Service license no.

Option 1 will print out the application form and you are required to make the necessary pay-
ment and fax the application form to us for processing. Once the form is received, the new
Update Service license no. will be faxed to you within 2 working days.

Option 2 allows you to ignore the latest update and execute the last workable software.

Option 3 allows you key in the new Update Service license no. and once it is validated, the
latest update will be executed.

For the latest series of Frequently Asked Questions, refer to DiGiPAY web site.
http://user.fingertec.com.
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Sila daftarkan perisian DiGiPAY anda di http://user.fingertec.com
Untuk tip teknikal dan manual dalam bahasa lain, sila rujuk http://user.fingertec.com
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