Today, we would like to talk about how overtime function in SQL Payroll. Click on payroll,

maintenance, Maintain Overtime

. File Edit View Human Resourcel_.eave Inquiry Tools Window Help

¢ New Payroll...
1 » Open Payroll...

¢ Open Pending Payroll...

j_ Print Pay Slip...

r Print Payroll Summary...

f Print Payroll Summary (Work Unit)...
'j_' Print Coinage Report...

[~ Print Cheque Listing Report...

= Print Credit Bank Report...

':r‘_ Print Contribution Info...

Maintain Wages...
Maintain Frequency...
Maintain Contribution...

Government Reports

Maintain Allowance...
Maintain Deduction...
Maintain Overtime...
Maintain Claim...
Maintain Commission...

., Maintain Payment Method...

E Print Yearly Payroll Report...
[ Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Maintain Overtime I Working Date: 13/06/2015

Click on New,
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Past Payroll

[v] togon: | Aomin | cap |[NuM|

Payroll Fayslip

Payroll Summary

MALAYSIA

PCB

| Q048

Description
Default Overtime V]
1/2 Rest Day VI
Mairtain Employ | prio 1.0 Rest Day 100, [v]
DR30 Public Holiday 3000 ¥
HW 15 Working Day 150 [
HW20 Rest Day 200 ¥
HW30 Public Holiday 3000 ¥
7

50C50

MALAYSI|A

PCB




For Example, we need to calculate the overtime of our staff on normal working days hourly, we just
need to click on new, put your code and description, key in the overtime rate, and select the unit
type for hourly, and tick or untick those contribution will do, after done all, just save will do.

File Edit View HumanResource Payroll Leave Inquiry Tools Window Help

L=RE] | b HO . o

. Code
Edit
Mairtain Emplo, Description |Hnur Working Day |
e M oo
Urit Type & Hourly v | setaspetaur | | sae |
| paily
e
Contribution
Preview | w
EPF EA b
Wisocso Cliwor [ refiemn ] s0cso
PCB Browse
[Ipce (a) .
|1

MALAYSIA

PCB

»
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Q00QIL 3 (s =S

Code HW15

Description |Wcrking Day

Mairtain Emplor

Rate
Unit Type |g—a Hourly save

Leave Blank As Default Calculation

2|
it
L4]

Contribution

[v] EPF [v] EA

[v]socso [ HRDF

[+ pce

[Ircs (a)
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Do the same steps for other overtime type will do.

i File Edit View HumanResource Payroll Leave Inquiry Tools Window Help EEEI
000038 =&
= —_ b2
Code Description Rate Active

bi--e Default Overtime 1.00 V]
DROS 1/2 Rest Day 0.50 v - 1
CR10 1,0 RestDay 100 [¥] mﬂ
DR30 Public Holiday 300 v
HW 15 Working Day 1.50 ||
W20 Rest Day 200 [v]
Hu/30 Public Holiday 3.00 vl

—!

7

After that, when we need to process the payroll at the month end,

1 Open Payroll..

¢+ Open Pending Payroll..

Maintenance

[ Print Pay Slp..

]_ Print Payroll Summary...

j_ Print Payroll Summary (Work Unit)...
f Print Coinage Report...

r Print Cheque Listing Report...

_r Print Credit Bank Report...

j— Print Contribution Info...

New Payroll Payroll Payslip

Government Reports

ﬁ Print Yearly Payroll Report...
E Print Yearly Individual Report...

Print Qutstanding Pending Payroll Listing...

Past Payroll Payrzzll Summary

MALAYSIA




Click process,

:S File Edit View Human Resource Payroll Leave Inquiry Tools Window Help

P HRQ0000|2ARHOASS-H

- To process the month FINAL payroll -
& -~ Transaction Posting
Year: |2015 =/ Month: |6 2
=l =l
- 2015 3]
- Payroll Transaction

& procesCate: (3067015 ]

Process From: |ﬂ1.’06,f3315 v| Ta |31IJ!05.-'2315 V| .

Frequency
o
Description 1t |Mmu1End(us.2an] |
M e |
Ref 1: | |
Ref2: | |

[Jindude Default Wages/allowance/Deduction in addition to Pending Transactions

It will comes to this screen, DOUBLE CLICK on one of the employee,

‘8 File Edit View HumanResource Payroll Leave Inquiry Tools Window Help
+HE00Q0[RE SHOISSIE

b 001 LEE CHOMNG WAL

o e Month End (06.2015) - Jun 2015

| printPayroll Summary | | Print SOCS0 Borang 8

|nﬂm&—m« | | Print Income Tax CP39




There is OVERTIME with blue colour word, click on it,

ﬁfile Edit View Human Resource Payroll Leave Inquiry Tools Window Help

Mame

Welcome | 001

E E_LEE CHOMG VWAL

ooz KOO KIAMN KEAT
003 MNICOLE

004 WOMNG CHUM HAM
005 YAP KIM HOCK

Process Missing Employee

HO ' |-

Wages: Lean: [ - LEE CHONG WAI
Allowance: Deduction: [ -] Month End (06.2015)
Dwertime: BEPF: 390.00 Employer EPF: 451,00
Commission: S0CS0: Employer S0CS0: 51.65
Claims:

Paid Leave:

Director Fees:

CP38: I:I Computerized Calculation

1111

Bonus: Unpaid Leave: I:I PCE: Print PCE - Cc1

Advance Paid: Advance Deduct: - Gross Zakat: =

Gross Pay: 3,530.00 Gross Deduct: 404,75 Gross Met Pay: 3,125.25 {Adjustment) -5
Net Pay: 3,125.25

At the bottom of screen, it comes out a column with overtime,

ﬁfile Edit View Human Resource Payroll Leave |nquiry Tools Window Help

Code MName
oo1 LEE CHOMG VWAL
ooz KOO KIAM KEAT
003 MICOLE
004 WOMNG CHUN HAMN
0a5s YAP KIM HOCK

sl
(X)

Wages: Loan: [ -/ LEE CHONG WAI

Allowance: Deduction: [ -] month End (06.2015)

Owertime: |:| EPF: 390.00 Employer EFF: 451.00

Commission: |:| sOCsOo: Employer SOCS0: 51.65

Claims: l:l

Paid Leave: l:l

Director Fees: I:I CP38: |:| Computerized Calculation

Bonus: l:l Unpaid Leave: I:I PCB: Print PCE - C1

Advance Paid: l:l Advance Deduct: - Gross Zakat: =

Gross Pay: 3,530.00 Gross Deduct: 404,75 Gross Met Pay: 3,125.25 ({Adjustment) -z
Net Pay: 3,125.25

s M

£ Trans Date Post Date Employee Code Description Work Unit Rate Pay Rate Amount

<Mo data to display=




ﬁfile Edit View Human Rescurce Payroll Leave [nquiny
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S Code Mame Welcome | 001
B 001 LEE CHOMG WAL
ooz KOO KIAM KEAT H @ | -
003 NICOLE
004 WONG CHUN HAN Wages: 3,000.00] Loan: [ -] LEE CHONG WAI
005 YAP KIM HOCK
allowance: Deduction: |:| Month End (06.2015)
Overtime: |:| EFF: 390.00 Employer EPF: 461.00
Commission: l:l SOCS0: 14.75| Employer SOCS0: 51.65
Director Fees: l:l CP38: |:| Computerized Calculation
Bonus: l:l Unpaid Leave: I:I PCB: Print PCBE - Ccl
Advance Paid: l:l Adwvance Deduct: - Gross Zakat: =
Gross Pay: 3,530.00 Gross Deduct: 404,75 Gross MNet Pay: 3,125.25 (Adjustment) -z
Net Pay: 3,125.25
Orvertime /
;\'-\r.:i-;:i-endL
Trmﬂ'l‘.e" Post Date Employes Code Description Work Unit Rate Fay Rate Amount
<Mo data to display =
5 Count =
Trans Date = the date of overtime, Post Date = the date of process or the posting date, make sure
you select the right employee,
ﬁ File Edit W¥iew Human Resource Payrell Leave Inquiry Tools Window Help
| | | | & -
Code Mame Welcnmel oo1 |
LEE CHONG WAT
KOO KIAN KEAT H @ -
NICOLE
wonG AN | | wages: ] LEEcHONG WAL
YAP KIM HOCK
llowance: Deduction: |:| Month End (06.2015)
Overtime: [ e 390.00 Employer EPF: 451.00
Commission: | -| 50CS0: Employer SOCSO0: 51.65
Director Fees: l:l CP38: l:l Computerized Calculation
Bonus: l:l Unpaid Leave: I:l PCB: Print PCB - Cc1
Advance Paid: l:l Advance Deduct: - Gross Zakat: -
Gross Pay: 3,530.00 Gross Deduct: 404.75  Gross MNet Pay: 3,125.25 ({Adjustment) -z
Met Pay: 3,125.25
Owertime
E Trans Date Post... & Employees Code Description Work Unit Rate Pay Rate Amount
[13/06/2015 | s0/08/2015 |o01 Default Overtime - 1.00 115.38 -|
||

Count = 1




Select the code that you created,

ﬁfile Edit View Human Resource Payroll

Leave [nquiry Tools Window Help

Code Name 001
B(001 LEE CHOMG WAL

ooz KOO KIAM KEAT H @ ‘ -
o033 MICOLE
004 WONG CHUN HAM Wages: 3,000.00] Loan: |:| LEE CHONG WAI
005 YAP KIM HOCK

Allowance: Deduction: -| Month End (06.2015)

o — Default Overtime
_ DR30 Public Holiday
Director Fees: | -| cPas:  [Hw20 Rest Day
HwW 30 Public Holiday

Advance Paid: l:l Advance

Gross Pay: 3,530.00 Gross De

Overtime

r "
@ 7 /
Fetch All  A-- A=a New —
Trans Date  Post... &  Employee
i 13/06/2015  30/06/2015 001 U, working Day 14,42

| 5 | Count =1 =

Key in the work unit as overtime hour, for example that day Lee Chong Wai overtime for 2 hours,

just key in numbering as 2 will do,

ﬁ File Edit View Human Resource Payroll Leave |nquiry Tools Window Help
| & -
Code Name Welcome | 001

ool LEE CHOMG WAI

00z KOO KIAM KEAT H @ | -

003 MICOLE

Do+ WONG CHUN HAN Wages: 2,000.00] Loan: [ - LEE cHONG WAI

005 YAP KIM HOCK
Allowance: Deduction: [ -] MonthEnd (06.2015)
Qvertime: EPF: 394.00 Employer EPF: 465,00
Commission: |:| 50C50: 14.75| Employer S0CS0: 51.565
Director Fees: l:l CP33: l:l Computerized Calculation
Bonus: l:l Unpaid Leave: l:l PCE: Print PCE - C1
Advance Paid: l:l Advance Deducl - Gross Zakat: =

5

Gross Pay: 3,573.27 Gross Deduct: 408.75 (Gross Met Pay: 3,164.52 (Adjustment) - -
Net Pay: 3,164.52
Owertime
o o M
Trans Date Post... & Em Code Description Waork Unit Rate Pay Rate Amount
»| 13/05/2015 |30/06/2015 [001 HwW15 Warking Day 2.00 1.50 14.42 43,27
Count =1 43.27




Or, you also can click on the button beside Trans Date, and tick the column name Work Unit As Time,

ﬁ File Edit ¥iew Human Resource Payroll Leawve [nquiry JTools Window Help
E Code MName Welcome 001
»|001 LEE CHOMNG WAI Entry Date [| Employes. ADDRESS2 [_| Employes. COMTRIE [_| Employes.LEAVEGROUP
o2 KOO KIAM KEAT [+/] Trans Date [ ] Employee. ADDRESS3 [ ] Employes. FREQUENCY [_] Employes.PASSWD
003 MNICOLE [+] Post Date Employee. ADDRESSS [ ] Employee. PAYMENMTMETHOD [ | Employee.PHOTO
004 WOMG CHUN HAN [+f] Employes Employee . PHOME 1 [ ] Employee.BANK [ ] Employee.NOTE
o D TR [ Project Employee . PHOMEZ L] Employee. BAMKACCNO [] Employee. ATTACHMENTS
] 3ob Employee.MOBILE [ Employes.EPFNO [ | Employee.ROWVER
[ ] Task Employee. EMAIL [ ] Employee. MK [ ] Project. ALTOKEY
[«f] Code [ ] Employee . NEWIC [ ] Employes. INITIAL [ ] Project. CODE
2 [ | Employee.OLDIC [ ] Employes. SOCSOMO [ ] Project. DESCRIFTION
o Employee . PASSPORT [ ] Employee. SOCSOTYPE [ Project. ISDEFAULT
[ | Employee. IMMIGRATIONMO [ ] Employee. TAXCATEGORY [ ] Project. ISACTIVE
[+f] Rate Employee. ERANCH [ ] Employes. TAXERAMNCH [ ] Project. ATTACHMENTS
[+ Pay Rats Employes . HRGROUP [ ] Employes. TAXNO [ ] Project. ROWVER
[+] Amount Employes . DEPARTMENT [ ] Employee. DISABLED [ ] Job. AUTOKEY
|| EPF Employee. CATEGORY [ ] Employee. RESIDEMT [ ] Job.cODE
[ ] socso Employee . PROJECT [ ] Employes. EASERIALMNO [ | Job.DESCRIPTION
[ rcE Employes. JOB [ ] Employes. SPOUSENAME [ ] Job.ISDEFALLT
[ PcE (&) Employes . TASK. [ ] Employee. SPOUSEADDRESS 1 [] Job.ISACTIVE
[ ot Employee. COUNTRY [ ] Employee. SPOUSEADDRESS2 [ ] Job.ATTACHMENTS
[ 1 EA Employee. RACE [ ] Employee. SPOUSEADDRESSE [ ] Job.ROWVER
[ HRDF Employes . CALENDAR [ ] Employee. SPOUSEADDRESSS [ ] Task.ALTOKEY
[ ] Day Type Employes. JOBTITLE [ ] Employee. SPOUSEPHOMNE 1 [ ] Task.CODE
[ | Employee. ALTOKEY Employee. JOIMDATE [ ] Employee. SPOUSEPHOME 2 [ | Task.DESCRIPTION
| | Employes.CODE Employee. CONFIRMDATE [ ] Employees. SPOUSEMOEBILE [ ] Task.ISDEFALLT
[ | Employes.MAME Employes . RESIGNDATE [ ] Employee. SPOUSETAXBRANCH [ Task.ISACTIVE
[ ] Employes.MAMEZ Employes . MARITALSTATUS [ ] Employee. SPOUSETAXNO [ ] Task. ATTACHMENTS
\ [ ] Employee.GEMDER Employee. ISACTIVE [ ] Employee. SPOUSEICHNO [ ] Task.ROWVER
[ | Employes.DOB [ ] Employee . WAGESTYPE [ ] Employes. SPOUSEWORKIMNG
Employes. ADDRESS 1 [ ] Employee. WAGES [ ] Employes. SPOUSEDISABLED

i

™% Trans Date

Post Date

Employee

Code

Description

Work Unit As Time
02:00

Work Unit
0o

Rate
0o

Pay Rate

After call out the column of Work Unit As Time, you may key in the overtime minutes also.

Amount
0

ﬁEile Edit View Human Resource Payroll Leave |nquiry Tools Window Help

£ Code Mame Welcome | 001
#|001 LEE CHOMNG WAI
002 KOO KIAM KEAT H @ ‘ e
003 NICOLE
004 WONG CHUN HAN Wages: 3,000.00| Lgan: - LEE CHONG WAI
005 YAP KIM HOCK
Allowance: 530.00| Deduction: -| Month End (06.2015)
Overtime: 259.62| EPF: 418.00 Employer EPF: 454,00
Commission: -| S0CS0: 14,75 Employer S0CS0: 51,65
Claims: -
Paid Leave: -
Director Fees: -| CP3a: -| Computerized Calculation
Bonus: -| Unpaid Leave: -| PCB: PrintPCE -1
Advance Paid: -| Advance Deduct: - Gross Zakat: e
Gross Pay: 3,789.62 Gross Deduct: 432,75 (Gross NetPay: 3,356.87 (Adjustment) -2
Net Pay: 3,356.87
Commission | Claim
£ Trans Date PostDate  Employee Code Description Work Unit As Time Work Unit  Rate  PayRate  Amount
1|15/06/2015 |30/06/2015 [001 |— |Default Overtime [o2:15 | 225 100 11538 250.62
5 Count =1 00:00 -




You may click on the append for second column, and do the same steps will do,

ﬁ File Edit View Human Resource Payroll Leave Inquiry Tools Window Help
Code Name Welcome | 001
B 001 LEE CHOMG WAI
o002 KOO KIAN KEAT = @ ‘ v
003 MICOLE
004 WOMG CHUMN HAM Wages: 3,000.00| Loan: -| LEE CHONG WAI
005 VAP KIM HOCK
Allowance: 530.00| Deduction: -/ Month End (06.2015)
Jovertime: 108.17 | EPF: 401.00 Employer EPF: 474.00
Commission: - SOCs0: 14.75| Employer SOCS0: 51.65
Claims: -
Paid Leave: -
Director Fees: -| cP3a: -| Computerized Calculation
Bonus: -| Unpaid Leawve: -| PCB: Print PCB - C1
Advance Paid: -| Advance Deduct: - Gross Zakat: =
Gross Pay: 3,638.17 Gross Deduct: 415.75 (Gross Met Pay: 3,222.42 (Adjustment) -z
Net Pay: 3,222.42
Wages
Appendate Post... &  Employee Code Description Work Unit Rate Pay Rate Amount
13/06/2015 |30/06/2015 [001 [Hw1s  |working Day | 200  1s0]  14.42 43.27|
1[13/06/2015 [30/06/2015 001 |Hw1is  |working Day | 300  1so[ 1442 54.90|
= Count =2 43.27
Then just click on save will do, you may do on the same steps for the others employee too.
ﬁ File Edit View Human Resource Payroll Leave Inquiny Tools Window Help
Code Mame Welcome | 00
LEE CHOMG YWAL
KOO KIAM KEAT @ ‘ -
NICOLE
WWOMNG CHUMN HAN Wages: 53‘-"3‘ 3,000.00| Loan: -| LEE CHOMNG WAIL
VAP KIM HOCK
Allowance: 530.00 | Deduction: -| Month End (06.2015)
Overtime: 108.17| EPF: 401.00 Employer EFF: 474.00
Commission: - SOCsS0O: 14.75| Employer SOC50: 51.65
Claims: -
Paid Leawve: -
Director Fees: -| cP3s: -| Computerized Calculation
Bonus: -| Unpaid Leave: -| PCB: Print PCB - C1
Advance Paid: -| Advance Deduct: - Gross Zakat: -
Gross Pay: 3,638.17 Gross Deduct: 415.75 Hustment) -z
Met Pay: 3,222.42
Trans Date Post... & Employee Code Description Work Unit Rate Pay Rate Amount
|13/06/2015 |30/06/2015 |001 |Hw1s |working Day | 200 150 1442 43.27
1| 13/06/2015 |30/06/2015 |001 |Hw1s | working Day | 300 150 12.22| 54.90
5 Count = 2 43.27

Done.




We would like to show you how to do the overtime in SQL Payroll. 1%, click on payroll, open
pending payroll.

ﬁ File Edit View Human Resource 8 Leave Inquiry Tools Window Help

‘ ) ) | 43 New Payroll...
o : 1+ Open Payroll...

IEI Open Pending Payroll...

Maintenance 4

1= Print Pay Slip...

ET Print Payroll Summary...

d_ Print Payroll Summary (Work Unit)...
g— Print Coinage Report...

= Print Cheque Listing Report...

aT Print Credit Bank Report...

d— Print Contribution Info...

New Payroll

Government Reports »

{7 Print Yearly Payroll Report...
[ Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Past Payroll Payroll Summary SQCSO

MALAYSIA

i

PCB

When it comes to this screen, Double Click on Overtime,

iéfile Edit View HumanResource Payroll Leave Inquiry Tools Window Help

| | B A G|&-
Pending Payroll - Jun 2015

Pending 2015 Without Transactions

Pending Navigator I
[IF 1l.g fl.g [IF (g
i, Wages A, Allowance . Tax Deduction 5 Overtime 4, Deduction
F/ r L i r
P 1l.g fl.g [IF (g
. Advance Paid ., Claims . Loan . (P38 3, Advance Deduct
r L i r
1l.g [IF JF (g
i, Bonus ., Paid Leave ., Director Fees 4 Unpaid Leave ., Tax Benefit
/ / / /

. Commissian

o
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| Lo AS|&-6
N ppend] S tleeeoa™ y

£ TransDate PostDate  Employee

Code Description Work Unit RATE

<Mo data to display=

Count =

ifile Edit View Human Resource Payroll Leave Inquiry Tools Window Help

| FEECE I EEET
o lstle®eoe™y

Trans Date  PostDate  Employee Code

Description Work Unit  RATE

+15/06/2015 | 15/06/2015 | |— |Default Overtime | - 100

Count =1



w File Edit View HumanResource Payroll Leave |nquiry Tools Window Help

| | FEIFC IS
sadHdecSleOoe™ Yy

£ Trans Date FPost Date Employee Code Description Work Unit ~ RATE
Ed 15/06/2015 | 15/ Default Overtime
LEE CHONG WAL VI
KOO KIAN KEAT []
003 MNICOLE ]
04 WONG CHUN HAN 2
005 YAP KIM HOCK []
5
Fetch All A-- A=a MNew
Count = 1

w File Edit View HumanResource Payroll Leave Inquiry Tools Window Help

| 20 HOL Z&5-H
seHsSde®oa™y

Trans Date Post Date Employee Code Description Work Unit  RATE

Code Description
i Default Overtime
DROS 1/2 Rest Day
DR10 1,0 Rest Day
DR30 Public Holiday
HW 15
HW20 Rest Day
HW 30 Public Holiday
7

Fetch All  A-- A=a New

Count=1




ﬁfile Edit View Human Resource Payroll Leave [nquiry Tools Window Help

| ) [E= H @ | — 7 &
L‘J [N ) | @) r nu
= Trans Date Post Date Employee Code Description Wark Unit RATE Work Unit As Time
|| Entry Date || Emplayee.DOB Employee. WAGESTYPE || Employee.SPOUSEWORKING
[¥] Trans Date [ ] Employee. ADDRESS1 [] Employee. WAGES ["] Employee.SPOUSEDISABLED
[¥] Post Date [ ] Employee. ADDRESS2 [] Employee. CONTRIB [] Employee LEAVEGROUP
[v] Employee [ ] Employes. ADDRESS3 [ ] Employes FREQUENCY [ ] Employee.PASSWD
[ Project [ ] Employee. ADDRESS4 [ ] Employee. PAYMENTMETHOD [] Employee.PHOTO
[]3ch [ ] Employee. PHONEL [ Employee BANK [ ] Employee NOTE
[ ] Task [ ] Employes. PHONEZ2 [ ] Employes. BANKACCNO [ ] Employee. ATTACHMENTS
[¥] Code [] Employee. MOBILE ["] Employee.EPFNO [] Employee . ROWVER
[¥] Description [ ] Employee. EMAIL [ Employee. MK [] Project. AUTOKEY
[¥] Work Unit [ ] Employee. NEWIC [] Employee. INTTIAL [ Project. CODE
[¥] RATE [ ] Employee.OLDIC [] Employee.SOCS0ONO [] Project. DESCRIPTION
[ Pay Rate [ ] Employee. PASSPORT [ ] Employee. SOCSOTYPE [ ] Project. ISDEFALLT
[ ] amount [] Employee. IMMIGRATIONNG [] Employee. TAXCATEGORY [ Project. ISACTIVE
[ erF [ ] Employee. BRANCH [ Employee, TAXBRANCH [] Project. ATTACHMENTS
[ |socso [ | Employee. HRGROUP [ Employee TAXNO [] Project. ROWVER
[]prcB [[] Employee. DEPARTMENT [] Employee.DISABLED [] Job. AUTCKEY
[ PCE (&) [ ] Employee, CATEGORY [ Employee RESIDENT [] Job.cODE
[laT [ ] Employee. PROJECT [ Employee EASERIALNO [] Job,DESCRIFTION
[1EA ] Employee. JOB [] Employee. SPOUSENAME [] Job.ISDEFAULT
[ ] HRDF [ ] Employee. TASK [ Employee.SPOUSEADDRESS1 [ | Job.ISACTIVE
[ ] System Pay Rate [ | Employee, COUNTRY [ ] Employee, SPOUSEADDRESS2 [ | Job ATTACHMEMTS
[] Calec Amount [[] Employee. RACE [] Employee. SPOUSEADDRESS3 [ Job.ROWVER
[ [ | Employee, CALENDAR. [] Employee.SPOUSEADDRESSS [ | Task.ALUTOKEY
Employee. JOBTITLE [ ] Employes. SPOUSEPHONE 1 [ ] Task.CODE
- . Employee. JOINDATE ["] Employee. SPOUSEPHONE2 [] Task.DESCRIPTION
[ | Employee.CODE Employee. CONFIRMDATE [] Employee. SPOUSEMOBILE [] Task.ISDEFALLT
[ | Employes . NAME [ | Employes. RESIGNDATE [ ] Employes. SPOUSETAXERAMNCH || Task.ISACTIVE
[ ] Employee. NAME2 [] Employee. MARITALSTATUS [ ] Employee. SPOUSETAXND [] Task.ATTACHMENTS
[ ] Employee. GENDER. [ ] Employee. ISACTIVE [] Employee. SPOUSEICNO [] Task.ROWVER
Count =1 00:00

Key in the time in the work unit for time,for example Lee Chong Wai overtime for 2hours

and 30minutes,just key in as reference.

ﬁfile Edit Miew HumanResource Payroll Leave [nquiry Tools Window Help

| | 1 H O &- &
il LR
esoHdeSUde®oaM™y
Trans Date Post Date Employee Code Description Work Unit As Time Work Unit
»| 15/06/2015 | 15/08/2015 |o01 |Hw1s  |working Day 02:30 2,50

Count=1

02:30



Just follow the same steps as shown above, and save will do.

w Eile Edit View Human Resource Payroll Leave Inquiry Teols Window Help

| 5 SHOLS[E-@
oLl oeM Yy

= Trans Date m’nah Employee Code Description Work Unit As Time Work Unit  RATE
15/05/2015 |15/08/2015 001 HW 15 \Working Day 02:30 2.50 1.50
15/06/2015 |15/06/2015 002 HW15 Working Day 03:00 3.00 L50
15/05/2015 |15/08/2015 003 HW15 Working Day 01:45 1.75 1.50
15/06/2015 |15/06/2015 004 HW15 Working Day 02:00 2.00 L50

¥ £15/06/2015 ; 15/06/2015 005 HW15 \Warking Day 01:30 1.50 1.50
| Count =5 10:45 |

After save, just need to close and when want to process at the month end,

ﬁ File Edit View Human Resource Leave Inquiry Tools Window Help

| 3 %

1+ Open Pending Payroll...

Maintenance >

= Print Pay Slip...

j_ Print Payroll Summary...

'_]—'— Print Payroll Summary (Work Unit)...
J_ Print Coinage Report...

r Print Cheque Listing Report...

F Print Credit Bank Report...

j—‘ Print Contribution Info...

New Payroll

Government Reports »

E Print Yearly Payroll Report...
||, Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

A

Past Payroll Payroll Summary SQCSo




S File Edit View HumanResource Payroll Leave Inquiry Tools Window Help

YR R00002E AHOIRS|E-A

- To process the month FINAL payroll -
& -~ Transaction Posting
Year: 2015 = Month: 6 =
Final = =
- Payroll Transaction

& processDate: (00012055 |

Process From: |01/06/2015 v | To |30/06/2015 v| ..

Frequency

&
Description 1: | Manth End (06.2015) |

2| oz |
Ref 1t | |
Ref2: | |

[Nindude Default Wages/allowance Deduction in addition to Pending Transactions

Double click on the employee’s name or code,

w File Edit View HumanResource Payroll Leave Inquiry Tools Window Help

[BEE|

+20I0000(4B SHORSIE 6

o e Month End (06.2015) - Jun 2015

| Pint Payment summary | Print Income Tax CP39




It will comes to this screen, click on the Overtime with blue colour words,

ﬁ File Edit View Human Resource Payroll Leave Inquiry Tools Window Help
| | | |& -
Code MName Welcome | 001 | oo2

LEE CHONG WAI

KOO KIAN KEAT H @ ‘ -

MNICOLE

WONG CHUN HAN Wages: 3,000.00 Lgan: -| LEE CHONG WAIL

TAP KIM HOCK
Allowance: 530.00| Deduction: -| Month End (06.2015)
Dwertime: 54.09| EPF: 396.00 Employer EPF: 458,00
Commissio\ -| 50C50: 14.75| Employer SOCSO: 51.65
Claims:
Paid Leave: -
Director Fees: -| cP3&: -| Computerized Calculation
Bonus: -| Unpaid Leave: -| PCB: PrintPCB - C1
Advance Paid: -| Advance Deduct: - Gross Zakat: =
Gross Pay: 3,584.09 Gross Deduct: 410.75 Gross Met Pay: 3,173.34 (Adjustment) -

Net Pay:

3,173.34

It will show the records that already key in pending payroll.

ﬁ File Edit View Human Resource Payroll Leave Inquiry Tools Window Help
Name Welcome | 001 | o02
LEE CHOMG WAI
KOO KIAN KEAT H @ ‘ @
MNICOLE
WONG CHUN HAN Wages: 3,000.00| Loan: - LEE CHONG WAI
AP KIM HOCK
Allowance: 530.00| Deduction: -| Month End (06.2015)
Qvertime: 54.09| EPF: 396.00 Employer EPF: 458.00
Commission: -| S0CS0: 14.75| Employer SOCS0: 51.65
Claims: -
Paid Leave: -
Director Fees: - CP38: -| Computerized Calculation
Bonus: -| Unpaid Leave: -| PCB: PrintPCB - C1
Advance Paid: -| Advance Deduct: - Gross Zakat:
Gross Pay: 3,584.09 Gross Deduct: 410,75 Gross MNet Pay: 3,173.34 (Adjustment) -
Net Pay: 3,173.34
QOvertime
E Trans Date PostDate  Employee Code Description Work Unit As Time Work Unit Rate PayRate  Amount
» [15/06/2015 | 15/06/2015 001 [Hw1s  |working Day 02:30 250]  1s0]  1442) 5409

Done.




How to import Excel overtime format into SQL Payroll, do a table as shown in Microsoft

Excel.

Home Insert Page Layout Formulas
o _ — o e
# Calibri 11 A4 = S Wrap Text General - = +m E‘
= 2y~ H & ==
Paste B 7 U~ - & A = i Merge & Center » | &8+ 8, | %3 ;00 Conditional Format  Cell Insert Delete Format
* y l l : @ Rl Formatting = as Table = Styles ~ v v v
Clipboard & Font IF Alignment I MNumber [P Styles Cells
AL v fe | Date
4 A 1 e ] ¢ | b E | F | 6 | v [ 0 [ 0] x| L[ m ]
1 |Date Employee [8]) Unit
= 15/06/2015 001 DR10 2
3] 15/06/2015 002 DR15 2.5
4] 15/06/2015 003 HW15 3
5| 15/06/2015 HW20 17
; |
Ea
8
1=l
10|
u
1
ﬁEile Edit  View Huma EsouUrce Pa oll Leave [nquiry Toels Window Help \
| HOL =&
-
& H@\E-®®®®Fﬁ
Save
£ Transz Date " Post Date Employee Code Description Work Unit As Time Work Unit  RATE
15/06/2015 | 15/06/2015 HW 15 \Working Day 02:30 2,50 1.50
15/06/2015 | 15/06/2015 002 H 15 Working Day 03:00 3.00 1,50
15/06,/2015 | 15/06/2015 003 HwW/ 15 Working Day 01:45 1,75 1.50
15/06/2015 | 15/06/2015 004 HW 15 Working Day 02:00 2,00 1.50
b 115/06,2015 § 15/06/2015 005 Hw/ 15 Warking Day 01:30 1.50 1.50

Date = Trans Date

Employee = Code of Employee

OT = Code of Overtime that created in Maintain Overtime

Unit = Work Unit (count 2.50 = 150 minutes/2 and a half hours)



After done the table, go to file,
=RLRE IMOT.xlsx - Microsoft Excel Starter

= - - =
=1 Wrap Text General ﬁ I:!

=i Merge & Center | &8+ o, 4 | %0 .00 Conditional Format Ce
. @ oo e Formatting = as Table = Style

Home Insert Page Layout Formulas

Calibri

Paste B I

4

Clipboard 1= Font Ta Alignment P Number I Styles
Al - % Date

4 A | B . D E F G H I ) K
1 |Date Employee aT Unit
2 15/06/2015 001 DR10 2
3 | 15/06/2015 002 DR15 2.5
4| 15/06/2015 003 HW15 3
=N 15/06/2015 004 HW20 1.75
6
7|
8

9

an

Click on Save as,

Home Insert Page Layout Formulas

Information about IMOT
ChUsers\User\OneDrive\Documents\[MOT xlsx

What is Excel Starter 20102 : o=
w Microsoft Excel Starter 2010 is a spreadsheet program designed for creating and e R
analyzing information in lists, tables, and charts.
Purchase This preduct does not support advanced functionality such as PivotTables, Properties =
Recent T keeping track of changes, and password protection. Size 9.61KB
For information about Microsoft Office products that do support Title Add a title
Mew programmable content, click "Purchase”. Tags Add atag
Categories Add a category
Print
Prepare for Sharing Related Dates
Save & Send @ Before sharing this file, be aware that it contains: Last Modified Today, 09:26
e Document properties, printer path and auther's name o
eck for . e e - Created Today, 09:14
Content that people with disabilities find difficult to read feate ——
Help Issues ~ : —
e Last Printed Mever
l"j EHIENE Related People
E Exit Versions Author User
@ ] There are no previous versions of this file. Add an authar
Manage Last Maodified By User
Versions +

Related Documents
Ju Open File Location

Show All Properties




Make sure select the CSV file type,

Microsoft Excel Starter

@ ~ 1 @ » ThisPC » Downloads L R ) Search Downloads p=]
| ¥ i =S
Organize « Mew folder B =2
" fﬂg ;ﬂ_g Conditional Format Cell Insert Dele
m Desktop &3 MName Date modified Formatting = as Table = Styles ~ ‘ = =
| Documents B ShilEs el
& Downloads Mo items match your search.
W Music | 1 | K | L |
= Pictures
B Videos
& 05 () Key in the
—a App Virt (@) file name
€ Network i =
File name: | import payroll overtime L w
Save as type: | Excel Workbook (*.xlsx)
.| Excel Workbook (*.xlsx)
Authors: Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*.xlsh)
Excel 97-2003 Workbook (*.xds)
Single File Web Page (*.mht;*.mhtml)
Web Page (*.htr;*. html)
'~ Hide Folders Excel Template (*.xltx)
Excel Macro-Enabled Template (*.xltm)
16 Excel 97-2003 Template (*.xlt)
b Text (Tab delimited) (")
17| Unicode Text (*tx)
18 XML Spreadsheet 2003 (*xml)
T | B i L LE o roc 1A 1L L rx ]
B
20 o) d ] = od
21 Text (Macintosh) (*.bxt)
22 Text (M5-DOS) (")
— CSV (Macintosh) (*.csv)
23 | CSV (MS-DOS) (*.c5v)
24 DIF (Data Interchange Format) (*.dif)
25 SYLK (Symbelic Link) (%.slk)
PDF (*.pdf}
4 4 » M| Sheetl |XPSDocument (*.xps) T4 w..
Ready | OpenDocument Spreadsheet (*.ods) Average: 21086.156

T . <« OneDrive » Documents

Organize = Mew folder

h' Desktop ~ Mame

©| Docurnents
# Downloads
W Music

= Pictures

B Videos

i 05 ()

—a fpp Vit (O

E importOT.csw

€ Metwork g

Search Documents

Date modified

16/06/2015 09:34

Type
SV File

File narne: | IMOT.cow

Save as type: | C5V (Comma delimited) (*.csv)

Authors:  User

‘= Hide Folders




ﬁ File Edit View HgmanRsour:eLeave Inquiry Tools Window Help
: ¢, New Payroll...

'~. Open Payroll...

Open Pending Payroll...
Maintenance
7 Print Pay Slip...
é_ Print Payroll Summary...
[]T Print Payroll Summary (Work Unit)...
~ Print Coinage Report...

Print Cheque Listing Report...
Print Credit Bank Report...
f Print Contribution Info...

New Payroll Payroll Payslip

Government Reports »

gi Print Yearly Payroll Report...
[ Print Yearly Individual Report...

Print Outstanding Pending Payroll Listing...

Past Payroll Payroll Summary

Double click on the overtime,

gﬂfile Edit View Human Resource Payrell Leave Inquiry Tools Window Help mEIES

| &
Pending Payroll - Jun 2015

Pending 2015 Without Transactions

Vg Vg g Vg Vg
@ Wages @ Allowance @ Tax Deduction @ Overtime @ Deduction
) ) . ) )
2 Vg (g g g
X Advance Paid v, Claims . Loan X CP38 4, Advance Deduct
) . ) )
Vg (g g g
X Bonus v, Paid Leave ., Director Fees X Unpaid Leave v, Tax Benefit
/ / ) /

A Commission

Pending Mavigator

o B B

Show All Pending Payroll



Click on the import date icon,

ﬁfile Edit View Hurnan Resource Payroll Leave Inquiry Tools Window Help

B

& &l

S-S
el

E Trans Date

Post Date

Employee

Code

Description Work Unit

<Mo data to display =

Click on the ... (3 dots button) to select your data source,

ﬁfile Edit Miew HumanResource Payroll Leave Inquiry Toels Window Help

Wark Unit

Rate

B

& H[e®

E

LS|&E-H

er y

£ Trans Date

Post Date

Employee

Code

<No data to

i
O

IDaia From: |

(@) New setting...

S E—

(")Load From File... |

Manage Setting

Finish




~ 4 . « Desktop » Import Payroll Overtime w & Search Import Payroll Owvertime 0O

Organize - Mew folder = m L7

-—l-_‘r Eavorites ~ Mame Date medified Type

Bl Desktop | | importOT.csw 16/06/2015 09:34 CSV File
& Downloads
“Zl Recent places

@ OneDrive

#% Homegroup

1™ This PC
i Desktop
| Documents
& Downloads
ﬁh Engineer (yee-pc
W Music W €

File name: | importOT.csv W | | C5V files (*.csv)

e g m e mmm e m — e

wEiIe Edit View Human Resource Payroll Leave Inquiry Tools Window Help

| F N
% shle®eer™y

ork Unit ~ Rate

Trans [NGHH

Data From: I|C:¥Jsers\}Jser\Deskhop‘l,Import Payroll OvertimejmportOT.csv |

(@) New setting. .. N Step 1: Select your data source

Ot [
(") Load From File... | | EI

Step 2: Choose New Setting

Step 3: Click Next

Manage Setting B: T Einish




Description

| <<hiews>

Import

| With Transactions

B

Separator Options

From row

Step 4: Select as row 1

() Tab

() Semicolon

Trans Date

Post Date

(®) Comma

(") 5pace

(") Other l:l

Text delimiter m

Step 5: Select comma

Date

Employee

15/06/2015

15/06/2015

15/06/2015

15/06/2015

Manage Setting

Description |<‘:New>>

Import

3| | Trans Date

From row H

Separator Options

() Tab

() semicolon

Post Date

(@) Comma

() Space

() Other |:| Text delimiter

[TransDATE

POSTDATE
EMPLOYEE

PROJECT

JOB

TASK

CODE

DESCRIPTION
WORKUNIT

UNITTYPE

RATE

PAYRATE w

Make sure you have select all the fields for the date, employee, code & workunit.

MALAYSIA

Payroll Payslip

ayroll Summary




Description

|{<New>>

Import

£ Trans Date

Post Date

Fromrow |1

Separator Options

()Tab

(") Semicolon

Fields

L |
=]

(@) Comma

() Space

(") Other I:I

Payroll Payslip

Text delimiter

TRAMSD...

workuNIT |

Date

Unit

15/08/2015

2

15/08/2015

5

15/08/2015

4

15/08/2015

2ayroll summary

Manage Setting

Description

|<<New>>

Import

Trans Date

Post Date

Separator Options

(JTab

() Semicolon

(@) Comma

() Space

Make sure change to row 2

(_)Other I:I

Payroll Payslip

Text delimiter lzl

£ TRANSD... EMPLOYEE CODE
Date Employee |OT Unit
15/08/2015 |001 HW15 2
15062015 |002 HW20 5
15/08/2015 |003 HW30 4
15/06/2015 | 004 HW15 i

Rayroll Summary

Manage Setting




_ ik Import Wizard

Pending

Description |<<New>>

bed @ rowon
T . ... | Fromrow |2 =2
Post Date -

0.1100 seconds

\ Import row 2
| Import row 3
20/06/2015
I—L Separator Options Import row 4
i |20/06/2015 Import raw 5
i [20/06/2015 ()Tab @ Comma ;;E‘:é?é?ﬂ':md
i |20/08/2015
]7 () Semicolan () Space
Fields
£ TRANSD... EMPLOYEE CODE
15/06/2015 (001 HW15
15/06/2015 [002 HW 20
15/06/2015 [003 HW 30
15/06/2015 (004 HW15
Copy to Clipboard
Manage Setting | Cancel | |

Mext

|

Pending Overtime -

eede il oer ¥

P|

p| [|E Trans Date Pot Date Employee Code Description Work Unit As Time Work Unit Rate
15/06/2015 | 20,06/ o001 HW15 Waorking Day 02:00 2.00 1.50
15/06/2015 20;06;201\ 002 H 20 Rest Day 05:00 500 200
15/06/2015 |20/06/2015 \ 003 HY30 Public Holiday 04:00 400 3.00
»:15/06/2015 120/06/2015 \ 004 HW 15 working Day 02:30 2,50 1.50

\
Click Save
Count = 4 13:30

Working Day Rest Day Public Holiday

Done.

Payroll Payslip

2ayroll sSummary

EPF

50050

MALAYSIA

FCB

-



