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Chapter 8 Allowance

Task 8.1a

Fixed Allowance

Edit the following Fixed Allowances
(Tools > General Maintenance > Allowance)

autocount’
cloudm

My Pending Requests I 4+ Requested My Approval

E On Leave Today E On Leave Tomorrow
6 0 VIEW DETAILS © VIEW DETAILS ©

VIEW DETAILS ©@ VIEW DETAILS ©

II'C

Dashboard
My Calendar

6 0 0] 0 0

Employee Total Headcount Join This Month Exit This Month Join Next Month Exit Next Month

Payroll Management

TODOLIST ANNOUNCEMENTS

Government Report

No data

Management Report
No data

Employee Report

20 50 Page: .

My Claim
+

What to do now? o o

My Leave
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Edit the following Fixed Allowances, PETROL to TRAVEL
(Tools > General Maintenance > Allowance)

B & ? .NewUserv

1

General Maintenante

Claim Type

[v]

T ATTENDANCE  Attendance ... [v] v s i
Sranch CHILD Child Care A... V|
ranci

EDU Education Al... ran |
Department

I HOUSE Housing Allo... |

Project MEAL Meal Allowa... P |
Race e i1 ES i1 L S

PETROL Travel/Petro... /s i
Employee Type

FHU HE Broaaganw... ] ] ] ] , [ ]
Employee Group _

SHIFT shift Allowa... /i
Calendar

Count: 9

Allowance

n 20 50 Page: .
Deduction

EPF

BIK

+
e ©
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Edit the following Fixed Allowances Description PETROL to TRAVEL
Select Tax Exempted Rule no 1

EDIT ALLOWANCE

Description Travel/Petrel Allowance

Setting Formula

Start Period End Period

&

Pay EPF Pay 50
+ | Pay Tax + | Pay HR
y y

Tax Exempted Rule

1. Petrol allowance, travelling allowance or toll payment
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Select Tax Exempted Rule no 1

1. Petrol allowance, travelling allowance
or toll payment

6,000.00

2. Child care allowance

3. Telephone, mobile phone, pager and
PDA

4. Manthly bills for broadband, phone,
pager and PDA

5. Perquisites provided to employee for
certain achievement

6. Parking rate and parking allowance
7. Meal allowance

8. Subsidised interest for housing,
education or car loan

2,400.00

0.00

2,000.00

0.00

0.00

0.00
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cloudpay

Select Tax Exempted Rule no 1

EDIT ALLOWANCE

‘ TRAVEL

Description ‘ Travel/Petrol Allowance

Setting Formula
End Period
@) |

Pay EPF Pay SOCSO & EIS

Pay Tax Pay HRDF

Start Period

Tax Exempted Rule

e -

‘ 1. Petrol allowance, travelling allowance or toll payment
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Edit the following Fixed Allowances, SHIFT to SHIFT 400 (Formula)
(Tools > General Maintenance > Allowance)

autocoun /\_) = =2 4 ? Newllser
cloudpayroll . —
1234 NAZZEL Allowance Q

iy ¢

General Maintenance

Claim Type

[v]

Leave Type ATTENDANCE  Attendance ... [v]

<

CHILD Child Care A...
Branch

EDU Education Al...
Department
HOUSE Housing Allo...

Project MEAL Meal Allowa...

% % N N NN

b,
[ 1} llu m m | mp omp | omp om

Race PARK Parking Allo...

SIRESINCIREN IR ININ
SRR NN
<R R R DR
SIESINNIBININNIBEN

Employee Type

[
[<]
[<]
[
N

Employee Group

Sran

E
K

Calendar

Allowance

20 50
Deduction

EPF

Count: 9

Page: n

BIK

Levy

+
e ©
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Edit the following Fixed Allowances, SHIFT to SHIFT 400 (Formula)
Click Formula Tab & Enter Formula amount

EDIT ALLOWANCE

SHIFT 400

Description ‘ Shift Allowance 400

P —
Setting Formula

Start Period End Period

Q)

Pay EPF Pay SOCSO & EIS
Pay Tax Pay HRDF

Tax Exempted Rule
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Enter Formula amount 400

Functions =~ Allowace  Deduction  Time Attendance

EDIT ALLOWANCE
Code * ‘ SHIFT 400 ‘
Description ‘ Shift Allowance 400 ‘
Setting Formula
Passed
400

Others

|ROUND|‘ABS|‘SQRT‘|MAX|‘M\N|‘MOD

[ avo ] [or]
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Allowance Listing
avtocount’ /\-\_)
cloudpayroll

ey 1

=B A ? .NewUserv

General Maintenance

e ATTENDANCE  Attendance ... % e
Sranch CHILD Child Care A... |

EDU Education Al... /s i
Department HOUSE Housing Allo... |
Project MEAL Meal Allowa... V|
Race PARK Parking Allo... |
i PHONE BroadBandy... |

SHIFT 400 Shift Allowa... 400 /s i
Employee Group TRAVEL Travel/Petro... 7 i

Calendar

Allowance
Deduction
EPF

BIK

Levy

Count: 9

n 20 50

Page: -

+

What to do now? o o
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Task 8.1b

Assign allowance to Employee
Assign the following Fixed Allowance to Employee
(Payroll > Employee > Employee Maintenance)

avtocount’ = M ‘ ? NewU ~
cloudpayrol . —

Step By Step Answer Guide — Chapter 8 Allowance

N Y S P = o = N

My Calendar E-0001/1904 SWEET JINGJING SALESE... - SALE... 01/04/2019 |:|

E001/1505 Tom Kurus SSM Ma... SSM - SALE... 01/05/2015 |:| |

E002/1510 Cindy Louder Purchasi... PUR - PURC... 01/10/2015 |:| |
Employee v

E003/1606 Apapon Buleh HRA Ma... HRA - HUM... 01/06/2016 [] [] v |
@ Employee Maintenance

[ E004/1707 Aiyen Man OP Exec... ORD - ORD... 01/07/2017 |:| |:| | ]
Organization Chart

E005/1710 Woo Verin Marketi... SSM - SALE... 01/10/2017 |:| |:| s u

Payroll Management
Count: 6

n 20 50 Page: .

Government Report

Management Report

Employee Report

+

What to do now? = 0
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Assign the following Fixed Allowance to Employee Aiyen Man
(Payroll > Employee > Employee Maintenance > Aiyen Man > Additional & Deduction)

Step By Step Answer Guide — Chapter 8 Allowance

autocount /\"—) = =8 & 7 NewUser +
cloudpayrolt @ v

Aiyen Man B

Dashboard

Employee Code *

E004/1707 D Is Foreigner |:| Is Disable Person

My Calendar

Employee Full Name *

Employee Aiyen Man

@ Employee M:jintenance Is Active D Has E-Le as E-Claim

Organization Chart

Payroll Management
[ 4

Personal Profile Spouse Information Employment Detail Statutory Requirement [Additon & Deduction ther Information Bank Accounts Invite User

Government Report
Personal Information

Management Report
Employee Report Identity Card/Passport *
+
Gender Date of Birth Age R

Male - 05/05/1995 | 24 What to do now? (-] o
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Add New Payroll Item
Assign the following Fixed Allowance to Employee Aiyen Man
(Payroll > Employee > Employee Maintenance > Aiyen Man > Additional & Deduction)

|
i¢
»
~
z
m
2
c
]
<

autocount
cloudsg;r;—lp

Aiyen Man N

@ Employee v

o K% Employee Maintenance Employee Code *

Organization Chart E004/1707 I:, Is Foreigner D Is Disable Person

Payroll Management Employee Full Name *

Aiyen Man
Is Active || HasE-Leave || Has E-Claim
Government Report
Management Report
Employee Report N . . . . . . :
Personal Profile Spouse Information Employment Detail ~ Statutory Requirement | Addition & Deduction | Other Information Bank Accounts Invite User

Addition & Deduction

My Claim

Add Payroll Item
N e N B

No Data Available What to do now? =] o

Rl Drag a column header here to group by that column

Leave Management

Loan
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Assign the following Fixed Allowance to Employee Aiyen Man: Travel & Shift 400

PAYROLL ITEM

Optional Deduction

Descrip... + Start Peri... End Period Amount Pay EPF Pay SOCS... Pay HRDF Is Fixed

TRAVEL Travel/Petr...

(&) &
(<) [+
&) &
&) &
ESINEY
(<) [+

SHIFT 400 Shift Allow...

PARK Parking All...
MEAL Meal Allow...
HOUSE Housing Al...
EDU Education ...
CHILD Child Care ...

PHONE BroadBan...

O ogooCod
A AR R NN (LR S

] ]

MM RRREE
MM RRREE
CRESIR N IR CNIR IR

ATTENDAN...  Attendanc...

-
(=]
[
=}
wn
=}
o
W
oo
™




auvtocount m
roll Step By Step Answer Guide — Chapter 8 Allowance

cloudpay

Enter Amount 500 into Travel/Petrol Allowance by edit the setting

autocount’ /\\‘)

cloudpayroll

Alyen Man

Employee Code *

Eis Employee
E004/1707 D Is Foreigner D Is Disable Person

O @ Employee Maintenance
Employee Full Name *

Organization Chart
Aiyen Man

Payroll Management
Is Active D Has E-Leave D Has E-Claim

Government Report
Addition & Deduction Other Information Bank Accounts Invite User

Employment Detail ~ Statutory Requirement

Management Report Personal Profile Spouse Information

Employee Report

Addition & Deduction

My Claim Drag a column header here to group by that column Add Payroll Item

Leave Management Allowance Travel/Petrol Allowance

’

400

What to do now? o

Allowance Shift Allowance 400

20 50

Loan
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Enter Amount 500 into Travel/Petrol Allowance by edit the setting

E & 2 . NewlUser +

autecount’ I/f\\_}

cloudpayroll

Aiyen Man

Employment Detail Statutory Requirement Addition & Deduction >

Personal Profile Spouse Information

@ Employee

= @ Employee Maintenance

Addition & Deduction

Organization Chart

Payroll Management

Add Payroll ltem

Drag a column header here to group by that column

I N N R

Government Report Allowance Travel/Petrol Allowance
Management Report R
E = Allowance Shift Allowance 400 o |
Employee Report
n 20 50 Page:
Human Resource Letter
=
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Select option Enter by Amount, and enter 500

Amount

$® By Amount

| 500

ctions = Allowance Deduction  Time Attendance  Others

|ROUND||ABS||SQRT||MAX||MIN||MOD| ELSE
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List of allowance

E A ? . NewUser v

Alyen Man N

autecount’ 'm

cloudpayroll

Personal Profile Spouse Information Employment Datail Statutory Requirement Addition & Deduction >

@ Employee

= @ Employee Maintenance

Addition & Deduction

Organization Chart

Payroll Management
Add Payroll ltem

Drag a column header here to group by that column

Government Report Allowance Travel/Petrol Allowance
Management Report R
E = Allowance Shift Allowance 400 FA |
Employee Report
n 20 50 Page:
Human Resource Letter +




auvtocount m
roll Step By Step Answer Guide — Chapter 8 Allowance

cloudpay

Well Done!

autocount =] T MNewUser ~
cloudm . . —

Aiyen Man

Personal Profile Spouse Information Employment Detail Statutory Requirement Addition & Deduction >

@ Employee

= @ Employee Maintenance

Addition & Deduction

Organization Chart

Add Payroll Item

Payroll Management

Drag a column header here to group by that column

N e R

500.00 [}

Government Report Allowance Travel/Petrol Allowance /
Allowance Shift Allowance 400 A |

Management Report
Page: '

Employee Report n 20 50

Human Resource Letter

+

o
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Task 8.1c
Process Month End Payroll — Fixed Allowance

Process month end payroll for April yyyy, only for E-004/1707
(Payroll > Payroll Management > Process Payroll > New Payroll Process)

avtocount /'/—\\'j

cloudpayroll

I —

H & ? . NewUser +

Latest Period: March 2019

Emplovee

Adhoc Payroll items

Time Attendance EMPLOYEE COUNT: 5

LEAVE CUT OFF DATE :31/03/2019

(@) Process Payroll

Electronic Payment

CP Receipt

Drag a column header here to group by that column

Q
4
TN N T,
O @ i

Government Report

Management Report

February 2019 Year To Date 28/02/2019 28/02/2019

c 34 n o
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Process month end payroll for April yyyy, only for E-004/1707
Select Payroll Type Month End / Second Half, Payroll Period Month of April

New Payroll Process

[ Payroll Type * Menth End / Second ... - ]

De=scription

Payroll Period

[ Maonth * April - ]l Year* | 2019 -

Leave Cut Off Date Lazt Day

Filter

Q

[ | [ DEFAULT - Default Department

» [ ] B HR-HUMAN RESDURCE & ADMIN

~ (M| [ oPE- OPERATION

- [ ORD - ORDER PROCESSING

& Alyen Man

[ T T
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Proceed with process of April current year for Aiyen Man

Payroll Period

Maonth *

Leave Cut Off Date

Filter

April

Last Day

Q

[ | [ DEFAULT - Default Department

v [ | [ HR- HUMAN RESOURCE & ADMIN

~ [l [E oPE-CPERATION

- B ORD - ORDER PROCESSING

& Alyen Man

» [] [ PUR-PURCHASING

» [ ] [ s5M - SALES SERVICE & MARKETING
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cloudpayr

Summary of Payroll Process of April current year for Aiyen Man

avtocount m H & ? . NewUser

cloudpayroll

Detail

Summary

090 NUMBER OF EMPLOYEES TOTAL NET PAY LEAVE CUT OFF DATE
A 1 8N  3621.00 2019-04-30
Employee
Eﬁ Payroll Management
TOTAL PCB TOTAL EPF TOTAL 50C50 TOTAL EIS TOTAL HRDF
Adhoc Payroll ltems
0.00 984.00 88.80 15.80 41.00

Time Attendance

E@J Process Payroll
Commit All _
Summary Files v

Electronic Payment

CP Receipt

Drag a column header here to group by that column

3,621.00

3,200.00 4,100.00 478.65

Government Report
Alyen Man OP Executive
478.65 3,621.00 o

Management Report
Count: 1 4,100.00
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Task 8.2a
Variable Allowance (Without Formula)

Step By Step Answer Guide — Chapter 8 Allowance

Confirm the following Variable Allowance (ATTENDENCE) without any formula
(Tools > General Maintenance > Allowance)

autocount” If/—\ﬁ—P
cloudpayrol

Leave Type

Allowance

Branch
Formula

LT ATTEN..  Attenda... V|
Project CHILD child C... P |
~ma EDU Educati.. P |
Ermployee Type HOUSE Housin... |

MEAL Meal All... Pl |
Employee Group

PARK Parking... Pl |
Calendar

PHONE BroadB... |
Allowsnce SHIFT 4.  Shift All.. 400 Fa |
Deduction TRAVEL Travell... Pl |
ERE Count: 9

n 20 50 Page: '

C3 e n o
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Confirm the following Variable Allowance (ATTENDENCE) setting for TAX Exempted Rule is empty
(Tools > General Maintenance > Allowance > Setting)

Step By Step Answer Guide — Chapter 8 Allowance

&« cC 0 & payroll.autocountsoft.com o

Microsoft Office Ho... [ Shares - Nextcloud ™ CIMBClicks &) Maybank2u.com O... g] Dashboard < AutoC... K@ WebConnector o XOX Self Care . HorribleSubs » So b... [l wordpress » | I Other bookmarks

avtocount” I._r“r/_\-‘ \-‘.II
cloudpayroll

EDIT ALLOWANCE

Allowe

Q, Filter...

Code * ATTENDANCE
Description Attendance allowance
_-l
ATTEN... "l |
Settin Formula
CHILD & el |
EDU Start Period End Period |
HOUSE ra |
MEAL |v| PayEPF |v| Paysocso&Els P
|v| Pay Tax |v| Pay HRDF
PARK — Fa |
Tax Exempted Rule
PHOME rFan |
SHIFT 4... s |
EPF -
+ II

BIK

Page:
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Confirm the following Variable Allowance (ATTENDENCE) Formula is empty
(Tools > General Maintenance > Allowance)

Formula

Formula

owance Deduction Time Attendance Others

oo ABS | | SQRT | | MAX | | MIN |
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Task 8.2b
Assign Allowance to Employee

Assign the following Attendance Allowance to Employee Aiyen Man
(Payroll > Employee > Employee Maintenance > Aiyen Man)

autocount’ = (] ? NewUser v
cloudpayrol . . —

B S P T ) e A R

My Calendar E-0001/1904 SWEET JINGJING SALESE... - SALE... 01/04/2019 ]

E001/1505 Tom Kurus S5M Ma... SSM - SALE... 01/05/2015 |:| ran |

E002/1510 Cindy Louder Purchasi... PUR - PURC... 01/10/2015 D |
Employee v

E003/1606 Apapon Buleh HRA Ma... HRA - HUM... 01/06/2016 D s i
@ Employee Maintenance

[ E004/1707 Aiyen Man OP Exec... ORD - ORD... 01/07/2017 ] ] | ]
Organization Chart

E005/1710 Woo Verin Marketi... SSM - SALE... 01/10/2017 |:| |:| s 0

Payroll Management
Count: 6

n 20 50 Page: -

Government Report

Management Report

Employee Report

+

What to do now? a e
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Add Payroll Item Attendence Allowance to Employee Aiyen Man
(Payroll > Employee > Employee Maintenance > Aiyen Man)

autocount Im

cloudpayroll

Dashboard

My Calendar

Employee
@ Employee Maintenance
Organization Chart

Payroll Management

Government Report
Management Report

Employee Report

B A ? . NewUser ~

Employee Code *

E-004/1707 D Is Foreigner D Is Disable Person

Employee Full Name *

Alyen Man
Is Active |:| Has E-Leave |:| Has E-Claim
Personal Profile Spouse Information Employment Detail Statutory Requirement Addition & Deduction >

Addition & Deduction

Drag a column header here to group by that column Add Payroll Item
N N e T

Allowance Travel/Patrol Allowance 500.00 rFa |

"

Allowance Shift Allowance 400 ’

“ 20 50 Pare: n

O
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PAYROLL ITEM

Allowance Deduction Optional Deduction

TRAVEL Travel/P...
SHIFT 400 Shift All...

PARK Parking ...

/] [/]

<] R R R R R
CUIRE AR EN AR C AR CN AR CNRRCNRREN
< RRRRRRE

S NS N NN NN

[<]
[<]
[
[
<]

Attenda...
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List of Employee (Aiyen Man) Payroll Item (Allowance)

avtocount’ m

cloudpayroll

Dashboard

My Calendar
Persaonal Profile

Employee Addition & Deduction

@ Employee Maintenance

Z)rag a column header here to group by that

Spouse Information

column

B A

Employment Detail Statutory Requireme

Add Payroll ltem

? . Mewlser v

duction >

Organization Chart

Payroll Management
Allowance

Allowance

Government Report Allowance

Management Report @ 20 50

Attendance Allowance
Travel/Petrol Allowance

Shift Allowance

500.00

400

Vs
Fa
P |

o w
+

Employee Report
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Task 8.2c
Process Month End Payroll — Method A (Recalculate)

Edit Processed Month End Payroll for April yyyy
(Payroll > Payroll Management > Process Payroll)

avtocount’ -m — M ‘ ? . MewlUser «

cloudpayroll

Latest Period: April 2019

Month End / Second Half
Dashboard

EMPLOYEE COUNT : 1
My Calendar
LEAVE CUT OFF DATE :30/04/2019

D Is Committed

Employee

E? Payroll Management

. Adhoc Payroll ltems

Tima Attandanra Drag a column header here to group by that column

mm—

BEOd Sma March 2019 Year To Date 31/03/2019  31/03/2019

Process Payroll I

+

(]

CP Receipt February 2019 Year To Date 28/02/2019  28/02/2019 5 @ i

January 2019 Year To Date 31/01/2019 31/01/2019 ] [ @ W o
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cloudpay

Edit Detail Processed Month End Payroll for April yyyy
(Payroll > Payroll Management > Process Payroll > Detail)

autocaunt /\\j = M A ? . NewUser v

cloudpayroll

Dashboard

Detail

Summary

LEAVE CUT OFF DATE

My Calendar

0%0 NUMBER OF EMPLOYEES TOTAL NET PAY
A 1 SN  3,621.00 2019-04-30

TOTAL SOCSD TOTAL EIS TOTAL HRDF

88.80 15.80 41.00

Employee
TOTAL PCB TOTAL EPF

Eﬁ Payroll Management 0.00 984.00

C it All

Drag a column header here to group by that column

mmm

3,200.00 4,100.00 478.65 3,621.00

4,100.00 478.65 3,621.00 o

Adhoc Payroll ltems

Time Attendance

Process Payroll

Electronic Payment

CP Receipt

Alyen Man OP Executive

Count: 1
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Edit Detail Processed Month End Payroll for April yyyy, expend detail info for Aiyen Man
(Payroll > Payroll Management > Process Payroll > Detail)

autocount’ m

cloudpayroll

H & 2 . Newlser +

Summaw e

Dashboard

Wiew By : ﬂ

ave & Recalculate A

My Calendar Q AiyEI‘I Man

PCBE Calculation Detail H LHDM Calculator

E-004/1707 - Alyen Man Basic Salary: 3,200.00 Deduction: 0.00 BIK:
Employee ORD . OP Executive
Allowance: 900.00 Advance: 0,00 Company EPF:
@ Payroll Management

OverTime: 0.00 EPF: 451.00 Company S0CS0:
Adhoc Payroll ltems

Commission: 0.00 50050 19.75 Company EIS:
Time Attendance

Bonus: 0.00 El5: 7.90 Company Lewy:

Process Payroll .
L Director Fee: D Is Fix 0.00 PCE Tax: 0.00 PCB Details

Electronic Payment ; R
ym Paid Leave: 0.0 CP 38 Tax: 0.00 Optional Deduction:

(Y SEERTL Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat:

Payment OF Arrears: 0.00 Zakat: 0.00 Prorated Salary +
Employee Levy: 0.00 Days Not Worked: o

Loan: 0.00 -
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Expand Detail Processed Month End Payroll for April yyyy & Reset Processor
(Payroll > Payroll Management > Process Payroll > Detail)

autocount = M & 7 NewUser v
cloudm . —

Dashboard

My Calendar = Aiyen Man

e e

Detail

Summary

PCE Calculation Detail H LHDM Calculator

Company

Basic Salary: 3,200.00 Deduction: 0.00 BIK: 0.00
Employee
Allowance: 900.00 Advance: 0.00 Company EPF: 533,00
@ Payroll Management

COverTime: 0.00 EPF: 451.00 Company 50CS0: £69.05
Adhoc Payroll ltems

Commission: 0.00 S0C50: 19.75 Company El5: 7.90
Time Attendance

Bonus: 0.00 ElS: 7.90 Company Lewvy: 0.00

Process Payroll A
=S Director Fee: || IsFix 0.00 PCB Tax: 0.00 PCE Details

Electronic Payment

Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00

(@rlEEer Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00

Payment Of Arrears: 0.00 Zakat: 0.00 Prorated Salary -
Employee Levy: 0.00 Days Not Worked: 0.00 o

= e ] O Loan: 0.00 .

Continue...
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Process Payroll

Electronic Payment

CP Receipt

Gross Pay:

4,100.00

Tabung Haji Amt:

Total Deduction:

0.00

A478.65

-
autocount” If/—\“—j = | ‘ ? . Newlser ~
cloudpayroll

OwerTime: 0.00 EFF: 451.00 Company 50CS0: 59.05
Commission: 0.00 50050 19.75 Company EIS: 7.90
Dashboard Bonus: 0.00 EIS: 7.90 Company Levy: 0.00
My Calendar Director Fee: | | IsFix 0.00 PCB Tax: 0.00 PCB Details
Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
LT Payment Of Arrears: 0.00 Zakat: 0.00 Prorated Salary
Ela Payroll Management Employee Levy: 0.00 Days Not Worked: 0.00
Adhoc Payroll ltems Loan: 0.00
Time Attendance ASN Amt: 0.00

Net Pay:
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Expand Detail Processed Month End Payroll for April yyyy, Reset Processor

autecount "m

cloudpayroll

H & 2 . NewUser v

@) Month End / Second Half @ Apr 2019 m

Dashboard
Summary I Detail I

My Calendar
Confirm changes

. A Are you sure want to reset the payroll for employee [Aiyen Man] 7
Employee
Eln Payroll Management
Basic Salary: 0.00 BIK: 0.00
Adhoc Payroll ltems
Allowance: 0.00 Company EPF: 468.00
Time Attendance
OverTime: 396.00 Company 50C50: 62.15
Process Payroll
Commission: 17.75 Company EIS: 7.10
Electronic Payment
Bonus: 0.00 EIS: 7.10 Company Levy: 0.00 +
CP Receipt . .
Director Fee: || IsFix 0.00 PCB Tax: 0.00 PCB Details 6
: Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
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Edit Aiyen Man Allowance Collumn, to allow manual input of Attendence

avtocount’ /—\xj — | ‘ ? . Newlser v

cloudpayroll

View By : =
Dashboard few By E =

My Calendar = Aiyen Man PCB Calculation Detail l LHDN Calculator
.
Basic Salary: 3,200.00 Deduction: 0.00 BIK: 0.00
Employee —_—
Allowance: 900,00 Advance: 0,00 Company EPF: 533.00
@ Payroll Management
COverTime: 0.00 EPF: 451.00 Company 50C50: 59.05
Adhoc Payroll ltems
Commission: 0.00 SOC 19.75 Company EIS: 7.90
Time Attendance
Bonus: 0.00 Company Lewvy: 0.00

Process Payroll .
Director Fee: D Is Fix 0.00 PCB Details

Electronic Payment

Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
SIS Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Employee Levy: 0.00 Days Mot Worked: 0.00 o

Loan: 0.00 -
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Edit Aiyen Man Allowance Collumn, to allow manual input of Attendence

Sub Detail

Allowance @

Add New Row

P B

SHIFT 400 - Shift Allowa... 400.00
TRAVEL - Travel/Petrol A... 500.00 F |

ATTENDANCE - Attenda... 0.00

Count: 3 Sum: 9200.00
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Enter amount 200 for Attendence Allowance

Sub Detail

Allowance @

Add New Row

SHIFT 400 - Shift Allowa... 400.00

TRAVEL - Travel/Petrol ... 500.00

ATTEMDA... - [ 200 ]

Pay HRDF:

Is Fixed Wages:

Tax Exempted Rule: |
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Click Save & Recalculate All to proceed

auvtocount’ /—\\_j

cloudpayroll

M & ? . NewlUser ~

View By : =
Dashboard SRy m —

My Calendar = Aiyen Man

PCE Calculation Detail H LHDM Calculato ave & Recalculate All |

Basic Salary: 3,200.00 Deduction:
Employee
Allowance: 1,100.00 Advance: 533,00
@ Payroll Management

OverTime: 0.00 EPF: 451.00 Company 50Cs0: 69.05
Adhoc Payroll items

Commission: 0.00 50C50: 19.75 Company EIS: 7.90
Time Attendance

Bonus: 00 EIS: 7.90 Company Lewy: 0.00

Process Payroll )
Director Fee: || IsFix 0.00 PCB Tax: 0.00 PCE Details

ecionicRayment Paid Leava: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
SRS Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Employee Levy: 0.00 Days Mot Worked: 0.00 '

Loan: 0.00
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cloudpayroll

Step By Step Answer Guide — Chapter 8

Allowance

Click Save & Recalculate All to proceed, Yes to confirm

autecaunt’ m

cloudpayroll

Dashboard

My Calendar

Employee

Payroll Management

Adhoc Payroll ttems

Time Attendance
Process Payroll
Electronic Payment

CP Receipt

Summary Detail

= Aiyen Man

Confirm recalculate

MNewUser

Basic Salary: .00 BIK: 0.00

Allowance: A Are you sure want to recalculate the payroll for all affected employees 2 199 Company EPF 533.00

OverTime: ‘.UD Company 50C50: 69.05

Commission: No L.75 Company EIS: 7.90

Bonus: | l‘.QD Company Levy: 0.00

Paid Leave: 38 Tax: 0.00 Optional Deduction: 0.00

Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00

Payment Of Arrears: 0.00 Zakat: 0.00 +
R 0.00 Days Mot Worked: 0.00 6
Loan: 0.00
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Month End / Second Half Process for April yyyy for Aiyen Man, Detail
New Allowance amount appear 1,100.00
(Payroll > Payroll Management > Process Payroll > Detail)

avtocount /'/—\\'j = B & 7 . NewUser v

cloudpayroll

Summaw el
Dashboard View By : E

My Calendar = Aiyen Man PCB Calculation Detail H LHDN Calculator l {8 save & Recalculate All
. B
Basic Salary: 3,200.00 Deduction: 0.00
Employee
Allowance: 1.100.00 Advance: 0.00 Company EPF: 550,00
@ Payroll Management
OverTime: 0.00 EPF: 473.00 Company 50C50: 69.05
Adhoc Payroll ltems
Commission: 0.00 S50C50: 19.75 Company EIS: 7.90
Time Attendance
Bonus: 0.00 EIS: 7.90 Company Levy: 0.00

Process Payroll .
Director Fee: | | Is Fix 0.00 PCB Tax: 0.00 PCB Details

Electronic Payment

Paid Leave: 0.00 CP 38 Tax: 0.00 T e DEeuEient .00
CP Receipt Claim: 0.00 Unpaid Leave: 0.00 Employes Paid Zakat: 0.00
Payment Of Arrears: 0.00 Zakat: 0.00 +
Employee Levy: 0.00 Days Mot Worked: 0.00 o
= :: ’h O Loan: 0.00 e

Continue...
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autecount 'm =] ‘ ? . Newlser v

cloudpayroll

OverTime: 0.00 EPF: 473.00 Company 50CS0: £59.05
Commission: 0.00 SOCS0: 18.75 Company EIS: 7.90
Dashboard Bonus: 0.00 EIS: 7.90 Company Lewy: 0.00
My Calendar Director Fee: D Is Fix 0.00 PCE Tax: 0.00
Paid Leava: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Employee Payment Of Arrears: 0.00 Zakat: 0.00
GH Payroll Management Employee Levy: 0.00 Days Mot Worked: 0.00
Adhoc Payroll ltems Loan: 0.00
Time Attendance ASN Amit: 0.00
Process Payroll Tabung Haji Amt: 0.00

Electronic Payment

CP Receipt

Gross Pay: Total Deduction: 500.65 Net Pay:
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Reset payroll process & observe changes in collumn Allowance

avtocount’ /—\\_j — M ‘- ? . NewUser v

cloudpayroll

Summaw ol
Dashboard View By: E

My Calendar = Aiyen Man PCB Calculation Detail H LHDN Calculator } Save & Recalculate All
=

Basic Salary: 3,200.00 Deduction: 0.00
Employee
Allowance: 1.100.00 Advance: 0.00
@ Payroll Management
OverTime: 0.00 EPF: 473.00 Company 50CS0: 69.05
Adhoc Payroll ltems
Commissicn: 0.00 SOCS0: 19.75 Company EIS: 7.90
Time Attendance
Bonus: 0.00 EIS: 7.90 Company Levy: 0.00

Process Payroll .
Director Fee: | | IsFix 0.00 PCB Tax: 0.00 PCB Details

Electronic Payment ) .
Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deducticn: 0.00

CP Receipt ; .
P Claim: 0,00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00

Payment Of Arrears: 0.00 Zakat: 0.00 Prorated Salary +

Employee Levy: 0.00 Days Mot Worked: 0.00 °

Loan: 0.00 -
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Observe the amount after reset from 1100 change back to 900 (this to test Variable Allowance Item)
(Payroll > Payroll Management > Process Payroll > Detail)

autocount’ I/—\xj

cloudpayroll

Summaw Detail

B & ? . NewUser v

View By : E

ave & Recalculate All

Dashboard
My Calendar = Aiyen Man
Basic Salary: 3,200.00 Deduction:
Employee
Allowance: 900.00 Advance:
EI:! Payroll Management
OverTime: 0.00 EPF:
Adhoc Payroll tems
Commission: 0,00 SOCS0:
Time Attendance
Bonus: 0.00 EIS:
Process Payroll
Director Fee: D Is Fix 0.00 PCE Tax:
Electronic Payment
Paid Leave: 0.00 CP 32 Tax:
CP Receipt
Claim: 0.00 Unpaid Leave:
Payment Of Arrears: 0.00 Zakat:

Employee Levy:

= 34 g O

Loan:

__

0.00
Company EPF: 533.00
Company 50CS0: 69.05
Company EIS: 7.90
Company Lewvy: 0.00
Optional Deduction: 0.0¢
Employee Paid Zakat: 0.00

Prorated Salary =+
Days Not Worked: 0.00 o

Note: Conclusion, allowance amount entered in Payroll Process > Details will be delete once reset.
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Task 8.2d
Process Month End Payroll — Method B (Adhoc Item)

Add the following adhoc allowance item
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance)

H & ? . MNewUser v

avtocount” I/—\xj

cloudpayroll

Dashboard
My Calendar

Allowance Overtime Commission Bonus Claim Payment of Arrears Deduction Advance >

Employee
Add New Row

Drag a column header here to group by that column

@ Payroll Management
Adhoc Payroll tems
Time Attendance
Process Payroll

Electronic Payment

Cou... Sum...

CP Receipt
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Add the following adhoc allowance item, Select Employee Aiyen Man
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance)

autecount’ //—\\—3

cloudpayroll

H & ? . NewUser

Kurus

Dashboard E-002/1310 - Cindy
Louder

My Calendar E-003/1606 -

Apapon Buleh

E-004/1707 - Aiyen
Man

Employee _ E-005/1710 - Woo
C varin " here to group by that column Add New Row Q

]Clva. am Cav e Bonus Claim Payment of Arrears Deduction Advance >

m Payroll Management
Sooenees Perii T Payroll Type Pay EF Pay Ta Pay HRI Is Fix | TaxEx
- - {] ]
Adhoc Payroll ltems Sweet Jing Jing Ll y y y
\—'I - O O 0 0 O =

Time Attendance

Process Payroll Count: 0 Sum...

Electronic Payment
n 20 50 Page:

CP Receipt
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Add the following adhoc allowance item, Select Period April
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance)

autocount’ m

cloudpayroll

= . Newlser +

Dashboard
My Calendar

Allowance Overtime Commission Bonus Claim Payment of Arrears Deduction Advance >

Employee

Add New Row Q

(o e o e |
] ] ] ] ] B

Drag a column header here to group by tj

m Payroll Management

Employee

Adhoc Payroll ltems

E-.. -

Time Attendance
Process Payroll Count: 0 Sum...

Electronic Payment
n 20 50 Page:

CP Receipt
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Add the following adhoc allowance item, Select Period April
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance)

autocount’ Im

cloudpayroll

Jan Feb Mar Apr
My Calendar
Aug

Dashboard

Claim Payment of Arrears Deduction Advance >

Allowance May Jun Jul

Employee
Drag a column header Sep Oct Nov Dec Add New Row Q
@ Payroll Management
Empl Pay 5C Pay T. Pay HRI IsFi Tax Ex
P — E== [=el=lmel === ]
- EI - i )
Time Attendance Eee D D D D D

Process Payroll Count: 0

Electronic Payment
n 20 50 Page:

Sum...

CP Receipt

] 34 n o
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Add the following adhoc allowance item, Select Payroll Type Month End
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance)

autecount f = E ? = = -
cloudpayrol . @ revvser

Dashboard
My Calendar
Allowance Overtime Commission Bonus Claim Payment of Arrears Deduction Advance >
Employee
Drag a column header here to group by that column Add New Row Q
@ Payroll Management
Payroll Type Tax Ex
Adhoc Payroll items FE e p mm--
- |9
Time Attendance 201804 | nd Half - - O O O
First Half
Process Payroll Cou... Sum
Month End /
Electronic Payment Second Half
n 20 50 Page:

CP Receipt
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Add the following adhoc allowance item, Select Code Attendance
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance)

autecount f = B ? = = -
cloudpayrol L @ e

Dashboard
e Drag a column header here to group by that column dd New Row Q
m Pawo“ L i m-
Employee ) - J i
@ Payroll Management Cou i;l’El:DANCE .
endance
Allowance
Adhoc Payroll ltems
n 20 50 CHILD - Child Page:
Time Attendance Care
Allowance
Process Payroll cou
Education
Electronic Payment Allowance
CP Receipt HOUSE -
Housing
Allowance
+
MEAL - Meal .
k Allowance J o
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Add the following adhoc allowance item, Enter Amount 230
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance)

autocount’ m

cloudpayroll

Dashboard

M & ? . NewUser

My Calendar

Drag a column header here to

230

Employee |

Eﬁ Payroll Management

Sum: 0.00

- E; Adhoc Payroll ltems

Time Attendance

Process Payroll

Electronic Payment

CP Receipt
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Adhoc Item)

avtocount’ /—\\_j — M ‘- ? . NewUser v

cloudpayroll

Summaw ol
Dashboard View By: E

My Calendar = Aiyen Man PCB Calculation Detail H LHDN Calculator Save & Recalculate All
=

Basic Salary: 3,200.00 Deduction: 0.00
Employee
Allowance: 1.100.00 Advance: 0.00
@ Payroll Management

OverTime: 0.00 EPF: 473.00 Company 50CS0: 69.05

Adhoc Payroll ltems
Commissicn: 0.00 SOCS0: 19.75 Company EIS: 7.90

Time Attendance
Bonus: 0.00 EIS: 7.90 Company Levy: 0.00

Process Payroll .
Director Fee: | | IsFix 0.00 PCB Tax: 0.00 PCB Details

Electronic Payment ) .
Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deducticn: 0.00

CP Receipt ; .

P Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Payment Of Arrears: 0.00 Zakat: 0.00 Prorated Salary =
Employee Levy: 0.00 Days Mot Worked: 0.00 °

Loan: 0.00 -
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Observe the amount after reset from 900 change to 1,1300 (this to test Adhoc Allowance ltem)
(Payroll > Payroll Management > Process Payroll > Detail)

Step By Step Answer Guide — Chapter 8 Allowance

auvtocount” Im —] B ‘ ? . Mewlser +

cloudpayroll

Wiew By : m

= AIyEI‘I Man PCE Calculation Detail H LHDM Calculator l i=] ; Save & Recalculate All
Dashboard
Basic Salary: 3,200.00 Deduction: 0.00 0.00
Allowance: 1.130.00 Advance: 0.00 Company EPF: 565.00
Employee OverTime: 0.00 EPF: 478.00 Company 50CSO: 69.05
E:! Payroll Management Commission: 0,00 SOCS0:; 19,75 Company EIS: 7.90
Adhoc Payroll items Bonus: 0.00 ElS: 7.90 Company Lewvy: 0.00
Time Attendance Directaor Fee: D Is Fix 0.00 PCB Tax: 26.90 PCB Details
; . o Optional Deduction: 0.00
Process Payroll Paid Leave: 0.00 CP 38 Tax: 0.00 p
) Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Electronic Payment
) Payment Of Arrears: 0.00 Zakat: 0.00 Prorated Salary +
CP Receipt
Employee Levy: 0.00 Days Mot Worked: 0.00 o
L3 . 1
= ¢ % ’H 0 Loan: 0.00 -

Continue...
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autocount” m — | ‘ ? . NewUser »

cloudpayroll

e o B o Opticnal e o
25 -

Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Payment Of Arrears: 0.00 Zakat: 0.00 [Tl oy
Days Not Worked: 0.00
Employee Levy: 0.00
Dashboard ploy! VY
Loan: 0.00
My Calendar
ASN Amt: 0.00
Tabung Haji Amt: 0.00

Employee
m Payroll Management

Adhoc Payroll ltems

Gross Pay: Total Deduction: .55

Time Attendance
Process Payroll
Electronic Payment

CP Receipt
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Allowance Adhoc Item complete

©

Payroll )
Management summary Detail

Wiew By : ﬂ
Q = Aiyen Man ) Save & Recalculate All

E004/1707 - Alyen Man Basic Salary: 3,200.00 Deduction: e oBK 000
ORD . OP Executive

‘Government
Report

PCE Calculation Detail H LHDM Calculator

N ee Koyt | Allowancea: 1.130.00 | Advance: 0.00 Company EPF: 565.00
OverTime: 0.00 ERF: 478.00 Company S0C50: 59.05
Humall‘f;:';mrce Commission: 0.00 50C50: 18.75 Company EI5: 7.90
Bonus: 0.00 ElS: 7.50 Company Lewy: 0.00
My Claim Director Fee: D Is Fix 0.00 PCB Tax: 26.90
Paid Leave: 0.00 CP38Tax: 0.00 Optional Deduction: 0.09
My Leave Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Payment Of Arrears: 0.00 Zakat: 0.00 =
L Employee Lavy: 0.00 Days Not Worked: 0.00 o
Loan: 0.00 -

Note: Conclusion, entering allowance using Ad-Hoc Payroll Item, amount entered remain intact even after reset.
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Task 8.3a
Variable Allowance (With Formula) — TA Function

Edit the following Allowancel Item : MEAL
(Tools > General Maintenance > Allowance )

avtoecount” '//—\\_P
cloudpayrol

Company Profile

H & ? . NewUser +

e ATTEN.. Attenda... [w] Fa |

CHILD Child C... Pl |
Leave Type

EDU Educati... V|
Branch

HOUSE Housin... Pl |
LT MEAL Meal All. / l
Project PARK Parking... AV |
Race PHONE 2roadE... V|
Employee Type SHIFT4..  Shift All.. 400 ra |

TRAVEL Travell... Pl |
Employee Group

Count: 9
Calendar ES

Allowance n 20 50 Page: '
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cloudpay

Edit the following Allowancel Item : MEAL
(Tools > General Maintenance > Allowance )

EDIT ALLOWANCE X
Code * MEAL
Description Meal Allowance

Setting Formula

Passed

Functions Allowance Deduction Time Attendance Others

| WORKING DAYS | | WORKED DAYS | | ABSENT DAYS | | LEAVE DAYS |

| UMNPAID LEAVE DAYS | | WORKED REST DAYS | | WORKED HOLIDAYS |
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Edit the following Allowancel Item : MEAL > Formula

EDIT ALLOWANCE X
Code * MEAL
Description Meal Allowance

Setting Formula

WORKED DAYS

Functions Allowance Deduction [ sendance Others

| WORKING DAYS | | WORKED DAYS | ABSENT DAYS | | LEAVE DAYS |

| UMNPAID LEAVE DAYS | | WORKED REST DAYS | | WORKED HOLIDAYS |
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Edit the following Allowancel Item : MEAL > Formula > Enter X5

EDIT ALLOWANCE

Code * MEAL

Description Meal Allowance

Setting Formula

WORKED DAYS x 5

Functions Allowance Deduction Time Attendance Others

| WORKING DAYS | | WORKED DAYS | | ABSENT DAYS | | LEAVE DAYS |

| UMPAID LEAVE DAYS | | WORKED REST DAYS | | WORKED HOLIDAYS |
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cloudpayr

Edit the following Allowancel Item : MEAL > Formula

WORKED DAYS x 5

Functions Allowance Deduction Time Attendance Others

| WORKING DAYS | | WORKED DAYS | | ABSENT DAYS | | LEAVE DAYS |

| UMPAID LEAVE DAYS | | WORKED REST DAYS | | WORKED HOLIDAYS |

| OVERTIME FOR WORKED DAYS | | OVERTIME FOR REST DAYS |

| OVERTIME FOR HOLIDAYS | | LATEMESS COUNT | | LATEMNESS TIME |
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Allowance Listing

autecount’ ./f\\_j

cloudpayroll

M & ? . NewUser ~

Company Profile

v v v

O ATTEN.. Attenda... Pl |

CHILD Child C... Pl |
Leave Type

EDU Educati... Pl |
Branch

HOUSE Housin... Pl |
LTS MEAL Meal Al WORKED DAYS*5 /7 %
Project PARK Parking... Pl |
Race PHONE BroadB... 7 #
T SHIFT 4. Shift All... 400 P

TRAVEL Traveli.. Pl |
Employee Group

Count: 8
Calendar B

Allowance n 20 50

el

1]
o

m
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Task 8.3b
Assign Allowance to Employee

Assign Allowance MEAL to Employee Aiyen Man
(Payroll > Employee > Employee Maintenance)

autocount’ = (] ? NewUser v
cloudpayrol . . —

B S P T ) e A R

My Calendar E-0001/1904 SWEET JINGJING SALESE... - SALE... 01/04/2019 ]

E001/1505 Tom Kurus S5M Ma... SSM - SALE... 01/05/2015 |:| ran |

E002/1510 Cindy Louder Purchasi... PUR - PURC... 01/10/2015 D |
Employee

E003/1606 Apapon Buleh HRA Ma... HRA - HUM... 01/06/2016 D s i

[ E004/1707 Aiyen Man OP Exec... ORD - ORD... 01/07/2017 ] ] | ]
Organization Chart

E005/1710 Woo Verin Marketi... SSM - SALE... 01/10/2017 |:| |:| s 0

Payroll Management
Count: 6

n 20 50 Page: -

Government Report

Management Report

Employee Report

+

What to do now? a e
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Assign Allowance MEAL to Employee Aiyen Man
(Payroll > Employee > Employee Maintenance > Additional & Deduction)

autocount” Im —] B ‘ ? . MewUser «

cloudpayroll

L
Employee code
E-004/1707 |:| Is Foreigner D Is Disable Person

Employee Full Name *

Alyen Man
Dashboard
Is Active Has E-Claim
My Calendar
Employee ) . . . . .
Personal Profile Spouse Information Employment Detail Statutorv Reauirement Addition & Deduction >

@ Employee Maintenance

Organization Chart

Addition & Deduction

Payroll Management

Drag a column header here to group by that column Add Payroll Item
R P e e

"

Government Report
500.00 7’

Allowance Travel/Petrol Allowance

Management Report Allowance Attendance Allowance

o

u
1

= =% g O Allowance Shift Allowance 400
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Assign Allowance MEAL to Employee Aiyen Man

PAYROLL ITEM

Allowance Deduction Optional Deduction

nmmmmmmmm-

TRAVEL Travel/P...

<]

SHIFT 400 Shift All..

1 OO
< &K
SIREREY
< (<[
< [

< (& [

DAaRK =] rh 0=

[<]
[<]
(<]
(<]
[<]
(%]

MEAL Meal All...

=18]0)y =TT

EDU Educati...

KK
KN

CHILD Child Ca...

PHOME BroadB...

[q
[«
{
[«

SN N NSNS

Oo00golg
EOIRENARESIRENIRC

&R E
&R E

ATTEND... Attenda...

!
5]
2
n
=]
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M A ? . NewUser v

Dashboard
Personal Profile Spouse Information Employment Detail Statti , Addition & Deduction >

My Calendar

Addition & Deduction

Employee
Drag a column header here to group by that column Add Payroll Item
@ Employee Maintenance
Item Tvpe Descriotion Start Period End Period
Organization Chart
Allowance Meal Allowance
Payroll Management -
Allowance Travel/Petrol Allowance 500.00 s n
Allowance Attendance Allowance Fa |
Allowance Shift Allowance 400 rFa |

Management Report

Government Report
n 20 50 Page: '

= b34 ] O d
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Task 8.3c
Process Month End Payroll — Import TA

Download Time Attendance template and import
(Payroll > Payroll Management > Time Attendance)

autocount = H & ? NewUser v
cloudpayrol . o

My Calendar
No Data Available

Employee

Eﬁ Payroll Management

o Adhoc Payroll tems
@ Time Attendance
Process Payroll
Electronic Payment

CP Receipt




autocount /—\_\’)
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Download Time Attendance template and import
(Payroll > Payroll Management > Time Attendance)

Employee_Emp B
(= . MNewlser +

- ¥TD PRTrans.

OneDrive - Persor

W This PC

: ——
Y 3D Objects , S
' - Bl

Downloads

Music

B3 Pictures - .__ _
£ Videos = Import Time Attendance

= Windov

Adhoc Payroll ltems

Time Attendance
Process Payroll
Electronic Payment
-+

CP Receipt
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Set Period & Payroll Type

autocount” M

cloudpayroll

(2 Time Attendance Import

&

April 2019

Dashboard

Import Time Attendance | C

My Calendar

Payroll Type * Maonth End / Second Half

| Proces | Employse 1 | | WorkadDays | tea-. | U | Wor- | Wor.. | Ove.. | O | v | lan. | o | |
] 20 0 0 0 0 0 0 0 0 0 P |

Alyen Man o]

Employee
@ Payroll Management Count: 1
Adhoc Payroll ltems
@ Time Attendance
Process Payroll

Electronic Payment
=

CP Receipt

® 34 i o
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Download Time Attendance template and import
(Payroll > Payroll Management > Time Attendance)

Well Done!

E A ? . NewUser v

Dashboard

Month End / Second Half April 2019

My Calendar

Employee
m Payroll Management

Adhoc Payroll items

@ Time Attendance

Process Payroll

Electronic Payment
=+

CP Rece
Data imported successfully o

= 34 ' o
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item)

auvtocount” Im —] B ‘ ? . Mewlser +

cloudpayroll

Wiew By :E ]

PCE Calculation Detail H LHDM Calculator

= Aiyen Man
Dashboard

Basic Salary: 3,200.00 Deduction: 0.0(
Allowance: 1.130.00 Advance: 0.00
Employee OverTime: 0.00 EPF: 478.00 Company 50CSO: 69.05
E:! Payroll Management Commission: 0,00 SOCS0:; 19,75 Company EIS: 7.90
Adhoc Payroll items Bonus: 0.00 ElS: 7.90 Company Lewvy: 0.00
Time Attendance Directaor Fee: D Is Fix 0.00 PCB Tax: 26.90 PCB Details
i . . Optional Deduction: 0.00
Process Payroll Paid Leave: 0.00 CP 38 Tax: 0.00 B
) Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Electronic Payment
) Payment Of Arrears: 0.00 Zakat: 0.00 Prorated Salary +
CP Receipt
Employes Levy: 0.00 Days Mot Worked: 0.00 o

Loan: 0.00 -
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item)

autecount’ m

cloudpayroll

= . Mewlser v

(@) Month End / Second Half @ Apr 2019

Dashboard
Summary I Detail I
My Calendar

Confirm changes

. A Are you sure want to reset the payroll for employee [Aiyen Man] ?
Employee
E: Payroll Management No

Basic Salary: 0.00 BIK: 0.0¢
Adhoc Payroll ltems B

Allowance: Advance: 0.00 Company EPF: 565.00
Time Attendance

OverTime: EPF: 478.00 Company 50CS0: 69.05
Process Payroll

Commission: 0.00 SOCS0: 19.75 Company EIS: 7.90
Electronic Payment

Bonus: 0.00 El5: 7.90 Company Levy: 0.00 +

Paid Leave: 0,00 CP 38 Tax: 0.00 Optional Deduction: 0.00

CP Receipt . 4
Director Fee: D Is Fix 0.00 PCB Tax: 26,90 PCB Details o
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item)

avtocount /'/—\\'j

cloudpayroll

(= . . NewUser

(@) Month End / Second Half @ Apr 2019

Employee summary Detail

E? Payroll Management
View By : E =

Adhoc Payroll ltems

Time Attendance = Ai lyen Man
Electronic Payment Basic Salary: 3,200.00 Deduction: 0.00 0.00
CP Receipt Allowance: 1.230.0¢ Advance: 0.00 Company EPF: 578.00
COwerTime: 0.00 EPF: 489.00 Company 50C50: 59.05
Commission: 0.00 50050 19.75 Company El5: 7.90
Government Report Bonus: 0.00 EIS: 7.90 Company Levy: 0.00 +
Management Report Director Fee: D Is Fix 0.00 PCE Tax: 53.90
LY :: -h (I) Paid Leave: 0.00 CP 328 Tax: 0.00 Optional Deduction: 0.00 o
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Task 8.4a
Variable Allowance (With Formula) — Non TA Function

Add the following Allowance: LIVING ALLOWANCE with Formula
(Tools > General Maintenance > Allowance >

autocount” /'/—\\_j

cloudpayroll

BH & ? . NewUser +

Company Profile

(] GorersiMateraree | code 1 | Doscie | payeer | payso. | payax | paykik. | Formia
. ATTEN..  Attenda. V|
Claim Type
CHILD Child C... P |
Leave Type
EDU Educati... Ve |
Branch
Ene HOUSE Housin... e |
Department MEAL Meal All.. WORKED DAYS*5 7 u
Project PARK Parking.. e |
e PHONE  BroadB.. ' |
i \/ " (%4 [
S e SHIFT4..  Shift All... 400 Fa |
TRAVEL  Traveli.. P |
Employee Group
Count: 9
Calendar =+

=]
Gy Allowance n 20 50 Page: b
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cloudpayroll

Step By Step Answer Guide — Chapter 8 Allowance

Add the following Allowance: LIVING ALLOWANCE with Formula, Enter Code: Living & Description Living Allowance

(Tools > General Maintenance > Allowance >

ADD ALLOWANCE

Description

LIVING

LIVING ALLOWANCE

Setting

Start Period

Formula

End Period

&

Pay EPF
Pay Tax

Tax Exempted Rule

Pay SOCS0 & EIS

Pay HRDF




autocount’ /\\j
cloud pqer" Step By Step Answer Guide — Chapter 8 Allowance

Add the following Allowance: LIVING ALLOWANCE with Formula; Enter Formula MONTH’S WORKING DAYS

Code * LIVING

Description LIVING ALLOWANCE

Setting Formula

MONTH'S WORKING DAYS

Time Attendance Others

Functions Allowance Deduction

| UMPAID LEAVE | | UMPAID LEAVE DAYS | | SALARY | | BASIC RATE |

| PAID LEAVE | | PAID LEAVE DAYS | | CLAIM | | MOMNTH'S WORKING DAYS |

| TOTAL MONTH'S DAYS | | MONTH'S PUBLIC HOLIDAYS |
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Add the following Allowance: LIVING ALLOWANCE with Formula; Enter Formula MONTH’S WORKING DAYS X10

Code * LIVING

Description LIVING ALLOWANCE

Formula

Setting

MONTH'S WORKING DAYS x 10

Deduction Time Attendance Others

Functions Allowance

| UMNPAID LEAVE | | UMPAID LEAVE DAYS | | SALARY | | BASIC RATE |

| PAID LEAVE | | PAID LEAVE DAYS | | CLAIM | | MONTH'S WORKING DAYS |

| TOTAL MONTH'S DAYS | | MONTH'S PUBLIC HOLIDAYS |




autocount’ /\\j
roll Step By Step Answer Guide — Chapter 8 Allowance

cloudpay

Add the following Allowance: LIVING ALLOWANCE with Formula; Enter Formula MONTH’S WORKING DAYS X10

Well Done!

MONTH'S WORKING DAYS x 10

Functions Allowance Deduction Time Attendance Others

| UMNPAID LEAVE | | UMPAID LEAVE DAYS | | SALARY | | BASIC RATE |

| PAID LEAVE | | PAID LEAVE DAYS | | CLAIM | | MONTH'S WORKING DAYS |

| TOTAL MONTH'S DAYS | | MONTH'S PUBLIC HOLIDAYS |

| MOMTH'S REST DAYS |
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Add the following Allowance: LIVING ALLOWANCE with Formula; Enter Formula MONTH’S WORKING DAYS X10
Allowance Listing

avtocount m

cloudpayroll

HE & ? . NewUser ~

Company Profile

E R LA mmmm_-

. ATTEN..  Attenda... |

Claim Type

CHILD Child C... P |
Leave Type

EDU Educati... Fa |
Branch
fane HOUSE Housin... Vel |
Department LIVING LIVING ... MONTH'S WORKING DAYS*10 Fan |
Project MEAL Meal All... WORKED DAYS*S5 P |
reE PARK Parking... ' |

L v L v P

T PHONE Broads... Fa |

SHIFT 4. Shift All.. 400 Fa |
Employee Group

TRAVEL Travel/... P |
Calendar L

Count: ...

ﬂ 20 50 Page: -
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Task 8.4b
Assign Allowance to Employee

Assign LIVING ALLOWANCE to Employee Aiyen Man
(Payroll > Employee > Employee Maintenance)

autocount’ = (] ? NewUser v
cloudpayrol . . —

B S P T ) e A R

My Calendar E-0001/1904 SWEET JINGJING SALESE... - SALE... 01/04/2019 ]

E001/1505 Tom Kurus S5M Ma... SSM - SALE... 01/05/2015 |:| ran |

E002/1510 Cindy Louder Purchasi... PUR - PURC... 01/10/2015 D |
Employee

E003/1606 Apapon Buleh HRA Ma... HRA - HUM... 01/06/2016 D s i

[ E004/1707 Aiyen Man OP Exec... ORD - ORD... 01/07/2017 ] ] | ]
Organization Chart

E005/1710 Woo Verin Marketi... SSM - SALE... 01/10/2017 |:| |:| s 0

Payroll Management
Count: 6

n 20 50 Page: -

Government Report

Management Report

Employee Report

+

What to do now? a e
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Assign LIVING ALLOWANCE to Employee Aiyen Man
(Payroll > Employee > Employee Maintenance > Additional & Deduction)

Step By Step Answer Guide — Chapter 8 Allowance

autecount” -/\-\—j — =M ‘ ? . NewUser v

cloudpayroll

Personal Profile Spouse Information Employment Detail Statutory Requirement Addition & Deduction

Dashboard

My Calendar
Addition & Deduction

Add Payroll Item

Drag a column header here to group by that column

S T ) S

Employee

@ Employee Maintenance

Organization Chart Allowance Travel/Petrol Allowance 500.00 /’
Payroll Management Allowance Attendance Allowance A |
Allowance Meal Allowance WORKED DAYS*5 ra |
Allowance Shift Allowance 400 F A |

Government Report n 20 50 Page: L
Management Report o

C2 b3 n o -




avtocount’
cloudm

Step By Step Answer Guide — Chapter 8 Allowance

Assign LIVING ALLOWANCE to Employee Aiyen Man

PAYROLL ITEM

Allowance Deduction Optional Deduction

TRAVEL Travel/P...

]

<]

D SHIFT400  Shift All..
O DARK Parking ...

] MEAL Meal All...

LIVING LIVING ...

| INNEYY (ENRRESIRENIREY

—
| i J
—

] EDU Educati...

(CYRRCRRG IS} [ENRRENIRCVINCY
(CYIRCRRE IRNES) (ENRRCSIRCYINEY

] CHILD Child Ca...

O PHONE BroadB...

KSIRCSARENARCNANG IINENY (KNRREY

ENAREY
KAy

] ATTEND..  Attenda...
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Assigned LIVING ALLOWANCE to Employee Aiyen Man

avtocount /f_\\"j

cloudpayroll

Dashboard Personal Profile

My Calendar

Spouse Information Employment Detail

Employee Drag a column header here to group by that column

@ Employee Maintenance

Organization Chart Allowance

Payroll Management
Allowance
Allowance

Government Report Allowance

Management Report n 20 50

= b3e g2 o

Description Start Period

LIVING ALLOWANCE

Addition & Deduction

End Period

(= . NewUser v

Addition & Deduction >

Add Payroll Item

1 Amount

MONTH'S WORKING DAYS*

Attendance Allowance

Meal Allowance

Shift Allowance

S |
WORKED DAYS#S |
400 S |
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Step By Step Answer Guide — Chapter 8 Allowance

Task 8.4c
Process Month End Payroll

Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula — Non TA ltem)
(Payroll > Payroll Management > Process Payroll)

autocaunt m

cloudpayroll

Summaw petall

M A ? . NewUser v

View By :m =

PCE Calculation Detail “ LHDN Calculator

Dashboard = Alyen Man

Basic Salary: 3,200.00 Deduction: 0.00
Allowance: 1,230,000 Advance: 0.00
Employee OverTime: 0.00 EPF: 489.00 Company 50CS0: 69.05
B Payroll Management Commission: 0.00 50CS0; 19.75 Company EIS: 7.90
Adhoc Payroll items Bonus: 0.00 EIS: 7.80 Company Levy: 0.00
Process Payroll Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
Electronic Payment Claim: 0.00 Unpaid Leave: 0,00 Employee Paid Zakat: 0.00
Employee Levy: 0.00 Days Mot Worked: 0.00 o

Loan: 0.00 |
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Step By Step Answer Guide — Chapter 8 Allowance

Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item)

avtacount’ / = B ? Newlser
cloudm s 2 @ rewse

Dashboard = Aiyen Man
Basic Salary: 0.00 BIK: 0.00
Allowance: A Are you sure want to reset the payroll for employee [Aiyen Man] 7 0.00 Company EPF: 578.00
EENSMAEE g OverTime: }l.ag.m) Company 50C50: 69.05
Payroll Management Commission: No 19.75 Company EIS: 7.90
Adhoc Payroll items Bonus: l ) ETS: l 7.90 Company Levy: 0.00
Time Attendance Director Fee: D Is PCE Tax: 53.90
Process Payroll Paid Leave: CP 38 Tax: 0,00 Optional Deduction: 0.00
Electronic Payment Claim: 000  Unpaid Leave: 000  Employee Paid Zakat: 0.00

Bl =l S Days Not Worked: 0.00 o

I fonn
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item)

Step By Step Answer Guide — Chapter 8 Allowance

avtocount 'm

cloudpayroll

(= . NewUser ~

(@ Month End / Second Half @ Apr 2019

Dashboard

summary Detail
My Calendar

View By :E

= Aiyen Man PCB Calculation Detail H LHDN Calculatar l .E} save & Recalculate All
Employee
| = — e —

EI; Payroll Management

Basic Salary: 3,200.00 Deduction: 0.00
Adhoc Payroll items

Allowance: 1.480.00 Advance: 0.00 Company EPF: 611.00
Time Attendance

OverTime: 0.00 EPF: 517.00 Company 50CS0: £9.05
Process Payroll

Commission: 0.00 50C50: 19.75 Company Els: 7.90
Electronic Payment

Bonus: 0.00 EIS: 7.0 Company Lewy: 0.00 +
CP Receipt )

Director Fee: || IsFix 0.00 PCB Tax: 13.05 PCB Details

f . . Optional Deduction: 0.00 o
Y :: ’H 0 Paid Leave: 0.00 CP 38 Tax: 0.00

Continue...



avtocount’
cloudm

Step By Step Answer Guide — Chapter 8 Allowance

autecount’ m

cloudpayroll

meme o e o Optional e D-LQ“

(= . NewUser +

Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Payment Of Arrears: 0.00 Zakat: 0.00 Prorated Salary
Days Mot Werked: 0.00
Employee Levy: 0.00
Dashboard ploy: vy
Loan: 0.00
My Calendar
ASM Amt: 0.00
Tabung Haji Amt: 0.00

Employee

@ Payroll Management

Adhoc Payroll ltems

Gross Pay: Total Deduction: 557.70 Met Pay:

Time Attendance
Process Payroll
Electronic Payment

CP Receipt
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item) > Sub Detail

Sub Detail

Allowance @

Add New Row

MEAL - Meal Allowance 100.00

&
[<]
Ky

SHIFT 400 - Shift Allowa... 400.00

[<]
[<]
[<]

ATTENDANCE - Attenda... 230.00

[<]
[<]
<

LIVING - LIVING ALLOW... 260.00

[<]
[<]
[«

TRAWVEL - Travel/Petrol ... 500.00

[<]
[<]
[«

ATTENDAMNCE - Attenda... 0.00

Count: 6 Sum: 1,490.00
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Step By Step Answer Guide — Chapter 8 Allowance

Task 8.4d
Change Calender Setting

Edit the following month information
(Tools > General Maintenance > Calender)

avtocount” '//_\\_P
cloudpayrol

Company Profile

E General Maintenance

Claim Type
Leave Type
Branch
Department
Project

Race

Employee Type
Employee Group
Calendar
Allowance

Deduction

f} Calendar Q

DEFAULT

JOHOR

Count: 2

H & ? . NewUser +

Default Calendar

JOHOR CALENDER D FaR |

50 Page:
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autocaunt’ m

cloudpayroll

H & ? . NewUser v

() DEFAULT - Default Calendar

Company Profile

[ General Maintenance March 2019 April 2019
Claim Type
Mon Tue Wed Thu

Leave Type 25 26 27 28
Branch

04 05 06 07
Department

1M 12 13 14
Project
Race 18 19 20 21
Employee Type 25 26 27 28
Employee Group

01 02 03 04 06 07 08 09 10 1 12

Calendar

Allowance +
May 2019 June 2019 =]
Deduction ’

Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat sun
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Month Information

First Half Days Working Hours Per Day

-

8

-

Use Auto Calculated Werking Days In Month

Use Specific Working Days In Month

D Apply to all
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avtecount’ m

I BE ? ewlser ~
ClOUdpderII' a4 . Newlser

(") DEFAULT - Default Calendar

Company Profile

E General Maintenance March 2019
Claim Type
Mon Tue Wed Thu Mon

Leave Type 25 26 27 28 01
Branch

04 05 06 07 08
Department

" 12 13 14 15
Project
Race 18 19 20 21 22
IOLIEER 25 26 27 28 29 30 01 02 03 04 05
Employee Group

01 02 03 04 06 o7 08 09 10 11 12

Calendar

Allowance +
May 2019 June 2019 ™
Deduction ,

Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat sun
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Task 8.4e
Reset Payroll Process

Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula — Non TA ltem)
(Payroll > Payroll Management > Process Payroll)

autocount” Im

cloudpayroll

|
@
»
-
g
z
=
i
L4

(@) Month End / Second Half @ Apr 2019

Dashboard
sSummary Detail
My Calendar
View By: E ]
= Aiyen Man PCB Calculation Detail “ LHDM Calculator
Employee
Deducti
e — EI
Basic Salary: 3,200.00 Deduction: 0.00
Adhoc Payroll ltems
Allowance: 1,490.00 Advance: 0.00 Compart§
Time Attendance
COwerTime: 0.00 EPF: 517.00 Company 50C50: 59.05
Proces: Payroll
Commission: 0.00 50C50:; 19.75 Company EIS: 7.90
Electronic Payment
Bonus: 0.00 EIS: 7.0 Company Lewvy: 0.00 +

Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00

CP Receipt )
Director Fee: D Is Fix 0.00 PCE Tax: 13.05 PCB Details o
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item)

autocount’ .m

cloudpayroll

HE A& 7 . NewUser v

(@ Month End / Second Half @ Apr 2019 m

Dashboard
Summary I Detail I

My Calendar
Confirm changes

. A Are you sure want to reset the payroll for employee [Aiyen Man] ?
= Aiye LHDN Calculator

Employee
B payrl Management - .

Basic Salary: BIK: 0.00

Adhoc Payroll Items
Allowance: Advance: 0.00 Company EPF: 511.00

Time Attendance
OverTime: EPF: 517.00 Company 50C50: 69.05

Proces: Payroll
Commission: 0.00 50050 19.75 Company El5: 7.90

Electronic Payment
Bonus: 0.00 EIS: 7.90 Company Lewvy: 0.00 +

CP Receipt ) s
Director Fee: | | IsFix 0.00 PCE Tax: 13.05 PCB Details o

: Paid Leave: 0.00 CP 38 Tax: 0.00 Optional Deduction: 0.00
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item)

Step By Step Answer Guide — Chapter 8 Allowance

autocount Im

cloudpayroll

H & 2 . MNewUser v

@ Month End / Second Half @ Apr 2019

Dashboard
Summary Detail
My Calendar
Wiew By :ﬂ i
= AIyEI‘I Man PCE Calculation Detail H LHDM Calculator l H; Save & Recalculate All
Employee
. _
Eﬁ Payroll Management
Basic Salary: 3,200.00 Deduction:
Adhoc Payroll ltems
Allowance: 1,440.00 Advance: 0,00 Company EPF: 604.00
Time Attendance
OverTime: 0.00 EPF: 511.00 Company 50C50: 59.05
Proces: Payroll
Commission: 0.00 SOCS0: 18,75 Company EIS: 7.90
Electronic Payment
Bonus: 0.00 ElS: 7.80 Company Levy: 0.00 +
CP Receipt 5
Director Fee: | | IsFix 0.00 PCE Tax: 11.55 PCB Details
: . o Optional Deduction: 0.00 o
L ¥} 1 - ! 2 i JRAL)
CY 5z -H O Paid Leave 0.00 CP 38 Tax 0.00

Continue...
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autecount’ //—\—\'}

cloudpayroll

e o e o Optional e -
25 -

H & ? . NewUser

Claim: 0.00 Unpaid Leave: 0.00 Employee Paid Zakat: 0.00
Payment Of Arrears: 0.00 Zakat: 0.00 Prorated Salary
Days Not Worked: 0.00
Employee Levy: 0.00
Dashboard play VY,
Loan: 0.00
My Calendar
ASN AmMt 0.00
Tabung Haji Amt: 0.00

Employee

EI:! Payroll Management

Adhoc Payroll items

Gross Pay: Total Deduction: 550.20 Net Pay:

Time Attendance
Proces: Payroll
Electronic Payment

CP Receipt
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item) > Sub Detail

Step By Step Answer Guide — Chapter 8 Allowance

Sub Detail

Allowance ©

Add New Row

ATTEMNDANCE - Attenda... 230.00

RN
Y
<]

LIVING - LIVING ALLOW... 210.00

[<]
[<]
[<]

TRAVEL - Travel/Petrol ... 500.00

[<]
[<]
[<]

SHIFT 400 - Shift Allowa... 400.00

[<]
[<]
[<]

ATTENDANCE - Attenda... 0.00

[«
[<]
[<]

MEAL - Meal Allowance 100.00

Count: 6 Sum: 1,440.00

End of chapter 6



