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Chapter 8   Allowance 

Task 8.1a 

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

 

1.  Scroll down for Tools > General 

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

 

 

  

2.  Select General 

Maintenance 

3.  Select 

Allowance 

4.  Click  

to edit 
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Edit the following Fixed Allowances Description PETROL to TRAVEL 
Select Tax Exempted Rule no 1 

 

  

5. Rename 

Description 

PETROL > TRAVEL 

6.  Click to select 

Tax Exempted Rule 
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Select Tax Exempted Rule no 1 

 

 

  

7. Selec Petrol 

Allowance 
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Select Tax Exempted Rule no 1 

 

  

8. Click Save 

to proceed 
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Edit the following Fixed Allowances, SHIFT to SHIFT 400 (Formula) 
(Tools > General Maintenance > Allowance) 

 

 

  

1.  Click  

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

 

 

  

2. Rename Description 

SHIFT > SHIFT 400 

3.  Click Formula 

to proceed 
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Enter Formula amount 400 

 

  

4. Enter Formula > 400 

5.  Click Save 

to proceed 
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Allowance Listing 
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Task 8.1b 

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

 

 

1.  Click  

to edit 
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Assign the following Fixed Allowance to Employee Aiyen Man 
(Payroll > Employee > Employee Maintenance > Aiyen Man > Additional & Deduction) 

 

 

  

2. Select Additional 

& Deduction 
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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) 

 

 

 

3. Click Add 

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

 

 

 

 

5. Click Apply 

to proceed 

4. Tick Travel & Shift 400 
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Enter Amount 500 into Travel/Petrol Allowance by edit the setting 

 

  

1.  Click  

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

 

  

2.  Click Formula Collumn 

to allow Edit Amount 
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Select option Enter by Amount, and enter 500 

 

  

5. Click Save to 

changes & proceed 

4. Enter Amount 500 

3. Click Option 

Amount 
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List of allowance 

 

  

6.  Click  

to save 
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Well Done! 

 

 

  

7. Click Save 

to  proceed 
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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) 
 

 

 

1. Click NewPayroll 

Process to proceed 
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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 

 

  

4. Select only 

Employee Aiyen Man 

2. Select Payroll Type 

Month End / Second Half 

3. Select Month of 

April & current year 



 
Step By Step Answer Guide – Chapter 8  Allowance 

 

 

Proceed with process of April current year for Aiyen Man 

 

  

5. Click Process 

to proceed 
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Summary of Payroll Process of April current year for Aiyen Man 
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Task 8.2a  

Variable Allowance (Without Formula) 

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

 

 

  

1.  Click  

to edit 
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Confirm the following Variable Allowance (ATTENDENCE) setting for TAX Exempted Rule is empty 
(Tools > General Maintenance > Allowance > Setting) 

  

2.  Confirm Tax Exempted 

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

 
  

4.  Confirm collumn 

Formula is empty 

5. Click Save 

to proceed 

3. Click Formula 

to proceed 



 
Step By Step Answer Guide – Chapter 8  Allowance 

 

 

Task 8.2b  

Assign Allowance to Employee 

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

 

  

1.  Click  

to edit 
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Add Payroll Item Attendence Allowance to Employee Aiyen Man 
(Payroll > Employee > Employee Maintenance > Aiyen Man) 

 

2.  Click Add 

Payroll Item 
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4.  Click Apply 

to proceed 

3.  Tick to select Allowance 

item ATTENDANCE 
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List of Employee (Aiyen Man) Payroll Item (Allowance) 

 

  

4.  Click Save 

to proceed 
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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) 
 

  

1.  Edit proceed 

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

 

  

2.  Click Detail 

to proceed 
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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) 

 

  

3.  Click to Expend 

more information  
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Expand Detail Processed Month End Payroll for April yyyy & Reset Processor 
(Payroll > Payroll Management > Process Payroll > Detail) 

 

Continue… 

  

4.  Click Reset to 

proceed  
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Expand Detail Processed Month End Payroll for April yyyy, Reset Processor 
 

 

  

5.  Click Yes to 

proceed  
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Edit Aiyen Man Allowance Collumn, to allow manual input of Attendence 
 

 

  

6.  Click Allowance 900 to 

enter Allowance setting 
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Edit Aiyen Man Allowance Collumn, to allow manual input of Attendence 
 

 

  

7.  Click  

to edit 



 
Step By Step Answer Guide – Chapter 8  Allowance 

 

 

Enter amount 200 for Attendence Allowance  

 

 

  

8.  Enter 

amount 200  

9.  Click  

to save 

10.  Click Close 

to proceed 
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Click Save & Recalculate All to proceed 

 

  

11.  Click save & 

Recalculate to proceed 
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Click Save & Recalculate All to proceed, Yes to confirm 

 

  

12.  Click Yes to 

proceed 
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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) 

 

Continue… 
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Reset payroll process & observe changes in collumn Allowance  

 

  

1.  Click Reset 

again to proceed 
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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) 

 

 
 
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) 

 

 

 

1.  Click Add New 

Row to proceed 
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Add the following adhoc allowance item, Select Employee Aiyen Man 
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance) 

 
  

2.  Select Employee 

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

 

  

3.  Select Period 

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

 

 

  

4.  Select April 

yyyy 
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Add the following adhoc allowance item, Select Payroll Type Month End 
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance) 

 

  

5.  Select  Payroll 

Type Month End / 

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

 

  

6.  Select  Code 

Attendance 
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Add the following adhoc allowance item, Enter Amount 230 
(Payroll > Payroll Management > Adhoc Payroll Items > Allowance) 

 

  

7.  Enter 

Amount 230 

8.  Tick Pay EPF, Pay SOCSO & EIS, Pay Tax, Pay HRDF 

9.  Click  

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

 

  

1.  Click Reset 

again to proceed 
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Observe the amount after reset from 900 change to 1,1300 (this to test Adhoc Allowance Item) 
(Payroll > Payroll Management > Process Payroll > Detail) 

 

Continue… 
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Allowance Adhoc Item complete 

 

 

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 AllowanceI Item : MEAL 
(Tools > General Maintenance > Allowance ) 

 

  

1.  Click  

to edit 
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Edit the following AllowanceI Item : MEAL 
(Tools > General Maintenance > Allowance ) 

 

  

1.  Click 

Formula 
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Edit the following AllowanceI Item : MEAL > Formula 

 

 

2.  Drag Worked 

Days 
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Edit the following AllowanceI Item : MEAL > Formula > Enter X5 

 

  

2.  Enter X5 
3.  Formula  

indication is Passed 
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Edit the following AllowanceI Item : MEAL > Formula  

 

  
4.  Click Save 

to proceed 
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Allowance Listing 
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Task 8.3b 

Assign Allowance to Employee 

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

 

 

1.  Click  

to edit 
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Assign Allowance MEAL to Employee Aiyen Man 
(Payroll > Employee > Employee Maintenance > Additional & Deduction) 

 

  

2.  Click Additional 

& Deduction 

3.  Add Payroll 

Item 
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Assign Allowance MEAL to Employee Aiyen Man 

 

  

4.  Click Apply 

to proceed 
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4.  Click Save 

to proceed 
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Task 8.3c 

Process Month End Payroll – Import TA 

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

  

1.  Click Import 

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

 

  

3.  Click Open 

to proceed 

2.  Select file C8 

(Chapter 8) 
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Set Period & Payroll Type 

 

  

4.  Set Period April yyyy & 

Payroll Type Month End / 

Second Half 

5.  Click Save 

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

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

 

  

1.  Click Reset 

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

 

  

1.  Click Yes 

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

 

  

1.  Click Add 

New to proceed 
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Add the following Allowance: LIVING ALLOWANCE with Formula, Enter Code: Living & Description Living Allowance 
(Tools > General Maintenance > Allowance >  

 

  

2.  Enter Code 

Living & Description 

Living Allowance 

3. Click 

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

 

  

4.  Drag MONTH’S 

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

 

  

5.  Enter X10 
6.  Formula  

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

Well Done! 

 

  
7. Save to 

Proceed 
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Add the following Allowance: LIVING ALLOWANCE with Formula; Enter Formula MONTH’S WORKING DAYS X10 
Allowance Listing 
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Task 8.4b 

Assign Allowance to Employee 

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

 

 

1.  Click  

to edit 
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Assign LIVING ALLOWANCE to Employee Aiyen Man 
(Payroll > Employee > Employee Maintenance > Additional & Deduction) 

 

 

  

2.  Click Additional 

& Deduction 

3.  Add Payroll 

Item 



 
Step By Step Answer Guide – Chapter 8  Allowance 

 

 

Assign LIVING ALLOWANCE to Employee Aiyen Man 

 

 

  

4.  Click Apply 

to proceed 
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 Assigned LIVING ALLOWANCE to Employee Aiyen Man 

 

  

4.  Click Save 

to proceed 
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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 Item) 
 (Payroll > Payroll Management > Process Payroll) 

 

 

  

1.  Click Reset 

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

 

 

  

1.  Click Yes 

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

 

 

Continue… 
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Reset payroll for April yyyy & observe changes to Allowance collumn (this to test Variable Allowance with Formula Item) > Sub Detail 
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Task 8.4d 

Change Calender Setting 

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

 

  

1.  Click  

to edit 
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2.  Click April 

yyyy to edit 
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2.  Select Auto 

Calculated 

2.  Click Save 

to proceed 



 
Step By Step Answer Guide – Chapter 8  Allowance 

 

 

 

  

2.  Click Save 

to proceed 
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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 Item) 
 (Payroll > Payroll Management > Process Payroll) 

 

 

  

1.  Click Reset 

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

 

 

  

1.  Click Yes 

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

 

 

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

 

 

End of chapter 6 


