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Payroll Implementation overall Process

1. Finance Basic Setup
—

3. Patroll Policy & Rules Setup

4. Employee Data Setup & Administration

5. Daily Transaction

6. Periodic Transaction
(

Finance Basic Setup

Chart of Number Exchange : :
Dimensions

Account Sequence Rates

Payroll Basic Setup

Workflow

Payroll Employee

Payroll

=4 Leave Profiles Parameter

Calender Group

Setup

—> Bank File
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Payroll Policy and Rules Setup

Deduction |=g Earning mead UnpaidlLeave =4  PaidlLeave [&=g4 End of Service

Time &
attendance

Grade Posting Profile

med Social Security Entitlement (Ledger Setup)

Daily Transactions

Earnings

Payment

Deductions
Journal

Post to Ledger/
Employee

Transaction '
Loan & Loan Overtime &

Encashment \ Absence

\

Leaves End of Service

]
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Periodic Transactions

Process, Review & Post Payroll
Send Payslip

Process, Review & Post Provisions

Payment Journal

Close the Month

Reports

_List of Employees

_Employee Monthly Salaries

_Pension Report

'AIIowance Report

'Monthly Salary Detail Report
Deduction Report

Empoyee Variance Saary |
Leave Baance

-
.
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A. SETUPS SECTION

1. Payroll Parameters

1.1 To set up Payroll Parameters, go to Payroll Home Page first. Under the section — Setup,
click<Payroll Parameters> to proceed.

,easy to learn and quick
implement!

Ingaghts

‘ower B Reports
Get started with Power 81
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1.2 Payroll Parameters General Screen

This screen allows a number of options to be setup for the payroll system, a list of brief explanation
for the fields are provided below for easy reference.

SETUP PAYROLL CALCULATION ANID G_ @ { ] " SEVED 0 = ./

Payroll Parameters

Artual Working Days Equation [l € Populate Master Data =8 D¥MAPay Licesca

GEMERAL
Actual Wiorking Days Dhartzalt iark Days Laava Days Peist Aoumals [

ol atfact Actual Work

Derys # Wisskely Holiday and Rounding Of | oo |

included in Working Days

Nty Ernplonss IE:]

Cumsnecy = | rotoasasrorar | 26 |
=l Termpdata Cioda | | & 0F Dans &5 Por Wik | 5|
) Batch Coda | “|  rotomsasrurmon. | a0
Pioating Praotike | |
MEGATIVE SALARY
Balance The Magathi . il Nogathee Payroll Desc_. Balaioe The Megative Salary Loan
Loam o balance the n. | 20
SALARY VALIDATIOM
Maimim Doduction | o | Allow mareall Fayrodl . @)
Sram Data | 1712009 i |
Salary Madeiem Rew | 0 | L “Sear Rartaranca |£.i:ndr:| Year Vl
Accapt hture revision_. D) Areisal Loave Genarat.. @)
Leava Reteroroe | Joim Dt N | Abent Code | m |
Balance Cabculabedl Fao.. [ W] Alveenit Code Decrigrt . Untiuthorized Abseree

HR EMAIL DETAILS

HIR Dascrigtian | HR Ermnail
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1.3 Click General Tab
a) Actual Working Days:

o Click <Actual Working Days Equation> for the Equation Editor to be prompted to add or
modify an existing equation to calculate the actual working days. i.e. (Default Work Days-
Leave Days that affect Actual Work Days+ Weekly holiday and included in Working days)

o Default Work Days: Default working days from the calendar setup
o Leave Days that affect Actual Work Days: no of leave days which is deducted from salary
o Weekly holiday and included in Working days: no. of weekends during the working period

b) Currency:Populate this field using the dropdown menu to choose the default currency for
the payroll processing.

¢) GJ Template Code: Populate this field using dropdown menu to choose the matching
ledger journal

d) GJ Batch Code: Populate this field using dropdown menu to choose the matching GJ
Batch.

e) Posting Profile: Populate this field using dropdown menu to choose the Payroll Posting
Profile.

f) Post Journal:Populate this field using a checkmark for posting the journals automatically
by the system.

g) Round-off:Enter a numeric value for the system to determine the round-off for payroll
figures

h) Notify Employee:Populate this field using a checkmark if notification(s) should be sent to
the employee(s)

i) Number of Days as per Year:Enter the number of days in a year for payroll processing
purposes. i.e. 365

j) Number of Days as per Week:Enter the number of days in a week for payroll processing
purposes.i.e. 5

k) Number of Days as per Month:Enter the number of days in a month for payroll processing
purposes. i.e. 30

1.4 Click Negative Salary Tab

a) Balance the negative Salary: Populate this field using a checkmark for Balance the
negative salary if the total deduction is more than earnings

b) Loan to balance the negative payroll: Populate this filed using dropdown menu to choose
the applicable option for an earning item to a loan.

c) Negative Payroll Description: The description for the loan to balance the negative salary
1.5 Click Salary Validation Tab

a) Maximum Deduction (%):Enter a percentage for the maximum deduction rate permitted
on leave taken by an employee.

b) Allow Manual Payroll Entry:Populate this field using a checkmark if manual payroll entry
is permitted.

c) Start Date:Populate this field by the start date when the company started the payroll
process.
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1.6 Click Control Tab
a) Salary Maximum Revision Days: Specifies the maximum revision day for Salary

b) Accept Future revision date: Populate this field using a checkmark if the accept future
revision date will be enabled

c) Leave Reference: Populate this field using the dropdown menu to choose the applicable
option as leave reference.

v Joining Date - Based on an employee’s start date with the company.
v' Seniority Date — based on an employee’s seniority date with the company.

d) Leave Year Reference:Populate this field using the dropdown menu to choose the
applicable option as leave year reference.

v" Employee Year -Based on the employee’s joining Date with the company

v’ Calendar Year -Same as the Gregorian calendar starts on January 1 and ends at
December 31

e) Annual leave Generate unpaid: Populate this field using a checkmark for the annual leave
generate unpaid

f) Absence Code: Populate this field using dropdown menu to choose the absence code
setup in the system

g) Absence Code Description: Description for the absence code
1.7 Click HR Email Details Tab
a) HR Description:Enter the name of the human resource department contact person.

b) HR E-mail:Enter the email address of the notifications sender from human resource
department.

1.8 Human Resource Setup Screen:

This screen allows changes to be made on the number sequences. To start, click Human Resource
Setup button, then click <Edit> button to select the number sequence from the Number series list
page like below is displayed.

o

i Dynamics 365 Business Central Sandbox15 01

< o} + SAVED 0o

Human Resources Setup

Process  Employee  Documents More options

MNumbering
Empioyee Nos. EMP - Leave Transaction Number PAYROLL
Base Unit of Measure n Provision Number PAYROLL
Coda t Description
Automatically Create Resource opP Opportunity Iction Numiper PAYROLL
Payroll Transaction Number PAYROLL IMumber PAYROLL
P-BLK Blanket Purchase Order
PCR Purchase Cradit Memo
P-CR+ Posted Purchase Credit Memo
PHYSINV Phwical Inventony Crrier
+ New Select from full list
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j Searchl + Mew I 55 EditList  [i] Delete

SELECT - NO. SERIES LIST

Code *

MS-ITEM
oPp

=» PRYROLL
P-BLK
P-CR
P-CR+
PHYS-INV
PHYS-INV+
P-INV
P-INV+
P-ORD
P-GUO
P_RCPT
P-RETORD
P-SHPT
RES
S-BLE
S-CR
S-CR+

Description

Lot Mumbering
Catalog ltems
Coportunity

Blanket Purchase Order
Purchase Credit Mema

Posted Purchase Credit Memo

Physical Imventory Order
Posted Phys. Invent. Order
Purchase Invoice

Posted Purchase Imvoice
Purchase Order

Purchase Quate

Purchase Receipt
Purchase Return Order
Posted Purchase Shipment
Resource

Blanket Sales Crder

Sales Credit Memao
Posted Sales Credit Memo

Mavigate

Starting Mo,

MNS0001
OPOD0001
PRO000OT
1001

1001
109001
PHIOO00
PPHI0D0O
107001
108001
106001
1001
107001

105001
ROC10

1001
5-CR1001
P5-CR104001

Page

Ending Mao.

LOT9999
MNS0100
0OP939999
PR999999
2959

2959
1010955
PHIC99935
PPHIS3993
108999
109939
107939
2959
108999
2959
106999
BS990
2959
5-CR2939
P5-CR105999

More options

Last Date Used

Last Mo. Usad

107211
108208
106004

107208

e
Def... Man._ Date
Nos. Nes. Crder
&= O
&= O
&= O
& O O
= O O
= O O
= O O
= O
] O
] O O
] O O
] O O
] O O
] O O
] O O
] O O
] O
] O O
&= O O
&= O O

I
=
™
o

]

(
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2. Payroll Calendar

2.1 To start, go to DynaPay Home Page and locate the Setup section. Click < Payroll Calendar > to
display the Payroll Calendar Overview Screen.

15 Dynamics 365 Buiseis Cerstrad

2.2 Payroll Calender Overview Screen:
A brief explanation for all column headers is listed below for easy reference.
a) Calendar code: Monthly
b) Description: Monthly Calendar
c) Payroll period: Monthly
d) Calendar working days: Yes
e) Working days per week/month =30 days
f) Navigate DynaPay-> Setup ->Payroll Calendar ->Calendar code=> Actions = Setup = Public
holidays
o Click <New> and add the following Holidays
o New Year = 1/1/2019 —1/q/2019
o National Day of UAE=02/12/2019 — 02/12/2019

MONTHLY

F& Generte Period #E Calendar Period Actions Fewer options

FS& Generte Period fil8l Calendar Period Setup /

. Public Holiday

Calender Code MONTHLY er Working days Yes
«@ Calendar Off Days
Description MONTHLY CALEN| 1g Days Per Mo...
f# Rest Days
Payroll Period Monthly er Year
B shift
PUBLIC HOLIDAYS SAVED ] o "
Sear: B Edit List il Delete  Fage iore options <
From Date 1 To Date Description Yaar
= 1/1/2019 Po1/2009 : 2019
812009 87152019 Adha Eid 2018

g) Navigate DynaPay—> Setup —>Payroll Calendar —>Calendar code ->Actions ->Setup

->Calendar off days
o The calendar off days is Fridays and Saturdays weekends.
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o Click +New button and choose the weekend’s day number.

CALENDER OFF DAYS

Search & Edit List i Delete Fage

Cay Number T hama
Friday
=4 7 Saturday

NOT SAVED

h) Navigate DynaPay ->Setup > Payroll Calendar > Calendar code = Actions = Setup => Shifts

SHIFT DAYS SETUP

O Search + New BB EditList  [i] Delete  Page
DAY NUMBER t NAME SHIFT NO FROM TIME TO TIME
: Sunday REGSHIFT  800:00AM  400:00 PM
2 Monday REGSHIFT 8:00:00 AM 5.00:00 PM

o Day No-a numeric value assigned to a day, for example 3 = Monday

o Name —description for the shift
o From Time —starting time
o ToTime-endingtime

o Number of hours

2.3 Setting up calendar period

V/SAVED

Y

NUMBER OF
HOURS

8.00
9.00

a) The next step is setting up the periodic payroll processing dates. Click <Calendar Code> button

to prompt the Payroll Periodic Dates screen.

i Dynamicy 355 Bonines Coniral

My CCEnpay Setugs

Payroll Calerdiar: & Search hrw Dewtr  Page

BONTHLE oK=L nap -
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2.4 Generate Period
a) The system will generate all periodic payment frequencies based on the chosen Calendar year

and calendar periods. In this example,

o

O O O

Calendar Year: 2020

Month closing Date: 1/31/2020
Payroll cutoff Date: 1/25/2020

No. of Periods: 12

b) Click <Generate Period > button to generate the calendar periods.

> -
PAYROL ALENDER &) t ’ VE 1
OLL CALENDI I\__j [a] SAVED e T

Es Calendar Period Actions Fewer options

CALENDER

Calender Code MOMNTHLY Calender Working days Yes o
Description MONTHLY Working Days Per Mo... 30
Payroll Period Monthly Calender Year 2020
CALENDER PERIODS

Month Closing Date 1/31/2020 ""T‘i” No Of Periods 12
Payroll CUtOff Date 1/25/2020 "E'/

c) A pop screen will be shown “Payroll Periods generate successfully”
PAYROLL CALENDER @ t fl ./ SAVED el 17
® Generte Period | [ Calendar Period Actions  Fewer options
CALENDER
Calender Code MONTHLY Calender Working days Yes v
Description MONTHLY Working Days Per Mo.. 30
Payroll Period Monthly Calender Year 2020
o Payroll periods generate sucessfully

CALENDER PERIODS

Month Ciosing Date

Payroll CutOff Date

12

d) 12 months are displayed when opted for a monthly payroll period. A list of brief explanation
for each field and column header is provided below for easy reference.

14| Page



DynaPay payroll — HRMS for Microsoft Dynamics 365 Business Central d Dyn ay

For D365BC

2.5 Calendar Periods

a) Click <Calendar Periods>to see the payroll periodic dates

PAYROLL CALENDER @I i 0| + SAVED oo

MONTHLY
& Generte Period Actions  Fewer aptions

CALENDER
Calender Code MOMNTHLY Calender Working days Yes v
Description MONTHLY Working Days Per Mo... 30
Payroll Period Monthly Calender Year z-naa'
CALENDER PERIODS
Menth Closing Date 1/31/2020 B Mo OFf Periods 12
Payroll CLtOf Date [ 172572020 o
PAYROLL PERIDDIC DATES [ o
2 Search =0 Open Period <0 Closed Period  Page Ware options AT—
Period Mo T Start Date T End Date T CutCHf Date Period Status Month
1t 1200 1/31/2020 1/25/2020 Opened 1
2 2172020 212972020 22572020 Opened 2
3 3172020 3/31/2020 3/25/2020 Opened 3
4 4172020 4/30/2020 4/25/2020 Opened 4
5 5172020 5/31/2020 5/25/2020 Opened 5
3 6/1/2020 6,/30/2020 6/25/2020 Opened 6
7 772020 3172020 T/25/2020 Opened 7
8 &M1/2020 8/31/2020 &/25/2020 Opened 8
9 9172020 9/30/2020 972572020 Opened 9
10 10/1/2020 10¢31/2020 10/25/2020 Opened 10
1 11/1/2020 11/30/2020 11/25/2020 Opened 11
12 12/1/2020 123172020 12/25/2020 Opened 12

15|Page



DynaPay payroll — HRMS for Microsoft Dynamics 365 Business Central d DynaPaU

For D365BC

b)

d)

e)

9)

Calendar Year:Enter the year associated with the payroll calendar.

Period No:The system automatically assigns a series of numbers for all calendar periods
associated with the payroll year.

Start Date:The date on a calendar period begins.

To Date:The date a calendar period ends.

Cutoff Date:The date payroll processing takes place.
Period Status:

o Opened - payroll periods to be processed

o Closed - processed payroll periods. The system won’t permit any transaction affecting the
salary during the closed month.
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3. Employee Group
3.1 To start, go to DynaPay Home Page and locate the Setup section. Click < Employee Group> to
display the Employee Group Overview Screen.
3.2 Employee Group Overview Screen
A brief explanation for all column headers is listed below for easy reference.

o Group Code : A unique code for the Employee Group .

o Group Name: A description for the Employee Group .Suggested Description “Contractor
and “Temporary”.

o (Click <+ New> button to add a new Employee Group

o Employee Group will Help to process the payroll or extract payroll report for specific
Group.

"
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4. Grade

4.1 To setup the different grades assigned to employees, go to DynaPay Home Page and locate
the Setup section. Click <Grade> to proceed.

11 Dysamics 365 Business Contral

Grace A esrc ten Ceete  Page

ot

4.2 Creating a Grade: To create a new grade, click the <New> icon to start. Then enter the
information accordingly.

Dymasmics 165 Business Contral

o Grade Code:Click to enter the code for the particular grade or ranking for employees.
o Grade Name:Click to enter an explanation or name for the grade.

4.3 Setting up a Band: After setting up a grade, go to <Band> tab, click <Manage> and then press
<New Line> to further define the band associated with the grade.

N -

GRADE 0 -/_. ¢ [a] SAVED [ =
GRADE 1 - GRADE 1
GRADE INFORMATION
Grade Code GRADE Grade Mame IGRADE 1
#= Delete Line i Band Step i Band Factor .=
» BAND 1.1 H BAND 1.1
BAND 1.2 BAND 1.2
BAND 1.3 BAND 1.3
BAND 14 BAND 1.4
BAND 1.5 BAND 1.5
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o Band Code: Click to enter the ID associated with the band.
o Band Name: Click to enter an explanation or name for the particular band

4.4 Setting up a Step: After setting up the band, click <Manage> and then press <BandStep> to
set up the step and other related parameters.

BAND STEP v

2 Search - New hanage Page W

BAND STEP CODE

t BAND CODE 1 ¥ GRADE CODE* ¥ CALENDAR CODE LEAVE PROFILE CODE
{ FEMALE :  BAND 1.1 GRADE 1 MONTHLY 22WD
MALE BAND 1.1 GRADE 1 MONTHLY 24WD

o Band Step Code: Click to enter the code or ID for the particular step.
o Step Description: Click to enter an explanation or name for the particular step.

o To setup the details for the Step, highlight it under the Band Step tab; then click Band
Step Code.

FEMALE - BAND 1.1 - GRADE 1
A1 Lagve Bligibinty l Ohertiorss £ i "I

STEP DETAIL

Catendar Cooe WADMTILY Benefit Cooe Desoriptio Graduity

EDWD Thcioet Cocie 2

e Description 22 Wiorking Days Ticioet Couche Descriphion Ticiet

TICKET INFORMATION

Ecanory Class

LEAVE BALAMCE

4.5 Click Step Detail Tab
a) Calendar Code:Pick the appropriate calendar code using the dropdown menu.

b) Leave Profile Code:Pick the appropriate leave profile using the dropdown menu.This will
define the leave balance entitlement per year for the employees

c) Benefits Code:Pick the appropriate EOS profile, using dropdown menu.This will be used to
calculate the accrued End of service benefits for the employee

d) Ticket Code:Pick the appropriate ticket code using the dropdown menu.
e) Eligible for Ticket:Populate this field with a checkmark if flight ticket entitlement exists.
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4.6 Click Ticket information Tab

a) Eligible for Family Ticket:Populate this field with a checkmark if the employee entitlement
for family ticket. Checking the box would prompt the related boxes below.

b) Wife:Enter the number of wife(s) with flight ticket(s) entitlement.
c) Children:Enter the number of son/ daughter(s) with flight ticket(s) entitlement.

d) Children Maximum Age:Enter the maximum age permissible for the employee’s
son/daughter for them to be entitled for a flight ticket.

e) Child to adult ticket age: Enter the adult age permissible for the employee’s son/daughter
for them to be entitled for a flight ticket.

f) Ticket Class:Pick the appropriate flight ticket class using the dropdown menu.

4.7 Click Leave Balance Tab

a) Carried Forward:Populate this field with a checkmark if leave balance is permitted to be
carried forward.

b) Maximum Carried :Enter the maximum number of days allowed to be carried forward to
the next year.

4.8 Click Leave Eligibility Button

LEAVE EILIGIBILITY - SANVED
L Search 4 Mew 5P Edit List [il Delete  Page AT —
PAY CODE + PAY CODE DESCRIPTION
[ | i Annual Leave
15 Sick Leave
16 Maternity Leave

4.9 Click Overtime Eligibility Button

OVERTIME ELIGIBILITY ~ SAVED v
2 Search - Mew B Edit List [il Delete =) Owvertime Eligbility Equation Page WMore options Y =
MAXIMUM HOUR
PaY CODE t PAYCODE DESCRIPTIOMN PER PERIOD MAXIMUM AMOUNT PER MONTH
E ®oowe |+ OwerTime 100.00  (Full Basic Salary™2)
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4.10 Click Allowance Eligibility Button

ALLOWAMCE ELIGIBILITY ~" SAVED Ve
L Search < Mew  EREditlist  [ij Delete  Page v =
PAY CODE 1 PAY CODE DESCRIPTION LOWER AMOUNT UPPER AMOUNT
X w |-Bas.c Salary 500.00 50,000.00
2 Housing Allowance 500.00 50.000.00
22 Transportation Allowance S00.00 10.000.00

4.11 Click Onetime Payment Button

DES OMETIME EAAMING RULE CARD @ | 1] .
MAirarvien Equation Flasimum Eguation | Pllcire ciprtiong
Band Siep Coda FEMALE Pay Coda Dascrigtion
Effactie From - E |
OVERVIEW
Minium Amcunt B Datault vakia | awarage |
Spansor | |
Masimism: Smount B0 Rocovard In EOS &
Racovard Madal [ Procased |
Facumance | niimised ~| Rocovary Parcentage | a0
‘ear Rafarance |E:hndw Waar hd | Daduction Coda | o o |
Mirimum Serica Mo | o | Daduction Coda Da..
Basdrmaim UnAushan | e | Partial Payerant D
CHILD
Par Child [ I Mas Aga non
santh Bdane M Childran Numbar [+
Min A ooa
PERDMEM
Par DHem [ Bk Dayhuftr Trarsl .. o
nacludia Travaling Durys * Al Ackd Emiployass i:
noluda Retum Traval . (# allre acd Employaa..  Departmant
Add Dary Bofora Trava. a Dithar Parcant To Dad.. [H]
Lines | Manage =]
COUSTRY/REGION COOE - HI L AMOUNT

S o
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4.12 Click Provision Button

STEP PROVISION

L Search -+ New B Edit List

PROVISION
CODE? PROVISL...

L

[} Delete - Max. Amount Per...Period Equation
BA
ON PROVISION PROVISION REFERENCE
FA REFERENCE DESCRIPTION

O 0

O

Page

Y

PROVISION AMOUNT
EQUATION
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5. Leave Profile

5.1 To setup leave entitlement per year for an employee, go to the DynaPay Home Page first. Then
locate the Setup section, click <Leave Profiles> to proceed.

5.2 The Leave Profiles screen pops up, click <New> icon to add a new profile.

o Profile Code — enter a unique code for the leave profile
o Name - enter a description for the leave profile

CRONUS UK Ltd. Setups Transactions Periodic Administrator
Leave Profile:  All O Search + New Manage Page

LEAVE PROFILE CODE 1 LEAVE PROFILE NAME

22W : 22 Working Days

24WD 24 Working Days

30CD 30 Calender Days

30WD 30 WORKING Days

22WD

LEAVE PROFILE INFORMATION

22WD Leave Profile Name

Lines Manage &3

ELIGIBLE FOR NUMBER OF LEAVE
SERVICE YEAR (FROM) SERVICE YEAR (TO) DAYS

0 : 99 22.00

5.3 To add more details about the leave profile, click Manage and add new line A range on the
number of years an employee is with the firm is defined in this screen. For example, an employee is

entitled to 14 leave days per year if he/she has been with the company for at least a year and up to 5
years.

o Years from —minimum number of years an employee is with the company
o To-maximum number of years an employee is with the company

o Eligible for number of Days— number of leave days an employee is entitled to in the given
leave profile
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6. Equation Factors

FACTORID v
1
3
4
5
.
4
8
9
11
12
13
14
FACTOR ID ~
15
16
17
18
19
20
21
22
23
24
25
26
27
28
60
61
62
78

FACTOR NAME

Full Basic Salary

Mabile allowance

Housing allowance

Met Gross Salary

Units Count

Weekly Vacations Days During the period
Public holidays Days during the period
Calendar Period Days

Actual Work Days

Leave Days that affect Actual Work Days
Leave Days

Original

FACTOR NAME
Month Days
Week Days

Weekly Holiday and included in Working Days

Weekly Holiday Days Excluded from effective Leave Days

Public holidays Days included in Working Days

Public holidays Days Excluded from effective Leave Days

Net Basic Salary
Default Work Days
Full Gross Salary
Full Basic pay slip
Net Pay Slip
Rest Days
‘Yearly Benefits Days
Transportation allowance
Default working days excluding days of not joining
Hourly Rate
Mobile allowance TRA

Social Allowance

15% Company Pension Contributio

SYSTEM
RESERVED
PARAMETER

vl

SYSTEM
RESERVED
PARAMETER

IS ADD IN TOTAL

IS ADD IN TOTAL
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Factor  Factor Name Factor Description

1D

1 Full Basic Salary Basic salary of the employee from payroll setup

3 Mobile allowance Mobile allowance of the employee from payroll setup

4 Housing allowance Housing allowance of the employee from payroll setup

5 Net Gross Salary Net gross salary for the employee for the month

6 Units Count Variable filled during the transaction

7 Weekly Vacations Days During the | No. of weekends during the leave period
period

8 Public holidays Days during the | No. of Public holidays days during the leave period
period

9 Calendar Period Days No. of calendar days during a period

11 Actual Work Days No. of actual working days during a period

12 Leave Days that affect Actual Work | No of leave days which is deducted from salary
Days

13 Leave Days No. of effective leave days

14 Original Original allowance amount without any deduction

15 Month Days No of Month days

16 Week Days No. of week days

17 Weekly Holiday and included in | no. of weekends during the working period
Working Days

18 Weekly Holiday Days Excluded from | No. of weekends were excluded from the leave days calculation
effective Leave Days

19 Public holidays Days included in | No. of weekly holiday during the working period
Working Days

20 Public holidays Days Excluded from | No. of public holidays were excluded from the leave days calculation
effective Leave Days

21 Net Basic Salary The new amount of basic salary for the month

22 Default Work Days No. of default working days during the month

23 Full Gross Salary Full Gross salary for the employee

24 Full Basic pay slip Full Pay slip amount for the employee
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25 Net Pay Slip Net pay slip for employee for a month
26 Rest Days No. of rest days during a period
27 Yearly Benefits Days No. of yearly benefits days for EOS calculation
60 Defaul't \{vgrklng days excluding days No. of default working days excluding the period before joining
of not joining .
during the month

FACTOR CONFIGURATION PARAMETERS

Enable if it is linked to one of the
ollowances (Pay code has to be filled).

SYSTEM / Enable If the record | i< composit Factor {

created by the system

Is System Reserved and cannot be delsted.

‘0‘ Checked if the value

BAND

Linked To Grade ® " ) | will be picked from the
Fixad ._\ employee grade.

FIXED VALUE

Fixed Amount 0.00

Checked if the valus of the
factor is fixed amount (Fixed
amount has to be filled in this
case)

Pay Code 1

Pay code Description Basic Salary

MISCELLENOUS

Is Add In Tota R If pay code is selected and the check
Calculate Daily Rate @ box is on to calculate the total

amount of the selscted poy cods

Iif poy code is sslected and the check
box is on to colculote the averoge
omount of the selected pay code
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7. Posting Profile

7.1 Posting Profiles allows posting profiles to be defined for the different payroll transactions in the
system. To begin setting up posting profiles, go to DynaPay Home Page and locate the Setup section.
Then, click <Posting Profile> to proceed.

S Setups Transaction enod Administrat /
Paramete Posit eave Profie Payroll Provisioe
MONTHLY PAYROLL

7.2 Posting Profile Screen

This screen provides a snapshot on the different posting profiles defined for each pay code.

¢

MONTHLY PAYROLL - MONTHLY PAYROLL

POSTIMG POSTING SUMMARY CLEARNING

PROFILE GROUP ACCOUNT ACCOUNT POSTING
PAY CODE * PAYCODE DESCRIPTION TYPE WALUE * CODE CODE LEVEL
{1 1% Basicsalary All ALL BASIC SALAR.. SALARY PAYA.. Ledger
2 Housing Allowance All ALL HRA EXPEMSES SALARY PAYA... Ledger
3 Mebile Allowance All ALL MOBILE ALLO... SALARY PAYA... Ledger
22 Transportation Allowance All ALL TA EXPENSES  SALARY PAYA.. Ledger
Basic Salary By Employee EQDD6 BS-SPL-EXP SALARY PAYA.. Ledger
Basic Salary By Group FINAMNCE BS EXP-FINA... SALARY PAYA.. Ledger

Below provides a brief explanation on each of the column headers found under Overview tab.

a) PayCode
This field displays the pay code associated with the payroll item.
b) Description
An explanation or name for the payroll item.
c) Posting Profile Type
This field displays the payroll/transaction type associated with the pay code.
Posting Profile Type= (All, Employee, Group)
d) Posting Level

v’ Posting Level (=Worker)

v" This will affect Employee Transactions List
v Populate this field with a ‘Worker’ to indicate the associated pay code which will
post to the employee transactions list.

v Posting Level (=Ledger)

v' Post Directly To General Journal
v' Populate this field with a ‘Ledger’ for the entries related to the associated payroll
item to be posted directly to the general journal.
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v" When all the necessary fields have been defined on the Payroll Code Screen, click
the appropriate tab - Expense or Payable associated with the pay code, then define
the matching posting profile accordingly.
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8. Flight Tickets

8.1 The user will enter the flight destinations and the rates according to infant, child and adult for every
ticket class (i.e. economic, business and first class)

Flight Tickets:  All -~ /0 Search + New [i] Delete  Page -
TICKET CODE t TICKET DESCRIPTION
EGY-CARIO : Cario-Egypt
ENG-LON London-England
IND-DEL Delhi-India
IND-HYD Hyderabad-India
LUSA-NY MewYork-USA
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9. Payroll Provision

9.1 The user will enter the code and description of the provision. Provisions are the category of the
provision (no impact on any calculation related to the category).

Payroll Provisions: ~ All - O Search + New il Delete  Page~ Y = J
IS TOTAL

PROVISION CODE t PROVISION NAME PROVISIONS EMPLOYEE COST
AIR TICKET Tickets
BONUS Annual Bonus O

HEALTH CLUB HEALTH CLUB Others O

INCOME TAX INCOME TAX Taxes O

MEDICAL INSURANCE MEDICAL INSURANCE Others O
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10. Provision Setup

10.1 The users will setup the provision segments (i.e. Engineering is the provision for the groups of
engineer staff. Another segment is the Finance staff, etc) this segmentation will help to define the
provision scheme for different sections of the organization.

DBS Setups Transactions Periodic Administrator
Provision Setup: ~ All O Search -+ New il Delete Page
GROUP CODE * GROUP NAME
ALL ALL EMPLOYEES

FINANCE FINANCE

10.2 In the following the screen, the user will include all the financial elements that need to be
calculated as part of the provision calculation. These elements could be either (percentage/Fixed
Amount/Flight ticket) of the (Basic/Billing/Gross) salary.

FINANCE

Lines Manage
FROVIS FROVISI
PROVISION 1 PAY CODE  PAY CODE DESCRIPTION METHOD PERCENTAGE PAREME
AlR TICKET 18 Ticket Flight Ticket 0.00  Basic
= 0 Ticket i o0
Billimg
Gross
Lines Manage 7 B
IS
DE TOT.. CR.. SUMMARY CLEARNING
PROVISI... UP... EM... PO.. POSTING ACCOUNT ACCOUNT
PROVISION 1 PAREME... AMOUNT  DA.. Co.. TR.. LEVEL CODE CODE
AIR TICKET + Basic 0.00 O [ [0  Ledger
O O O

10.3 In the following screen, the user will setup the financial impact by select the summary and clearing
account (debit and credit sides) of the posting vouchers.
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11.Deductions Setup

11.1 To offset an amount such as a loan repayment from an employee’s paycheck, resulting only a net amount is
being paid; you would have to set up a deduction item to accomplish that.

Navigate DynaPay® Setup & Deductions Setup

11.2 Deduction Overview Screen:

PAY CODE 1 v DESCRIPTION
Pension
13 Loan Menthly Deduction
29 Advance Salary Deduction
31 Megative Salary Loan Deduction
35 Mobile Deduction
36 Other Deduction

11.3 Deduction Detailed Screen:

6 - Pension

#+ Stanclard Equation Cand

DEDUCTION PAY CODE

£ Leave Quation D_ring The Ferios

SHORT NAME REPETITION

Periodic

Periodic

Periodic

Periodic

One Time

One Time

Tips Daduction

EQUATIOM TAB

STANOARD EQUATIONS

(Full Basic Sakary + Housing
allcwance] *5/ 100

PAYROLL

BLAXTRILIM LIMIT EQUATION FOR THE TRAKSACTION

EQILWATION WHEN LEAVE DURING PERIOD

{HFl Basie Salary 1 Housing
al ko znace ) 1,05 Dietault Work
Days*Achual Wi Days)

FREQUENCY
Monthly
Monthly
Monthly
Monthly
Monthly

Monthly

Below provides a brief explanation on each of the column headers found under Overview tab.

a) Pay Code:

This is the pay code associated with the deduction item.

b) Description:

An explanation or name for the deduction item.

c¢) IsDisabled:
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This field is populated by a checkmark if the deduction item should be disabled for payroll

processing purposes. Checking this box would populate the <Disabled> box on the right hand
side as well.

11.4 Creating a Deduction Item

a) To create a new deduction item, click the <New> icon to start. The Pay Code as shown in the
item

To create a new deduction item, click t:17¥ew> icon to start. The Pay Code as shown in the item

Deductions Setup:  All L Search -+ New™ Manage Page
PAYCODE* DESCRIPTION SHORT NAME REPETITION FREQUEN(
[ : Pension Penrodic Monthly
Loan Monthly Deduction Periodic Monthly
Advance Salary Deduction Penodic Monthly
Negative Salary Loan Deduction Periodic Monthly
Mobile Deduction One Time Monthly
Other Deduction One Time Monthly

11.5  Adding or Modify a Deduction Item
a) Toadd or modify details for a deduction item, you would update the fields.

DEDUCTION PAY CODE

Typs Drduction Rispif hoan Oiwi T

Pary 53 FirtaUsiy Muonthiy

Descrpion = ria )

Laksad Loan Inetallmant [T

Short Mams ¢ Equatior [ I

EQUATION TAB

STANDARD EQUATIONS BLAKIHLUM LIMIT EQUATION FOR THE TRAMSACTION
mioan Duscripice P v Azl I 1]

EQUATION WHEN LEAVE DURING PERIODD
PAYROLL
Poet 10 Emmpiloyess Tra [ "] s [
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b) Is Equation

The field is populated by a checkmark to activate the <Equation> button when it is required to
define the deduction item. Checking this field will activate the <Transaction Description (Unit)
field. Enter a description at <Transaction Description (Unit) field first, then click <Standard
Equation Card > button to use the Equation editor. To begin, check off <Is Equation> box. The
<Standard Equation card > button (red circle) is now activated.

@ 41* @
%) Standard Equation Card Maximum Equation Card @uat-on D..ring The@ Actions

@ — j— ®
DEDUCTION PAY CODE
Type Deduction Repetition Periodic
Pay Code 6 Frequency Monthly
Description l X Is Disabled @ )
Label Loan Instaliment @ )
Short Name Is Equation
EQUATION TAB
STANDARD EQUATIONS MAXIMUM LIMIT EQUATION FOR THE TRANSACTION

(Full Basic Salary+Housing
allowance)*5/100

Click <Standard Equation card> button to display the equation editor screen.

Condition

®Main Equation CIf Condition OTrue OFalse

Full Basic Salary-1lsHousing allowance-4)*5/1

r/ 4 9 + { =
4 5 3 ) =
1 2 3 < =
o oo ) = ==
Clear Equation Clear Charactor
Cendition :
True :
False :
Add Condition
S ————
i
Save Equation Validate Equation
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The dropdown menu (red circle) provides you with a choice of variables containing numeric values
differ from employee to employee. To pick the desired variable, highlight the item first; then click
the <Add> button (green circle). In this example, the item <Full Basic Salary> was chosen and
added, so < Full Basic Salary > (purple circle), the code representing the full Basic salary is
displayed.

To form an equation to calculate Pension, let’s assume the formula would be (Full Basic Salary+
Housing Allowance)*x5/100.

The key sequence to add the equation would be as follows:

Pick Full Basic Salary from the dropdown menu.

Click <Add Factor> to add the variable

Click <+> for addition

Pick Housing Allowance from the dropdown menu.

Click <Add Factor> to add the variable

Click <*> for multiplying

Click <5>, Click </> for division and Click <100>.

Click <Save Equation> to add the equation onto the system and return to the Equation
tab as shown below.

v If you Click <Clear Equation>, it will delete equation onto the system and if you Click
<Clear Character> it will delete last variable of numeric value.

AN U NN NN

Equation when Leave during Period

Click <Leave Equation during the Period> to display the equation editor for leave calculations.
Refer to the previous item - Is Equation on how to use the equation editor.

Condition

®Main Equation Ol Condition CTrue OFalse

{{(Full Basic Salary-1l+Housing allowance-4)%8.85) /Default Work
Days-22*Actual Work Days-11)

7 8 g + ( ==
4 5 G - ) =
1 2 3 * = ==
0 00 ! = <=
Condition :

True:

False :

Add Condition

— Please Select Factor — Add Factor
Save Equation Validate Equation
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¢) Loan Installments

If the deduction would be carried out by a series of installments, an example would be offsetting
the monthly loan payment for an employee against his monthly salary. So, you would check off
<Loan installment>, and populate the <Monthly> from the drop down menu of frequency for

the system to recognize that.
In this example, the code for <Loan Monthly Deduction> was chosen.

o .
DEDILACTION SETUR i SAVE 0o A
OEDLACTION SETU '\_.__,-' ] SAVED 1 o .

13 - Loan Monthly Deduction

DEDUCTION PAY CODE

Daduction Raspredithcin Pariodic
12 Froquency Monthly Hf

Dascription Lisaan Mosrithly Duduictior & Disabbend (]

EQUATIOM TAE

STANDARD EQUATIOME. MUAETRIL M LIMIT EQUATION FOR THE TRAMSACTION

EQUATION WHEM LEAVE DIURING PERIDO

PAYROLL
Rastrictad With Grad [ ) clude Gircess 5 [ T]
Fost 10 Ermpiloyoss Tra [ "I [ "]

v" Maximum Limit Equation for the transaction

Click <Maximum Equation Card> to display the equation editor for calculating the maximum
installment amount.*Refer to the previous item — Is Equation on how to use the equation

editor.
v Max Installment Period:

Enter the maximum number of installment payments allowed in this field.
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d) Repetition
v' OneTime

This is for a non-periodic deduction against an employee’s paycheck such as an additional
monthly loan payment on top of an existing one. Check off <Loan Installment> would disable
this option.

v" Periodic

Populating this field activates the Frequency Options Box below, so you may choose the
desired payment period according to your needs.

e) Frequency
Pick the appropriate payment frequent by populating the respective radio button.
f) Post Directly to Ledger

This box is populated by a checkmark and is applicable for a deduction item with entries that
require posting to the ledger.

g) Restricted with Grade

This box is populated by a checkmark and is applicable for a deduction item dependent on an
employee’s grade.

h) Includein Gross Salary

Pick the applicable option to determine if the deduction item should be included as part of the
gross salary or not.

i) Element of Pay Slip

This field is populated by a checkmark if the deduction item should be included as part of the
pay slip for payroll processing purposes.

j) Post to Employee Transactions History

Populate this field with a checkmark if the associated entries for the deduction item should be
posted to the Employee Transactions. Beware that the related information is reflected in the
Employee Master Data Screen if the box is checked. If this is not selected, the posting will affect
general ledger only based on the posting profile setup within the payroll.
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12. Earnings Setup

12.12 An employee compensation package may consist of additional allowances and payments on top of
the basic salary, so you may have them properly setup under Earnings Setup.

Navigate DynaPayld Setup @ Earnings Setup
12.2 Earning Overview Screen

This section will be covering all items found under Overview tab which is the default page when the
Earning Setup screen is prompted.

DBS Setups Transactions Periodic Administrator
Earnings Setup:  All 2 Search  +Mew  Manage Page o=
PAY CODE t DESCRIPTION SHORT NAME REPETITION FREQUENCY
Basic Salary Periodic Monthly
Housing Allowance Periodic Monthly
Mobile Allowance Periodic Monthly
ri Annual Bonus One Time Monthly
2 Advance Loan One Time Monthly
8 Ticket One Time Yearly
20 Education Allowance One Time Meonthly
21 Mobilization Allowance One Time Monthly
22 Transportation Allowance Periodic Monthly
23 Airfare Allowance Periodic Meonthly
25 Annual Bonus{Yeariy) One Time Yearly
28 Advance Salary One Time Monthly
30 Balance The Megative Salary Loan One Time Monthly
33 Leave Encashement One Time Monthly
39 Food Coverage Periodic Monthly
42 Leave Advance Salary One Time Monthly
43 Pension Company Contr Periodic Monthly
50 Other Eamings OE One Time Monthly

Below provides a brief explanation on each of the column headers found under Overview tab.

a) PayCode
The system automatically assigns a pay code when an earning item is created. This is a serial
integer number generated by the system.

b) Description:
An explanation or name for the particular earning item.

¢) Repetition:
This field is populated by using the dropdown menu clicking Period or One Time.

d) Frequency:
Populating this field activates the Period Options Box below, so you may choose the desired
payment period according to your needs.
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12.3 Earning Detailed Screen
EARMING SETUF @ I & SSAVED

1- Basic Salary

Srandasd Equation Card Masimum Equation Card 46 Laave Quartion D_ring The Perkod | Mlaro options
s Eaming Rapstiicn [ Periadic ~|
Pary Ciocka 1 Fescuancy [ maoecray |
- — ©
Labal [ | s Basic Satary -
shert Nama | |
EQUATIOMS TAE
STAMIARD EQLIATIONS

EQIUIATIDN WHEM LE&VE DM FRIME PERIOD

Trareaction Duscripti.. Driginal/Dutault Work

Diast{eutual Work Darys)
MAXIMURM LIMIT EQUATION FOR THE TRANSACTION 3

PAYROLL
Restrictad With Grada [ & TICHET
ncluda In Gross Salary DY ks Flight Tickat | ]
REIMBURSEMENT
Elemrsant O Payslip -
Is Reimbursamant On.. @
Post fo Eenployea Tra— il
Raimbissearant Coda o
Poct Dty T Lodgar @)
LOAM Reimbsrsamant Desc.
SOCIAL SECURITY
% Laan '
Soclal Senarity 'R
Masimiim Inctaliman. | o |
Social Security Dascr..
Ralated Daduction [ 0 |
CHILDREN
] iRl :\n:r.rp'.um
b Child Raquirad D
CATEBORY
s Job Relatad [ "]
Paryroll Catagory |Sur*dan: o
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12.4 Creating an Earning Item

To create a new earning item, simply click <New> icon and the system generates a new Pay Code
as seen below.

Navigate DynaPay-> Setup = Earnings Setup 2 +New

To add or modify the details for the particular item, click any record under pay code Column.

- Tergns - stec
] % e taany b ueeary
Hgging dipuarae Perloads Wgetiig
Wipinip k) wBrDE Pepial. Whprervg
Arrus Borus e Tee Marierg
Ao Loar g Temg -
Tichet Ore T ey
EOUEIOT ANTwEE Ore Timg Aoy
L= i e kit Ore Teme Wonthvy
et o A gwaror Sevadi Marty

EARNING SETUP O ] 7
Standand Equation Card Masimum Equation Card Laawn Quaticn 0. ring Tha Raricd Mara apticns

EARNING PAY CODE

Trpa Eaming Rapsdision COna Tima

Pay Lok 54 Frcquancy Moty

Dascription * s Euation [ ]

Labal s Basic Sakary

Short Mams

EQUATIOMNS TAB

STAMOARD EQUATIONS MAEZIMLIN LIMIT EQLLATION FOR THE TRAMSACTION

Tarsaction Dascripti.. EQLATIDN WHEN LEAVE DURING PERMD

PAYROLL
Factrictad With Grafe (@) TIEKET
ncluda In Gross Salay @) ts Flight Tickat L
REMBURSEMENT
Eharant Of Payslip [}
s Reimbursamant v, @)
Poat to Employea Tra [}
Ruimbirsseant Coda oo
Post Diractly To Ladgar (@)
L Reimbsrsamant Dusc
SOCIAL SECURITY
s Loar (O]
Sacial Sanity 0w
Masima Instabman [
Social Soowity Duscri.
Falatord Daduction [
CHILDREN
Deduction Dascripsion
s Child Requirad [ ]
CHTEBORY
s bob Ralated [T
Payred Catagory Standard
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12.5 Adding or Modify an Earning Item

To add or make changes on an earning item, click on the particular item under Pay Code column.
In this example, pay code 2 * Housing Allowance” is chosen .

DBS Setups Transactions Peniodic Administrator
Earnings Setug: Al Search b Mew  Macage Fage
oY CODE 1 ESCEPTION SHORT MAME REPETITION FREGUENCY
1 /ﬁthr, Periodic Morthly
[2 [T 8| Houing ancmance Periodic Merthiy
Wiole Alowarce Perodic Morthy
Ao Bongs Ore Time Morthiy
Agvance Loan Ore Time Monthy
Ticket Ore Time vear'y
Eduration Alerwlle Dt Tierse: Marthiy
MADKRZNEDr ANCVENOE Oret Time Montry
TR o Aot Pt Mantiy
Alrtang Alowanin Pt Mgty
Anvusl BonaYessy) Qe Time ety
Agaange Talary O Tirre Warihay
Baiance The Megative Salary Loan Ore Time Worthiy
Lesve Encashement Ore Time: Warthy
k] Food Coverage Periodic Monthiy
Leave Avanoe Saiary Ore Time Worthiy
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Then, a new screen will be opened to add or make the necessary changes as shown below.

P
EARNING SETUP
Ly

2 - Housing Allowance

E Laave Quation D The I
Type Eaming Rapaizio Pariodic
z Frequency Moty
ST Housing Alkwsanca 5 Equartion [ =]
bl
Shiort Wanne
IEQUHTICINS TAB I
STAMOARD EQUATIONS RAAKIMU K LIMIT EQLATION FOR THE TRANSACTION
(Full Basks 5a lany® (20,1 001
EQUATION WHEN LEAVE DURING FERSID
it Ovicgnal Dt dt Wk
Diarys*Actual Work Dy
- TCKET
- s Flight Tickat [ ]
REIMBURSEMENT
£k -
5 Rt bursamant Oy
Prst -
Raimbursesrant Code o
Post D
LOAN Raimbarsamant e
SOCIAL SECURITY
SoCial Seos o
i L o
Social Seoarty Dasdr
1. 1]
CHILDREN
Dascripdios
Ry

Standard

a) Click Earning Pay Code Tab
o Repetition

This field is populated by using the dropdown menu clicking Period or One Time.

v" Periodic — pick this if the item is payable to the employee at the same payment cycle
as the basic salary.
v One Time — choose this if the item is for a non-reoccurring payroll payment event such
as Annual Bonus which is payable only once per year.
o Is Equation

The field is populated by a checkmark to activate the <Standard Equation Card> button to use
the Equation editor to define the earning item.

v" For illustration purposes, let’s say the house allowance for employees is 20% of their full
basic salary.

v" First, you would highlight *House Allowance” and click pay code item.

v" Click <Standard Equation card> button to display the equation editor screen.

v The dropdown menu (red circle) provides you with a choice of variables containing
numeric values differ from employee to employee. To pick the desired variable,
highlight the item first; then click the <Add Factor> button . In this
example, the item “Full Basic Salary — 1> was chosen and added, so <Full Basic Salary>
(purple circle), the code representing the full basic salary is displayed.
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Condition

@bdain Equation O Condition OTrue  CFalse

@Ba::: salary-1 >,

= = L C - [ =
I | I | -

Conditian :

True :

False :

Er— ST
Sove Bl

v’ To form an equation to calculate the house allowance equaling to 20% of the basic
salary, the buttons on the equation editor would be utilized. You would first place the
cursor after <Full Basic Salary>, then click <*> (green box) for multiplication and finally
add <20>, </> for division and <100> (blue boxes) using the number pad to form the
equation as illustrated above. Finally, click <Save Equation> (grey box) to add the
equation into the system.
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v" The equation (red circle) has been added as displayed below.

2 - Housing Allowance

< Standard Equation Card Maximum Equation Card 1 Leave Quation D...ring The Penod I More options
Shaort Name

EQUATIONS TAB

STANDARD EQUATIONS MAXIMUM LIMIT EQUATION FOR THE TRANSACTION

Emr >

EQUATION WHEM LEAVE DURING PERIOD

Transaction Deseripti... Original Default Work
Days*Actual Work Days

o Equation when Leave during period

This is for adding an equation calculating the impact of leave days for the earning item. To
learn more about the Equation Editor, please refer to <Is Equation> definition for details.

Conditian

@bdain Equation O Condition OTrue OFalse

Original-14/Default Work Days-22%4ctual Work Days-11

T B ] & { -

4 B B } —~

1 2 3 L ==

o 0d I = =
Condition :
True
False
Add Condition

P S Pkt
Valte Eqcation

45| Page



DynaPay payroll — HRMS for Microsoft Dynamics 365 Business Central d Dynapau

or D3&65BC

b) Click Payroll Tab
o Restricted with Grade

This box is populated by a checkmark and is applicable for an earning item dependent on an
employee’s grade.

o Included In Gross Salary
This field is populated by using the dropdown menu by clicking Yes or No.

v Yes - allows the earning option to be included as part of the Gross Salary.
v No - the earning option will not be included as part of the Gross Salary.
o Element of Pay Slip

This field is populated by a checkmark when the earning item should be included as part of
the paycheck.

o Post to Employee Transactions History

Populate this field with a checkmark if the associated entries for the earning item should be
posted to the Employee Transactions. Beware that the related information is reflected in
the Employee Master Data Screen if the box is checked. If this is not selected, the posting
will affect general ledger only based on the posting profile setup within the payroll.

o Post Directly to Ledger

This box is populated by a checkmark and is applicable for an earning item with entries that
require posting to the ledger.

o Loan
This box is populated by a checkmark and is applicable for an earning item related to a loan.
o Flight ticket

This box is populated by a checkmark and is applicable for an earning item related to a flight
ticket. The rates will be populated from the flight ticket price list as mentioned in the above
flight ticket setup form.

o Reimbursement

This field is populated by a checkmark for an earning item where reimbursement is
required when the employee leaves the company as per his or her employment contract.
This will be deducted from End of service benefits. For example ( Furniture allowance will
be deducted from the employee if he resigns from the company before completing four
years).

o Reimbursed Code

This field is populated by using the dropdown menu to choose the applicable reimburse
code for ledger posting.
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13.0vertime Setup

13.1 To setup overtime parameters,

Navigate DynaPay - Setup = Overtime Setup

Setups /

O Taren

Crwartimes Setup

A brief explanation on each of the column headers found under Overtime Setup is listed below.

a) Pay Code

The system automatically assigns a pay code when for an overtime item.

b) Description

An explanation or name for the particular overtime item.

47 |Page



DynaPay payroll — HRMS for Microsoft Dynamics 365 Business Central @ Dynapay

For D365BC

13.2 Overtime Setup Overview Screen
OVERTIME SETUF @ ] SEVED &
8 - QverTime
1 Stanclard Equation Cand £+ Pubilic Holiday Equation £k Off Dawys Epuation Cand

OVERTIME SETUP PAY CODE

Typs v Thma Shct Mais

Pary Cioach &8 =L -

Labsal

EQUATIOMS TAE

STANDARD EQUATIOME. DOIFF DAYS
(Full Baric SalangDatault Work (Full Baske Salary Dertault Work
Darys/B Uit Coasra*1.25) Days*Units Cownt*1.5]

Trarsaciion Dascripsion Hormal Hours Transaction Desoripiio Wankands

PUELIC HOLIDAYS LATE WORKING DA¥S

(Full Baic SalanyDafaull Work
Diarys*Linits Count*1.5)

Transzction Descriptio Lata Werking Hours
Trareaction Dascripsio Public Holldays
GENERAL
noliata In Genss Salary ) Post Directly To Ledger il
Elermaant Of Payslip [ ) Rassiriched With Grade il

13.3 Creating an Overtime Item

To create a new overtime item, click the <New> icon to start. The system will automatically assign
a new Pay Code as shown in the item highlighted in below.

48 |Page



DynaPay payroll — HRMS for Microsoft Dynamics 365 Business Central

@j DynaPay

For D365BC

My Company Setups Transactions Periodic Administrator =
No Of Days Per Week  Employee Group  Reason Code  Grade Division Supervisor Flight Tickets
Payroll Parameters Position Shift Leave Profile Department  Posting Profile  Payroll Provisions
Payroll Calendar Bank Visa Type Equation Factors  Section Employee Provision Setup
Overtime Setup: ~ All yel SearchManage ~ Page ~~
Pay Code ™ Short Name Description

OverTime

Deductions Setup

Earnings Setup

Y

> %
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13.4 Adding or Modify an Overtime Item

To add or modify details for a overtime item, highlight the particular item, then click the <pay
code>. In this example, Pay code 8 for Overtime was chosen.

OVERTIME SETUP (Z2) + ® / SAVED
S,
8 - OverTime
+) Standard Equation Card || ) Pubiic Holiday Equation | 4P Off Days Eauation Carg
- 3
OVERTIME SETUP PAY CODE SNETREI0 DS SR O
Actions
Type Over Time
Fewer options
Pay Coce - "o g ¢ [ o]
Description OverTime Feed Amount 000
Labed
EQUATIONS TAB *
>

STANDARD EQUATIONS OFF DAYS

(Full Basic Salary/Default Work (Full Basic Salary/Default Work

Days/8*Units Count*1.25) Days*Units Count*1.5)
Transaction Descripti Normal Hours Transaction Descripti.. Weekends
PUBLIC HOLIDAYS LATE WORKING DAYS

(Full Basic Salary/Default Work

Days*Units Count*1.5)

Trangaction Descripti Late Woridng Hours

Trarsaction Descripti Public Holicays
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a) Click Overtime Setup Pay Code Tab
o Is Equation

The field is populated by a checkmark to activate all type of <Equations > button under
After Normal Working Hours when it is required to define the overtime item. Checking this
field will deactivate the <Amount> field. Refer to Sections 3.4.3 and 3.5.3 on how to use the
Equation Editor.

o Fixed Amount

This field is activated when the <Is Equation> box is empty. Enter the fixed value for the
overtime time in the field if applicable.

b) Click Equation Tab
o Standard Equation Card (After Normal Working Hours Equation)
v"Input the equation for calculating overtime on normal or regular work days. Click
<Standard Equation Card> to add the formula for the calculation to be carried out.
Refer to Sections 3.4.3 and 3.53 on how to use the Equation Editor.
v Transaction Description (Unit):

Enter an explanation or name for the Transaction Description (Unit) related to the

overtime item.

Condition

@bdain Equation O Condition OTrue  OFalse

(Full Basic Salary-1/Default Work Days-22/E*Units Count-E%1.25)

T B -] + =
1 B 5] =
2 ] ==
o (] =
Claar Equatlion Clear Characior
Condition :

False

S
BT ST
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o OffDays
Enter overtime setup details related to calculation on overtime accumulated during off
days.

o Off days.
Input the equation for calculating overtime during off days. Click <Off Days Equation
Card> to add the formula for the calculation to be carried out. Refer to Sections 3.4.3 and
3.53 on how to use the Equation Editor.

o Transaction Description (Unit):
Enter an explanation or name for the Transaction Description (Unit) related to the
overtime item.

GroupMame

Condition
@hdain Equation OV Condition  OTrue  OFalse

(Full Basic Zalary-1/Default MWork Days-Z2*Units Count-6*1.5)

T B ] + =
q & -] =
2 3 « ==
i 00 k] =
Cinar Characicr

Conditian :

False :

— P S P —
Valate Eqaten
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o Public Holidays

Enter overtime setup details related to calculation on overtime accumulated during public
days.

o Public holidays.

Input the equation for calculating overtime during public days. Click <Public Equation
Card> to add the formula for the calculation to be carried out. Refer to Sections 3.4.3 and
3.53 on how to use the Equation Editor.

o Transaction Description (Unit):

Enter an explanation or name for the Transaction Description (Unit) related to the
overtime item.

Conditien

@hain Equation 2 Condition  OTrue  CFalse

(Full Basic Salary-1/Default Work Days-Z22*Units Count-5%1.5)

T B B + ==
d ] [ -
¥ i ] < ==
o i} = =
Clear Chaastor
Conditsan
True
False :

— e i P —
Ve Equatr
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o Late Working Hours

Enter overtime setup details related to calculation on overtime accumulated during night

duty.

o Late Working Hours.

Input the equation for calculating overtime during public days. Click <Equation> to add
the formula for the calculation to be carried out. Refer to Sections 3.4.3 and 3.53 on how
to use the Equation Editor.

o Transaction Description (Unit):

Enter an explanation or name for the Transaction Description (Unit) related to the
overtime item.

Condition

@hain Equation O Condition  OTrue  OFalse

T B a
4 B B
2 3
i 00

Condition :

False :

%

Add

— s s P —
Ve Equatn
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c¢) Click General Tab

OVERTIME SETUP =2 | [l -+ SAVED v
8 - Overlime

%) Standard Equation Card <% Public Holiday Equation ) Off Days Equation Card

OVERTIME SETUP PAY CODE

Type Over Time Short Mame

Pay Code 8 Is Equation i

Description OverTime Fixed Amount Q.00
Label

EQUATIONS TAB >

GEMERAL

Include In Gross Salary (@ ) Post Directly To Ledger  ilD

Element OF Payslip (CHD] Restricted With Grade [ ®)

o Includein the Gross Salary

Pick <Yes> or <No> from the dropdown menu to determine if the overtime item should be
included in the gross salary or not.

o Element of Pay Slip

Populate this field by a checkmark for a particular overtime item that should be included as
part of the pay slip.

o Post Directly to Ledger

This box is populated by a checkmark and is applicable for an overtime item with entries that
require posting to the ledger.

o Restricted with Grade

This box is populated by a checkmark and is applicable for an overtime item dependent on an
employee’s grade.
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14. Social Security Setup

14.1 The setup of the social security is the same as periodic deduction setup as mentiop€d above .
Please follow the same steps (9. Deduction Setup)

SOCIAL SECURITY SETUP @ | z SAVED /‘
) Staclard Equation Card € Lagas Cuation D_ning The Foriod 6 Pancian Manth Mare ppbions
SOCIAL SECURITY SETUP
Typa Draduction Ripet itian |-'_'lnr~ Timie |
Pary Coach 25 Laibsd | |
Dascription LME Paresion |5 Equsation [ &
Short Mame | |
EQUATIONS TAB
STANOARD EQLATIONS EQUATION WHEM LEAVE DIURIMG THE PERIOD
(Full Basic Salany » Housing {Dviggina Detault Wik
alloawanic | Tranepartation Dy Dafault wearking days
alloswanc] *5/ 100 wzchacing days of not jjuining}

Trareaction Dascripsion

Restrictod With Grada

GEMERAL

nduda In Gross Salary ) SIWillBoAdded taB.. (@)

Ebermaant Of Payslip [ PFarimum Tot. S5ecur | -:-nc-|
Post Dinactly To Ladger E} Pension Company Ca | (| S |

Cicarrgaany Corira Dhs .

PENSION AMOUNT CALCULATION

Doduct full amount in_. ) Cabculata on pro-data ["E]
D uction $ull manth [ ]
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15.Paid Leave Setup

15.1 To setup paid leave parameters

Navigate DynaPay@ Setup @ Paid Leave Setup

15.2 Paid Leave Setup Overview Screen

DBS | Setups

Veek  Employee Group
{rs Position

Bank

PAID LEAVE SETUF

27

37

38

48

49

51

52

14 - Annual Leave

&) Stanciard Equation Cand

PAID LEAVE SETUP

o} Pk SEtUp

Transactions Periodic Administrator

Reason Code  Grade Divisicn
Shift
Visa Type Equation Factors ~ Section

Leave Profile Department

@ + m

o Restrictions More options

Supervisor Flight Tickets Deductions Setup
Posting Profile  Payroll Provisions  Earnings Setup
Employee Provision Setup Overtime Setup

Annual Leave

Sick Leave

Maternity Leave

Comp Off

Hourly Leave

Patenrity Leave

Study Leave

Exam Leave

Annual Leave Employee Year

Annual Leave Working Days

SAVED

Trpa
Pay Code

Dascription

GENERAL

Paid Laava

Labial

Shart kama

Rastrictad With Grada

Mfinimum Of Sandoa .
HIOURILY LEAYE

Hourly Laave

1)1

EALANCE

Lo Foriod Roloronce | Year

Mlaxe darps | Faours. alla.
Wity consacutive dry.-

e Parent Leave Balanca o

Housrly Loz Typa Paficad
POSTING Parent Leava Balanca -
ncludie In Gross Salary D Lo Balanca Can be -
Ehawaant O Payslip [ ] ks Disabiled [
Post Diractly To Ledger (@)
Post to Employes Tra. -
Leava Encashmant Tr.. (@)
PAYROLL
STOF SALART FAYMENT
Stop Payrod During L. ) Dachuct From Payroll [T
St Paryrod Hl resu. [T} Fay tll kavo starting .. D)
Aute axtend laave if . [ . Fayment at cnca -
Standard Equaticn Full Groes Salany Dafal Work Dioubke Salary For P, i)
DuysLadva Days
Daductable unpaidla.- @)
LEAVE SALARY &S LOAN
| B - —_—

Social Security
Paid Leave Setup » 3
UnPaid Leave Set
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A brief explanation on each of the column headers found under Paid Leave Setup Overview tab is listed

below.

a) PayCode

The system automatically assigns a pay code when a new paid leave item is created.

b) Description

An explanation or name for the particular paid leave item.
¢) Element of Pay Slip
Populate this field by a checkmark for the particular paid leave item that should be included as
part of the pay slip.

d) Disabled

This field is populated by a checkmark if the paid leave item should be disabled for payroll
processing purposes.

15.3 Creating a Paid Leave Item

To create a new paid leave item, click the <New> icon to start. The system will automatically assign a
new Pay Code as shown in the item highlighted in below.

DBS Setups Transactions Periodic Admini

Paid Leave Setup:  All

PAY CODE *

38

L Search + New  [i Delete

SHORT NAME

15.4 Adding or Modify a Paid Leave Item

tor

Page

DESCRIPTION
Annual Leave
Sick Leave
Maternity Leave
Comp Off
Hourly Leave

Patenrity Leave

<
i
N

To add or modify details for a paid leave item, highlight the particular item, then click the <pay code>.
In this example, Pay code 14 was chosen.
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PAID LEAVE SETUP @) + 0| VSAVED
14 - Annual Leave
< Standard Equation Card 2 Periods Setup = Restrictions More options

Ll
GEMERAL
Restricted With Grade (D) BALANCE
Minimum O Service ... ~ | 3| Mexaays/housalon | 0]
HOURLY LEAVE Leave Period Reference | Year v |
Hourly Leave CHD) Max consecutive day... | ] |
Hourly Leave Type | Period v|  ParentlesveBalance | 0 v|
POSTING Parent Leave Balance ...

Include In Gross Salary (@) Leave Balance Can be... D

Element OF Payslip - Is Disabled ®
Post Directly To Ledger @)
Post to Employee Tre...  ilD

Leave Encashment Tr... @)
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a) Click General Tab
o Restricted with Grade

Populate this field with a checkmark if the paid leave item is dependent on the grade of an
employee.

o Included in the Gross Salary

Populate this field with a checkmark if the paid leave item should be included as part of the
gross salary.

o Leave Encashment Transaction

Populate this field with a checkmark if cash is paid in lieu of day(s) off.
o Element of pay slip

Populate this field with a checkmark if the leave salary will be a part of the monthly pay slip.
o Minimum of service months

Enter a value for minimum number of service months the employee will be able to apply to
that type of leave

o Post to employee transaction history

Populate this field with a checkmark if the leave payment will be posted in the employee
transaction history.

o Leave Balance can be updated manuvally

Populate this field with a checkmark if the approved paid day(s) can be modified manually
on the transaction

o Disabled

Populate this field with a checkmark to disable the leave.
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b) Click Payroll Tab
PAID LEAVE SETUP ) + [i]  SAVED

14 - Annual Leave

=) Standard Equatiom Card =0 Periods Setup %0 Restrictions More options

Pay Code 14 Short Mame

Description

GEMERAL >

PAYROLL

STOP SALARY PAYMENT

Stop Payroll Durng L. D Deduct From Payroll - )

Stop Payroll till resu... D] Pay till leave starting ... D)

futo extend leave if ... @ ) Payment at once a

Standard Equation Full Gross Salary/Default Work Double Salary For Pu... n’:._ ]
Days*Leave Days

Deductable unpaid le.. (@ )

LEAVE SALARY AS LOAN

Transaction Descripti... Leave Salary &5 Loan .

Off days will be exciu.., - D Loan Code 0
Public Holidays will b... D Load Code Descrition

Rest days will be Exdl... o Min. Leave Days For L...

o Stop Salary during the leave

Populate this field with a checkmark to stop salary processing for the employee required
during leave period.

o Stop Payroll till resumption date

Populate this field with a checkmark if a stop on salary payment is required till the
employee back from leave.

o Payroll Calculation for the leave period

Click <Equation> to add a formula on calculating the amount for paid vacation. Refer to
Sections 3.4.3 and 3.53 on how to use the Equation Editor.

o Off Days will be excluded

Populate this field with a checkmark if weekly holidays should be excluded from leave
balance calculation.
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o Rest Days will be excluded

Populate this field with a checkmark if weekly rest days should be excluded from leave
balance calculation.

o Public Holidays will be excluded

Populate this field with a checkmark if weekly official holidays should be excluded from
leave balance calculation.

o Transaction Description (Unit):

Enter an explanation or name for the Transaction Description (Unit) related to the paid
leave item.

o Deduct from payroll

Populate this field with a checkmark if the paid leave will be deducted from actual working
days.

o Paytill Leave start date

Populate this field with a checkmark if the employee will be paid in advance for the leave
period.

o Double Salary for Public Holiday

Pick <Yes> or <No> from the dropdown menu to determine if the employee will get salary
for public holidays.

o Paymentatonce

Populate this field with a checkmark if a complete vacation payment is paid once.
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c¢) Click Leave Balance Tab

PAID LEAVE SETUP (&) ; ]  SAVED /

14 - Annual Leave

=) Standard Equation Card =) Periods Setup =0 Restrictions Mare options

LEAVE BALAMNCE

THE EFFECT ON THE LEAVE BALANCE Exclude Last Off Days @ )

fod Wian

Accumulated Years 1 Valid Leave Return -

Leave Period Based Calender Year ~ EARLY RETURN FROM LEAVE

Deduct from yearly le.. D Added to leave balan.. @ )

Fixed Deduct Balance w0 LATE RETURM FROM LEAVE

Fixed days deducted ... 0.00 Absence Code 1w

Allowed negative Iea... ® Absence Code Descri... Unfuthorized Absense
EXAM LEAVE

Add Public Holiday t... @ )
Exam Leave D)

Add off days tothele.. @ )
Leave Days Prior Exam L1]

Add Restdaystothe.. @ )
Include Exam Day In ...

o Leave Balance is accumulated every(years):
Enter the number of years permissible for paid leave accumulation.
o Year Reference for Leave Balance accumulation:

The dropdown menu provides options to use either the employee in service year or follow
the calendar year.

o Deduct from yearly Leave balance

Populate this field with a checkmark if the paid leave item will be deducted from the leave
balance.

o Fixed Deducted Balance

Populate this field with a checkmark if the deducted balance is a constant. Ex. Maternity
leave in Kuwait, 14 days are deducted from the leave balance.

o Fixed Days Deducted From Balance
Enter the number of days to be deducted from the leave balance if applicable.
o Allow negative leave Balance

Populate this field with a checkmark if a negative balance is permissible.
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o Add Public Holidays to Leave balance:
Populate this field with a checkmark if public holiday(s) should be added onto the leave
balance.

o Add Off days to leave balance:

Populate this field with a checkmark if off day(s) should be added onto the leave balance.
o Add Rest days to leave balance:

Populate this field with a checkmark if rest day(s) should be added onto the leave balance.
o Latereturn from leave —Absence code

Pick the pay code associated to the unpaid leave item if applicable. System will create
absence transaction for the employee using the selected code if he returns late

o Early Return - add to leave balance:

Populate this field with a checkmark if the early return from leave will be added back to the
leave balance.

Click End of Service Tab
PAID LEAVE SETUP 17 i 0 - SAVED A

14 - Annual Leave

=% Standard Equation Card =% Peripds Setup =) Restrictions More options

PAID LEAVE SETUP

Type Paid Leave Label

Pay Code 14 Short Name

Description Annual Leave

GEMERAL >

PAYROLL >

LEAVE BALANCE >

END OF SERVICE

Accumulate Balance d., (@ Deduct From end of 5. .00

Accumulate End of Se.. (@ )
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o Accumulate Balance during Leave

Populate this field with a checkmark if the system will accumulate the leave balance for
leave period(s).

o Accumulate END of service benefits during leave

Populate this field with a checkmark if deduction has to be taken from service and deduct
from EOS benefits.

o Deduct from End of Service if leave exceeds (Days)

Enter the maximum number of days which will not affect end of service benifits. The end of
service will be deducted by the balance of that leave if the leave will exceed that period.

d) Periods Setup
Click this button to setup leave periods and related equations if applicable.

PAID LEAVE SETUP i{j ] SSAVED A

14 - Annual Leave

<) Standard Equation Card {ff 9 Periods Setup ¥ % Restrictions More options

PAID LEAVE SETUP

Type Paid Leave Label

Pay Code 14 Short Name

Description Annual Leave

GEMERAL >

PAYROLL >

LEAVE BALANCE >

END OF SERVICE

Accumulate Balanced... (@ ) Deduct From end of s... 0.00

Accumulate End of Se.. (@ )
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16.

16.1 To setup unpaid leave parameters

Unpaid Leave Setup

Navigate DynaPay@ Setup @ Unpaid Leave Setup

16.2 Unpaid Leave Setup Overview Screen

BS | Setups Transactions Periodic Administrator
sk  Employee Group  Reason Code Grade Division Supervisor Flight Tickets Deductions Setup  Social Security Setu)
< Position Shift Leave Profile Department  Posting Profile  Payroll Provisions  Earnings Setup Paid Leave Setup -
Bank Visa Type Equation Factors ~ Section Employee Provision Setup Overtime Setup UnPaid Leave S€tup

10 UnAuthorized Absense

32 UnPaid Leave

41 Sick Leave

i UNFAID LEAVE SETUR @ 0] SKVED &
=K Stamcand Equation Card =8 Poricok Setup & Restrictions Mo ppbions
GEMERAL
Restrictod With Grada (@) Post Diectly To Ladgar )
hirimunn OF Sandica .. | [ | M consacutive day. . | Cll
Hiwarly Lo "] Mae dargs par yaar | al
Housty Laine Trpa [zay w|  Lawe Pancd Raterance | vear |
includ bn Gross Sa lairy 'D b Disabled E}
Ekeaant Of Payslip [ &
PAYROLL
Daduct Fram Payrall [(T] Public Holiday will ba_. )
Stop Salary During La-. @) Rast Days will bo sl )
Stop Panoll mll s, @) Transaction Descripti. |
Full Basic pay olip/Default Woek Ausnn gortoned baavee if . (il
DaysLaareu Days

Off darys will ba Excha., D
LEAVE BALAMNCE
ear refarenca forkea_. |c:|nr.:hr Yaar e #cd public holiday to.. @)
Daduct from yearly . @) sddoffdaystothala. @)
Fioad cheafiect ballance D Ak et darys to thia | E}
Flead clases chadiactod . ond Exclude Last OHf Dy E}
Bllowad nogathalaa.. @)
EMD OF SERVICE
Acosadate Balance .. @) Diachuct fram and of 5. li]
Accwadata Bnd 0f5a (@)
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Below provides a brief explanation on each of the column headers found under Unpaid Leave
Setup Overview tab.

a) PayCode
The system automatically assigns a pay code when a new unpaid leave item is created.

b) Description
An explanation or name for the particular unpaid leave item.

¢) Element of Pay Slip
Populate this field by a checkmark for the particular unpaid leave item that should be included
as part of the pay slip.

d) Disabled
This field is populated by a checkmark if the unpaid leave item should be disabled for payroll
processing.

16.3 Creating an Unpaid Leave Item

To create a new unpaid leave item, click the <New> icon to start. The system will automatically
assign a new Pay Code as shown in the item highlighted in green below.

DBS Setups Transactions Periodic Admini r
UnPaid Leave Setup:  All -~ L Search + New  Manage Page -~
PAY CODE t SHORT NAME DESCRIPTION
10 UnAuthorized Absense

UnPaid Leave

41 Sick Leave

16.4 Adding or Modify an Unpaid Leave Item

To add or modify details for a unpaid leave item, highlight the particular item, then click the <pay
code>. In this example, Pay code 32 was chosen.
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UNP&ID LEAVE SETUR ({'} I ) - SAVED

32 - UnPaid Leave

) Stamclard Equation Card 8 Poriock Sotup 6 Resirictions Mona pphions
GEMERAL
Rastrictad With Grada (@) Past DiFactly To Ladgar )
Mirimum Of Sanics .. | [ | bl consacutive d ay.. | l:ll
Husrly Loans ["E) M darys par yaar | l:ll
Hecuarly Laawa Typa [ay w| Lo Ponod Reteance | vaar |
nduda In Groes Salary (@) s Diisabrbact [ ]
Elereant Of Payslip [ @
PAYROLL
Daduct Fram Payral [T Public Holidary will ba_. Y
Stop Salary During La—. () Ricst Days will booaxcl. )
Stop Pargoll i resu_. (@ ) Transactian Descripti |

Full Basic pay slip/Default Work dustn sertond laarva i ... (il

Cays*Lean Days
Off dayswill ba Bocks.. D
LEAVE BALAMCE
ear rafarenca for k.. |E:hndw aar e ackd pubilic holiday to.. @)
Daduct from yeary ke (@) add off deysto thala. @)
Fisad chadusct balanca [ D) sddmstdas tothal . @)
Fhead days daductad . ti] Eeclude Last Off Days. i)
Allwad nagatie lea.. (@)
EMD OF SERVICE
Acosridiate Balarce .. E) Dischuict from sared of 5. o0l
Aceerdato End Cfsa_ (@)
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a) Click General Tab

UNPAID LEAVE SETUP (&) : T " SAVED .
S

3 Standard Equation Card %) Pericds Setup %) Restrictions More options

GENERAL

Restricted With Grade @ ) Post Directly To Ledger (@ )

Minimum Of Service ... 0 Max consecutive day... 0

Hourly Leave ® ) Max days per year 0

Hourly Leave Type Day e Leave Period Reference Year e

Include In Gross Salary (@ ) Is Disabled @ )

Element Of Payslip @)

o Restricted with Grade

Populate this field with a checkmark if the paid leave item is dependent on the grade of an
employee.

o Included in the Gross Salary

Populate this field with a checkmark if the paid leave item should be included as part of the
gross salary.

o Element of pay slip
Populate this field with a checkmark if the leave salary will be a part of the month pay slip.
o Minimum of service months

Enter a value for minimum number of service months the employee will be able to apply to
that type of leave

o Post to employee transaction history

Populate this field with a checkmark if the leave payment will be posted to the employee
transaction history (employee account statement)

o Disabled

Populate this field with a checkmark to disable the leave.
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b) Click Payroll Tab

UNPAID LEAVE SETUP (&) } Til +/ SAVED

32 -

UnPaid Leave

%) Standard Equation Card - Periods Setup 3 Restrictions Mare options
PAYROLL
Deduct From Payroll @ ) Public Holiday will be.. (D
Stop Salary During Le... -:::.:::- Rest Days will be excl... [ @)
Stop Paryroll till resu... -.:- Transaction Descripti...

Full Basic pay slip/Default Work Auto extend leave if ... @)

Days*Leave Days

Off days will be Exclu... a

Stop Salary during the leave

Populate this field with a checkmark if a stop on salary payment is required during leave
period.

Stop Payroll till resumption date

Populate this field with a checkmark if a stop on salary payment is required till the employee
returns from leave.

Payroll Deduction for the leave period

Click <Standard Equation card> to add a formula on calculating the amount for vacation
deduction. Refer to Sections 3.4.3 and 3.53 on how to use the Equation Editor.

Off Days will be excluded

Populate this field with a checkmark if off days during the week will be excluded from leave
day(s) calculation.

Rest Days will be excluded

Populate this field with a checkmark if weekly rest days will be excluded from leave day’s
calculation.

Public Holidays will be excluded

Populate this field with a checkmark if public holidays should be excluded from leave
calculation.

Transaction Description (Unit):

Enter an explanation or name for the Transaction Description (Unit) related to the unpaid
leave item.
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o Deduct from payroll

Populate this field with a checkmark if the unpaid leave item will be deducted from actual
work days.

o Paytill Leave start date
Populate this field with a checkmark if the salary will be paid in advance.
o Deduct at once
Populate this field with a checkmark if a complete vacation deduction is done once.

c¢) Click Leave Balance Tab

UNPAID LEAVE SETUP (&) | Til] +/ SAVED
M

) Standard Equation Card %) Periods Setup ) Restrictions More options

PAYROLL >

LEAVE BALANCE

Year reference for lea... Calender Year e Add public holiday to... (@ )
Deduct from yearly le.. (@ ) Add off days to thele... (@ )
Fixed deduct balance @ ) Add restdaysto thel.. (@ )
Fixed days deducted ... 0.00 Exclude Last Off Days {.:'}
Allowed negative lea.. (@ )

o Leave Balance is accumulated every(years):
Enter the number of years permissible for unpaid leave accumulation.
o Year Reference for Leave Balance accumulation:

The dropdown menu provides options to use either the employee in service year or follow
the calendar year.

o Deduct from yearly Leave balance

Populate this field with a checkmark if the unpaid leave item would have an impact on the
employee’s leave balance

o Fixed Deducted Balance

Populate this field with a checkmark if the deducted balance is a constant. Ex. Maternity
leave in Kuwait, 14 days are deducted from the leave balance.

o Fixed Days Deducted From Balance

Enter the number of days to be deducted from the leave balance if applicable.
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o Allow negative leave Balance
Populate this field with a checkmark if a negative leave balance is permissible.
o Add Public Holidays to leave balance:

Populate this field with a checkmark if public holiday(s) should be added to the leave
balance.

o Add Off days to leave balance:
Populate this field with a checkmark if off day(s) should be added to the leave balance.
o Add Rest days to leave balance:
Populate this field with a checkmark if rest day(s) should be added to the leave balance.
d) Click End of Service Tab

UNPAID LEAVE SETUP (£) 4 | VSAVED
e

) Standard Equation Card ) Periods Setup ) Restrictions More options

Description I UnPaid Leave| x I Deduction Type Others hd a

GENERAL >

PAYROLL >

LEAVE BALANCE >

END OF SERVICE
Accumulate Balance ... (@ ) Deduct from end of s... 0.00
Accmulate End OfSe... (@

o Accumulate Balance during Leave

Populate this field with a checkmark if leave period(s) should not be counted towards the
leave balance.

o Accumulate END of service benefits during leave

Populate this field with a checkmark if deduction has to be taken from service and deduct
from EOS benefits.

o Deduct from End of Service if leave exceeds (Days)

Enter the period in this field to create an impact on Service Days.

72| Page



DynaPay payroll — HRMS for Microsoft Dynamics 365 Business Central d Dynapay

For D3&SBC

e) Periods Setup

Click this button to setup leave periods and related equations if applicable.

UNPAID LEAVE SETUP | ﬁj % L] ~" SAVED P

32 - UnPaid Leave ”

<) Standard Equation Card b} Restrictions Maone options

UNPAID LEAVE SETUP

Type Un-Faid Leave Labed

Pay Code 32 Short Hame

Description | M b Deduction Type Crthegrs W
GEMERAL >

PAYROLL >

LEAVE BALANCE >

_EMD OF SERVICE
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17.End of Service Setup

17.1 Navigate DynaPay® Setup B End of Service Setup

DBS SEtups Transactions Pericdic Administrator
Feagon Code  Grade Divisian S rvISoF Flight Ticke1s Deductions Setug
£ Shift Leave Profile Department  Posting Profile  Payroll Provisions  Eamings Setup
Visa Type Equation Factors  Section Employes Prowision Setup Crertime Sctup

» I s

&)

@

END OF SERVICE BENEFITS 14 1

11 - Graduity

Social Security Setup
Paid Leave Setup
UnFaid Leave Sctup

/SAVED

%) Maximum Limit Equation Card Accured Leave Equation P Benefit Levels | % Permission Deperication

END OF SERVICE BENEFITS
Type End Of Serivce Label
Pay Code n Short Name
Description foaauin) | Deduction Type Others
GENERAL
Minimum Of Service Y... 000 ACCURED LEAVE
Use the current benef.. @ ) i o 2 M
Inciude Full Notice Pe... e Accured Leave Provisi... Amgay Leave
gy = Accured Leave Equati... Full Basic Salary/Defauit Work
Calculate forpartoft.. @D
MAXIMUM LIMIT
Standard Equation Full Basic Salary*24

a) Click End of Service Benefits
o Pay code:
Unique identification. It comes automatically.
o Description:

This field describe pay code.
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b) Click General Tab
o Minimum of service Year

This is the minimum that the employee will be entitled from end of service benefits. Include
full notice period:

o Use the current benefits level

This check box if not clicked then system calculates amount as per defined in slab. Like if
worker terminate the contract after 10 year of service. Then first five year worker is entitled
to benefit of 15 days remuneration for the first five years and for the remaining five years he
is entitled for the remuneration of the 30 days for each of the last five years. However if
check box is clicked then system override the period defined and calculates the yearly
benefit as per equation set for periods more than five years.

o Include Full Notice period
If the check box is checked then, notice period get paid like normal working days.

Select Particular pay code (EOS Accrue denotes the way of calculation of End of service
benefit) then Press button

o Calculate for a part of the year

As per labor law workers entitled to a benefit for the fraction of year in proportion to period
of service. If this check box is clicked to “Yes”-then labor law is mapped.

o Maximum limit

This field used to define the clause mention in labor law which entails that total of end of
service benefit should not exceed one and half year of remuneration for the employees who
are paid on monthly basis.

o Accrued leave provision
This field specifies the pay code related to the accrued leave Provision
o Accrued leave provision Description
The description for the accrued leave provision
o Accrued leave Equation
Equation set in this field is used for the calculation of leave liability.

c¢) Click Benefit Level Button
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BEMNEFIT LEVEL (END OF SERVICE) MNOT SAVED
= Search -+ New B Edit List o Deete Page More options
FROMYEAR 1 ~ TOLESSTHAMNYEARS 1
1.000 300
3.000 .00
S.000 93.00

Field description

o From Year-This indicates minimum experience year when calculation is to get started.
o To Years- This is upper limit till calculation will be carried out.
o Press button <Benefit level details>

EMD OF SERVICE PROFIT SETUP " SAVED [ of ./
O Search -+ Mew  EpEditlist [0l Delete  [F§ FOS Profit Equation  Page More options T
Till Year T Yearly Banefits Days  Egquation
> 30 7

Field description

o To Year- This field set the year up to which yearly benefit amount, as per equation in
“Yearly Benefit Amount” field, will get calculated.(like in above depicted screen shot to
year is 5, which connotes up to 5 year of experience, calculation will be done on the basis of
equation in yearly benefit amount field)

o Yearly benefit days -this shows the days of entitlement for remuneration of EOS up to
period mentioned in to year field. In screen shot the first slab shows that workers shall be
entitled for 15 days remuneration for each of the first five years of service and 30 days of
remuneration every year thereafter as per second slab.

o Equation-This field used to set the equation for the calculation of EOS benefit.

d) Set Up for Resignation example

If worker terminates the contract, he is entitled for half of the end of service benefit if period of
service reaches not less than three years and not more than five years. In the event where
period of service reaches five years and less than ten years, worker shall be entitled to two third
of benefit and if the period exceeds 10 years , worker shall be entitled to entire amount.

Path- Set up-EOS —EOS benefits-Select pay code for resignation-Click on Period Set Up-click on
EOS Set up

Define the value in “To year” and corresponding “Yearly benefit”. Subsequently set the
equation in “Yearly benefit Amount” field as depicted under shown screen shot.
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EMD OF SERVICE PROFIT SETUP

2 Szarch - Mew  BpEditList  [i] Delete & EOS Profit Equation

Till Year T Yearly Benefits Days Equation

- 3 : 7

Page

~ SAVED

More ocptions

N

0
Ry

=(]
11

Similarly set up for Termination can be done through same path by selecting pay code meant for

termination.

Loan and credits owed by the worker shall be deducted from the End of service benefit.
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18. Time Attendance Profile Setup

18.1 Setting up Time Attendance Profile properly is very important. Other features such as Absence Management
and Overtime and Earning Calculation Form are based on profiles being setup in the system.

18.2 To setup different time attendance profiles for the employees, go to DynaPay Home Page and locate the
Setup section. Click <Time Attendance Profile> to display the Time Attendance Profile Overview Screen.

Navigate DynaPay=> Setup = Time Attendance Profile Setup

DBS Setups

HO EMPLOYEES : Head Office Employee

18.3 Time Attendance Profile Overview Screen

DBS Setups Transactions Periodic Administrator

Time Attendance Profile Setup: ~ All ~ O search + New [i] Delete
TIME ATTENDANCE CODE t DESCRIPTION
HO EMPLOYEES Head Office Employee
OVERTIME ELIGIBLE OVERTIME ELIGIBLE

A brief explanation for all column headers is listed below for easy reference.

a) Time Attendance Code
This field allows the associated time attendance code to be entered.

b) Description

Page ~

This field allows the description or name for the associated time attendance code.

18.4 Creating a Time Attendance Profile

To create a time attendance profile, click the <+New> icon to start. Next, populate both Time
Attendance Code and Description fields accordingly. Finally, click Profile Option tab to setup other

fields.
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DEBS Setups Transactions Periodic Administrator
Time Attendance Profile Setup: Al - 2 Search |II| Delete  Page
TIME ATTENDANCE CODE t DESCRIPTION

Head Office Employes

OVERTIME ELIGIELE COVERTIME ELIGIBLE

TIME ATTENDANCE PROFILE @ . Tiil + SAVED e

HO EMPLOYEES

TIME ATTENDANCE PROFILE INFORMATION

Time Attendance Code HO EMPLOYEES Description i Head Office Employee * |

PROFILE OPTIONS

OVERTIME INFORMATION

Calendar Code MOMNTHLY e

EONUS INFORMATION Overtime Code 0 v
Bonus Code 0 Overtime Description

Bonus Description Hours exceed the ma... {:}

ABSENT INFROMATION Maximum Overtime ... 0.00
Absent Code 0~ Flexiable Hours 0

Absent Description

A brief explanation for all fields is listed below for easy reference.

a) Bonus Code:
The dropdown menu provides a list of bonus codes setup in the system.

b) Absence Code:
The dropdown menu provides a list of absence codes setup in the system.

¢) Overtime Code:
The dropdown menu provides a list of overtime codes setup in the system.

d) Max Overtime Hours:
The field captures the maximum hours allowed to be accumulated for overtime.

e) Leaves Exceeds the Maximum will be calculated as a Bonus:
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Populating this box with a checkmark would convert any attendance accumulated more than
the maximum allowed into a bonus. After all the required information has been entered, click
<Save> icon to save the changes.
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B. TRANSACTION SECTION

1. Earning Transactions

1.1 Earning transactions represent all transactions related to monetary compensation for employees. To start,
go to DynaPay home Page, click Transactions<Earning Transactions> to display the Earning
Transactions Overview Screen.

DBS Setups Transactions eriodic Administrator
Leave Leave Balance Adjustement  Overtime Transaction  Stop Or Payroll Processing %
Deduction Transgciier®  Un-Paid Leave  Carry Balance Over Year End Of Service Loan Encashment °

Eaming Transactions:  All - P Search -+ Mew [ Delete  Page Y :

= /
LF:JAMNBSEAI;:FON Q PAYCODE PAYCODE DESCRIPTION TOTAL AMOUNT  POSTED CREATED BY CREATED ON
EO5-00002 H | Un-Posted Transaction 12 Acvance Loan 200000 O MEGANE 9/2972019
Posted Transactions
Show filter pane
P
EARMING TRANSACTIONS &) =+ ] « SAVED v
B Calculate & Refresh R Post ® UnPost B Void Posted General Joumal W Print Acticons
EARNING TRANSACTIONS
Transaction Mumber EQS-00002 Description Advance Loan
Transaction Date 972920019 Created By MEGAMB
Tvpe Earning GL Document Mo.
Pay Code 12
Lines Manage =
ERAMIMG OM EMPLOYEE CODE
DATE 1 1 EMPLOYEE NAME CURRENCY AMOUNT
8/29/2019 :  EDOOZ TALHA BIN MUMEER AED 2000000
Total Amount 2 000.00
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1.2 Earning Transactions Overview Screen
A brief explanation for all column headers is listed below for easy reference.

a) Show filter pane:
The dropdown menu provides 3 options on displaying earning transactions under the Earning Transactions
Overview screen.

All -displays all earning transactions found in the system
Un-posted Transaction -displays all yet to be posted earning transactions
Posted transactions -displays ledger-posted earning transactions

b) Transaction Number
The system automatically assigns a payroll transaction number when an earning transaction entry
is being created.

c) Transaction Date
Posting date for the particular earning transaction is entered here.

d) Transaction Type
The system automatically displays the matching description for the chosen pay code.

e) Pay Code

The dropdown menu displays all pay codes related to earning transactions.

f) Pay code Description
Pay code name for the earning transaction is entered in this field.

g) Posted
The system will automatically populate this field after the entry is being posted onto the ledger.

h) Created by

This field displays the user who create the earning transaction

i) Created on
This field displays the user when create the earning transaction

1.3 Creating an Earning Transaction

To create an earning transaction, simply click the <+New> icon to start. A new entry with the
automatically generated Payroll Transaction Number is created as displayed in the item highlighted in
Blue below.

Paid Leave Leave Balance Adjustement  Overtime Transaction  Stop Or Payroll Processing
Deduction Transactions ~ Un-Paid Leave  Carry Balance Over Year End Of Service Loan Encashment

Earning Transactions: ~ All £ Search i Delete  Page S

TRANSACTION
NUMBER | TRANSACTION DATE PAYCODE  PAYCODE DESCRIPTION TOTAL AMOUNT  POSTED CREATED BY CREATED OI

9/29/2019 12 Advance Loan 200000 OO MEGANB 9/28/2019

1.4 Adding or Modify an Earning Transaction

Populate or complete the following fields that are applicable to the earning transaction to start the
process:
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» The example illustrated below is for adding an earning transaction for Annual Bonus.
EARNING TRANSACTIONS lf,.;::;\l ' [i] ~ SAVED e

EOS-00003
/

B calculate £ Refresh R Post ¥ UnPost B void Posted General Journal Ve Print Actions

EARMNING TRANSACTIONS

Transaction Mumber EQS-00003 Description Annual Bonus(Yearhy)

Transaction Date 9/29/2019 Created By MEGAME

Type Earning GL Document Mo,

Pay Code 25

Lines Manage EA
ERANING OM EMPLOYEE CODE
DATE t 1 EMPLOYEE NAME CURRENCY AMOUNT
9/29,/2019 :  EDOO4 Mohammad Sulaiman AED 4 000,00

Total Amount 4.000.00

a) Click < Lines> Tab

Populate or complete the following fields to go to the next step:

Earning date — enter the earning date using the calendar

Employee Code- use the dropdown menu to locate the employee

Currency- enter the default currency

Amount — enter the dirham value

Click <Post> to post the transaction onto the ledger, a confirmation pop-up screen
like below would appear as well. Simply click <ok> to close the pop-up screen. You
have just completed all the necessary steps to add an earning transaction onto the
payroll system. Now, you may close all the other opened screens before moving onto
the next transaction or exiting the program.

O O O O O
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o Transaction ECQS-00003 has been posted

v The Posted field is now populated by a checkmark.

+

Pt Palarce Aty Overtiows Tancaction S5 Or Payrol Processng 4
Deducson Tarmactorn  Un-Pad Lo Caory Balaexce Over Yeur i OF S Loes Encashment

g Trwmactione: M~ | D Seach +New §Ouvie  Foge~ / v
TN ‘

WU | IRAMBACTON DATE MXCO0E  PRICOK DKSCRITION oo R cwuow CHEATD v

84|Page



DynaPay payroll — HRMS for Microsoft Dynamics 365 Business Central d Dynapay

For D365BC

2. Deduction Transactions
2.1 Deduction transactions represent all transactions related to monetary deductions for employees. To
start, go to DynaPay home Page, click Transactions<Deduction Transactions> to display the Deduction

Transactions Overview Screen.

DBS Setups Transactions Periodic Administrator
Eaming Transadmns‘/%ﬁﬁ Leave Balance Adjustement  Overtime Transaction  Stop Or Payroll Processing o
Un-Paid Leave  Carry Balance Over Year End Of Service Loan Encashment =
Deduction Transactions: Al ~ S Search -+ New W Delete Page Y o= S
LRNBSE‘}ETDN @ PAYCODE  PAYCODE DESCRIPTION TOTALAMOUNT ~ POSTED  CREATED BY CREATED ON
EOS-00004 G| UnPosted Transactions 35  Mobile Deduction 50000 O MEGANE 9/30/2019
Posted Transactions
Show filter pane
Y
DEDUCTION TRAMSACTIONS &) | ] ~ SAVED e
B Calculate  £¥ Refresh Wk Post ® UnPost B vioid Posted General Journal ¥ Print More aptions
DEDUCTION TRANSACTION
Transaction Mumber EO5-00004 Description Iobile Deduction
Transaction Date 9/30,2019 Created By MEGAMB
Type Deduction GL Dooument Mo.
Pay Code 35
Lines Marage =
DEDUCTION EMPLOYEE CODE
DATE t 1 EMPLOYEE MAME CURRENCY AMOUNT
9/30/2019 ¢ E0002 TALHA BIMN MUMEER AED 500,00
2
Total Amount 500.00

2.2 Deduction Transactions Overview Screen

A brief explanation for all column headers is listed below for easy reference.
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a) Show filter pane:
The dropdown menu provides 3 options on displaying deduction transactions under the Earning
Transactions Overview screen.

All -displays all deduction transactions found in the system
Un-posted
transaction -displays all yet to be posted deduction transactions

Posted transaction -displays ledger-posted deduction transactions

b) Transaction Number
The system automatically assigns a payroll transaction number when a deduction transaction entry
is being created.

c) Pay Code
The dropdown menu displays all pay codes related to deduction transactions.

d) Transaction Type
The system automatically displays the matching description for the chosen pay code.

e) Description
An explanation or name for the deduction transaction is entered in this field.

f) Expense

This field is populated by a checkmark to classify the deduction transaction as an expense as well.

g) Transaction Date
Posting date for the particular deduction transaction is entered here.

h) Posted

The system will automatically populate this field after the entry is being posted onto the ledger.
2.3 Creating a Deduction Transaction

To create a deduction transaction, simply click the <+New> icon to start. A new entry with the
automatically generated Payroll Transaction Number is created as displayed in the item highlighted in
Blue below.

Tif infriede Bhcerri

Deduction Teamactions: A 3.-.--. Delene  Fuge

BOE-D0004 i WS ¥ Mdobde Dusdusction S0 LRGN 0201
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2.4 Adding or Modify a Deduction Transaction

Populate or complete the following fields that are applicable to the deduction transaction to start the
process:

» The example illustrated below is for adding a deduction transaction for Mobile deduction.
DEDUCTION TRANSACTIONS (-

.
B Calculate £ Refresh ® UnPost B Void Posted General Journal W8 Print Mare options

DEDUCTION TRANSACTION

P s e .
J L] ~ SAVED .

Transaction MNumber ECS-00004 Description Mobile Deduction
Transaction Date 9302019 Created By MEGANE
Type Deduction GL Document Mo,
Pay Code 35
Lines Manage
DEDUCTION EMPLOYEE CODE
DATE 1 1 EMPLOYEE MAME CURRENCY AMOUNT
9/30/2019 S E0DD2 TALHA BIN MUNEER AED 500.00
Total Amount 500,00

a) Click < Lines> Tab
Populate or complete the following fields to go to the next step:

Deduction date — enter the deduction date using the calendar

Employee Code- use the dropdown menu to locate the employee

Currency- enter the default currency

Amount — enter the dirham value

Click <Post> to post the transaction onto the ledger, a confirmation pop-up screen like below
would appear as well. Simply click <ok> to close the pop-up screen.You have just completed all
the necessary steps to add a deduction transaction onto the payroll system. Now, you may close

ANANENENEN
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all the other opened screens before moving onto the next transaction or exiting the
program.

o Transaction EQS-00004 has been posted

o The Posted field is now populated by a checkmark.
DBS | Semps  Tamactons.  Penodc Admestaor

Eameng Trarsactons. Pad Leave Leave Balance Adustement  Overtime Transaction  Stop Or Payroll Processng Py
Deduction Timsactions  Un-Paid Leave  Carry Batance Over Year End O Service Loan Encashment

Dedixtion Transacticon: Al | O Sewch +New @ Delete  Page
TRANSACTION
AT

TRANSACTION
NASLR | PAYCODE  PAYCOOE CESCRPTON
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3. Paid Leave

3.1 Employee Paid Leave Transactions represent transactions generated for approved employee paid leave.
To start, go to DynaPay home Page, click Transactions<Paid leave> to display the employee Paid Leave
Transactions Overview Screen.

Pad Leave: AN Search New Delete  Page
Al

PROO0IN2 rem 6 A Leave Paymect Adsarce  Y0270019 WV NG9 W et

,
:
A R L

>

3.2 Employee Paid Leave Transactions Overview Screen

A brief explanation for all column headers is listed below for easy reference.

a) Show filter pane:
The dropdown menu provides 3 options on displaying paid leave transactions under the Employee

Paid Leave Transactions Overview screen.

All - displays all paid leave transactions found in the system
Un-posted

transaction - displays all yet to be posted paid leave transactions
Posted

transaction - displays ledger-posted paid leave transactions

b) Leave Reference Number
The system automatically assigns a leave number when a paid leave transaction entry is being

created.

c¢) Employee Code

The dropdown menu displays all employees within an organization.

d) Pay Code

The dropdown menu displays all pay codes related to paid leave transactions.

e) Pay Code Description
The system automatically populates this field with the matching description for the chosen pay

code.

f) Leave Start Date
The date where the employee begins to take his/her paid leave.
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g) Leave End Date
The date where the employee planned to be the last day of his/her paid leave.

h) Expected Reporting date
The system automatically set the expected date when the employee returns to work after both the

start and end dates are entered.

i) Effective Leave Days

The system automatically calculates the number of days after both the start date and end date are being
entered. You may adjust this field with a different number if required.

J) Reported date

The exact date the employee returns to work if it differs from his/her initial plan.

k) Is Posted

The system will automatically populate this field after the entry is being posted.

I) IsVoided

The system will automatically populate this field after the entry is voided.

m) Created By
The system will automatically populate this field after the entry is created.

n) Created on
The system will automatically populate this field after the entry is being created

3.3 Creating a Paid Leave Transaction
To create a paid leave transaction, simply click the <+New> icon to start. A new entry with the

automatically generated Leave Reference Number is created as displayed in the item highlighted in
Blue below.

Transactions

Paid Leave: A Search Delete  Page

EMPLOYEE MAM: AL PAFCO0E SIPTION \ AT
R00372 3 E0016 Wasier am €1 Arousl Leawe Payment Acvence  WA22019 152019 10162019 1000 MEGANE
Sraf Vacila & Aol Leave Working cays V29 VN9 100 MIGAND

Al Leave Payment Adance 9172019

3.4 Adding or Modify a Paid Leave Transaction

a) Populate or complete the following fields that are applicable to the paid leave transaction to start
the process:

e Employee Code
e PayCode
e |eave Start Date
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Leave End Date

[ )
e Effective Leave Days
» The example illustrated below is for creating Paid leave transaction.
b) If you have any advance payment with the leave, click <calculate payroll> button to calculate
these amounts
¢) Gotogeneral tab to check the calculations
PRO00372
OVERVIEW
PROODI T2 frd Duie wWsee
Fal Ladrve EcUw Lasve Days ece
U 00e V162019
ot Al ADDED BALANCE
8 “ eo0
o Duiceghion Aneul Lass Payment Advarce 50
CALOULATION OF LEAVE DAYS TRAVIL
w0 t
om0 U T
! amo
- 10172019
=1 s MECANS
e An additional amount per day
This is additional day rate to be paid to the employee, ex. If the day rate is 5 AED, Leave days =20
additional amount will be added to the leave salary with the amount 5*20=100 AED
e Payroll Calculation for the leave period:
The leave salary amount to be paid in advance
e Salary till leave start date:
The salary for the working days till the leave start date
e Additional earning:

The additional benefits or earning added in the additional earning tab to be considered with the

leave salary
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e Additional deduction
The additional deduction added in the additional deduction tab to be deducted from the leave

salary

e Total amount
Payroll Calculation for the leave period plus Salary till leave start date plus Additional earning minus

Additional deduction

d) To get the total amount breakdown click <Payroll Details> button

EMPLOYEE LEAVE DETAILS | WORK DATE: 3/31/2020 ~ SAVED
0 Search Manage  Page AT
PAY CODEt DECRIPTION AMOUNT  PTYPE PAYROLL TYPE
1 : Basic Salary from date 10/01/19 to date10/01/19 80.65 Earning Eaming

e) Click <Approve> after all data has been entered properly and correctly. After the Paid Leave
Transaction has been approved, the box under Approved is checked along with the user ID
displayed under Approved By.

PAID LEAVES | WORK DATE: 273720208 (2) i £ SAVED
P,
© Payrcit Datats ¥ Calculate Payroll Oeappeoved W Post
OVERVIEW
Save Redererce Nus PROON T2 frd Dute KV152019
Faul Laave Effective Lasve Days ece
Employe B 00e EApecting Repueting &9
- A0 BALANCE
ployes Namre Wasim Abraer
6 i~ coo
O Durid g0 Ancwl Laane Paypmant Acviece x Y 509
/272019 . 000
GENERAL
CALCULATION OF LEAVE DAYS TRAVEL
T days reduced fr 1000 Tavel Duts
o ke 000 avalieg T
aid pablc P Q00
ANMUAL LEAVE BALANCE
e 299 Pasied Date
A IMONAL PAYROD
. b
-
—— APPROVED
e -
’ usen b S
ayrol cakcu ‘ BOG.AS Aowiodsd Cale e
lary o eave ctan S <
) : - - -
oo Carvare oo sy as
- am x
fy 8710
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f) Then, click <Post> to post the Paid Leave Transaction onto the ledger

Transaction has been posted, the box under posted is checked

PAID LEAVES | WORK DATE: 2/3V2020 Q_’)

PR0O00372

t L

v SAVED ”

Tntension for leave € Payroll Datals 1 Cakubate Payroll Aggeove o Dsappeoved

OVERVIEW
Leave Referarcs Nus PROODYIT2 frd Dute W50
Tige ol | aree Efectiwe Lasve Days eoe
fmployes Code 00 Eapecting Reposting &9
Tmployes Name Wasim Abrae, ADOED BALANCE
e hps - O Durys Added %o But coo
ParyCock Duicsgtion Ancual Laavs Papmint Adviecs RonOgtAahs 08 820
wan Duse 072201 Publc Moliday Added 000
GENERAL
CALCULATION OF LEAVE DAYS TRAVIL
The days reduced o W0 Tavel Dute
Duys of entended keave om0 Tawlieg To
Days of pakd pablc h amo PosTED
ANNUAL LEAVE BALANCE 2
Nlncs Butore Laave 2" Msea Date
ADDIMONAL PAVROLL u Poid ~
relude Prewoss Mon, > % Closect v
ceraes APPROVED
Ao Addtional aeount an u Apgvoved oz
Poyroll cllouieion for s Approved Data 107172019
Salury o leove san o 06 spproved By MEGANE
Asduoesd Caverg o vooro
Adances Dedacton am § Vouked »
Totd Aeeont w710 vaided Dute
Voade Raanor

. After the Paid Leave
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g) Leave Extension
1. Employee can request human resources department to extend his leave after it has been
posted. To extend posted leave click <extension for leave> button.
2. Extension screen will popup, create new record, set the new extended date of the leave and
set the appropriate options for the extension.

)
PAID LEAVES | WORK DATE: 3/31/2020 (f’/ )+ 0] v/ SAVED 7

PRO00187

<) Payroll Details Calculate Payroll Approve Disapproved Post
OVERVIEW
Leave Reference Nu... PROO0187 End Date 8/1/2019
Type Paid Leave Effective Leave Days 1.00
Employee Code £0015 8/6/2019
Empioyee Name Ahmed Nawar ADDED
ad "
e e 63 Off Days Added To Bal 0.00
Paycode Description Annual Leave Acutals Working ... Rest Days Added 10 ... 0.00
Start Date 8/1/2019 PUDACTICRdRY Adaec:. 000
EMPLOYEE LEAVE EXTENSION | WORK DATE: 3/31/2020 « SAVED v
£ Search B Egitlist [ Delete  Page v =
DEDUCT!
LEAVE START DATE BALANCE FROM
1 v EXTENDED TO LEAVE DAYS DEDUCT PAID PAYROLL
8/4/2019 : 8/ef2019 200 E H O
0 O (|

Brief explanation
e Balance deducted: the extended days will reduce the balance
e Paid: if the extension day’s salary will be paid with the salary
e Deduct from payroll: if the extension day’s salary will be deducted from the salary
3. Checkthe effect of the extension from the general tab in the main screen
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PAID LEAVES | WORK DATE: 3/31/2020 @I + [i] ~ SAVED
PRO0O187

=) Butension For Leave =% Payroll Details Caloulate Payroll Approve Disapproved Post

Start Date 8/1/2019 Public Holiday Added... 0.00
GEMERAL

CALCULATIONM OF LEAVE DAYS TRAVEL

The days reduced fro.. 1.00 Travel Date

Days of extended leave 200 Travelling To

Days of paid public h... 0.00 POSTED

ANMUAL LEAVE BALANC |s Posted

Balamce Before Leave 67.34 Posted Date TET/209

ADDIMONAL PAYROLL |5 Paid

Indude Previous Mon... s Closed

PAYROLL APPROVED

An Additional amour... 0.00 Is Approved

Payroll calculation for.. Q.00 Approved Date 7/27/2019

Salary fill leave start ... 0.00 Approved By MEGANE

Additional Earning Q.00 VOIDED

Additional Deduction .00 |s Vioided

Total Amount 0.00 Vipided Date 1 | =

4.
leave.

5. Effective leave days has been increased with the extended days

6. Days of extended leave was updated with the extended days

h) Duty Resumption
The leave return date displays the actual day the employee returned to work.

1. Click <Resumption Duty > button from the paid leave transaction

As above the expecting reporting date has been updated with the new end date of the
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AUl LEAVES | WORK DATE: 3TN () ® NED -
4 Eetermion For Legee 1 Payrod Detals Cabouiabe Payro Aporee ettt g R vk Actiors.  Fewes 5
OVERVIEW

v Reterene MuToe PRONAT Cute A2

2 P e Dot e (s 100

R e sperting Reporting Date fET- ]

ikconisi " i [re== ROTE [ BALANE

Lewrve Type & Y Dirys A asa
Fwprode Desriphion Anwsl Lewer Roufais Wloridng Days et Dy Acied o Bl s
39e4 Fighp [T Proal] e Hoboy Adced To B (il5i]

s e

2. Duty Resumption screen will popup, Pick the Return date from the calendar icon and click

<Resume> Button.

o

RESUMPTION | WORK DATE: 3/31/2020 “) -+ i « SAVED 'S
More options
OVERVIEW
Leave Reference Mum... PROOO1ET Start Date &nys2m9
Type Paid Leave End Date &1/2019
Employee Code EDONS Effective Leave Days 1.00
Employee Name Ahmed Mawar Expecting Reporting ... &/6/2019
. s 5]

3. Return Date
This field displays the actual return day.

4. Employee cannot request for any other type of paid /unpaid leave without updating the

resumption duty field (Return Date).

5. The Return Date is applicable for all type of paid and unpaid leave .

i) Void Leave

1. Void Leave screen provides a platform for handling voids on leave for one or more employees
within the company. To start, go to DynaPay Home Page and locate the Transactions
section. Click <Paid Leave>or<Unpaid Leave>to display the void leaves screen.

v"  Paid Leave Transaction
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Void Leave Overview Screen

A brief explanation for all column headers is listed below for easy reference. All these fields
captured data entered under Employee Paid/Unpaid Leaves and the transactions were

approved and posted onto the ledger.

e Leave Reference Number
A system generated number unique to the particular leave.

e Employee Code
The number associated with the employee who took the leave.

e Pay Code
The code associated with the leave.

e Pay Code Description

The name or description associated with the pay code taken by the employee.

e |eave Start Date

The date the employee began his/her leave.

e Leave End Date

The date the employee end his/her leave

e Expected Reporting Date

The date the employee planned to return to work.

e Effective Leave Days

The number of days calculated based on Start Date and End Date.

e Reported Date
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The actual date the employee returned to work.

e Posted
The system will automatically populate this field after the entry is posted.

e Isvoided
The system will automatically populate this field after the entry is voided.

e Createdon
The system will automatically populate this field after the entry is created.

e Created By
The system will automatically populate this field after the entry is created.

3. Voiding a Leave Transaction
a) To begin voiding a leave transaction, highlight the associated entry and click the leave
reference number.

Trarviactione

Pubd Lowve AN cn Yo Owiete  Page

s Aavien H Dam Lane ingce Cowtry Vet sy Moy e woane s )

-y OF Vi ' A ) X v

Craw 3 p 0= VT . ' . ) v wiane

it £ 2 8 3 ¢ ¢

vo OF VI 3 ’ 5 ) > AN

Y X . araw 2 NIy
E‘ P 0 Lo Mt W . VTS RATY ANATY WA » wecnn ry

b) A new Pop screen will open , Enter the <Voided Date >< Voided Reason> and then
press <Void > button

L A

PROOO1E7

) Exipriion For Legve 0 Payeoll Detaids st Py & - . ol J\.'_.:\"d—..- o

e e 200 Trawetioeg

i)

ile]
frlen)
frle)
ile]

Pl

file ] B2
e Voided Date:

Click the calendar icon to pick the effective void date.
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e Reason:
Type the reason for the void

c) A confirmation pop-up screen like below would appear confirming the transaction
has taken place.
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4. Unpaid Leave
4.1 Employee Unpaid Leave Transactions represent transactions on employees’ leaves taken without any
pay. To start, go to DynaPay Home Page and locate the Transactions section. Click < Unpaid Leaves> to

display the Employee Unpaid Leave Transactions Overview Screen.

Earning Transactions

Deduction Transactions

REFERENCE
NUMBER ¢

PRO0DO370

PROD024€

PROD0235

PROD0210

PRODDTT3

PRODOT70

PRODO1E7

PRODO16S

PRODO160

PRO0DO136

PROD00S2

PRODO0Z4

PROD00Z1T

PRO0D00BD

PRODIOTS

PRO0D0OTE

CRONUS UK Ltd. Setups - Transactions Administrator
Paid Leave Leave Balance Adjustement  Overtime Transaction  Stop Or Payroll Processing
Carry Balance Over Year End Of Service Loan Encashment

EMPLOYEE LEAVE
CODE EMPLOYEE NAME PAYCODE  PAYCODE DESCRIPTION START DATE

i ED010 David Boon 10 UnAuthorized Absense 10/1/2018
ED022 MidMenth Joinee 3 10 UnAuthorized Absense 37209
EQ00722 Dima Joseph Massad 10 UnAuthorized Absense 2/19/2019
ED00722 Dima Joseph Massad 10 UnAuthorized Absense T/15/2018
E0010 David Boon 32 UnPaid Leave 4/5/2019
E0012 Muhammad B-Maraghy 32 UnPaid Leave 1172019
NM NOMAN MANSOOR 41 Sick Leave 471472019
NM NOMAN MANSOOR a0 Sick Leave 6/26/2019
E0013 Shafi Vedila 41 Sick Leave Trezr2ms
E0012 Muhammad El-Maraghy 41 Sick Leave TH2019
E0010 David Boon 10 UnAuthorized Absense 6/10/2019
E0013 Shafi Vedila 10 UnAuthorized Absense 3112019
E0010 David Beon 10 UnAuthorized Absense 6/10/2019
E0010 David Boon 10 UnAuthorized Absense 6/26/2019
E0010 David Boon 10 UnAuthorized Absense 6/26/2019
E0010 David Boon 32 UnPaid Leave 6/19/2018
E0010 David Boon 32 UnPaid Leave 6/3/2019

PRODDOT1

LEAVE END
DATE

10/15/2019
3/20/2019
2/24/2019
73172018
41472018
11272019
417/2019
6/27/2019
8/29/2019
73172018
6/12/2018
3/13/2019
6/13/2019
6/27/2018
6/27/2013
6/20/2018
6/5/2019

4.2 Employee Unpaid Leave Transactions Overview Screen

REPORTING
DATE

1016/2019
32172019
2/25/2019
8/1/2019
4/15/2018
171372019
4/18/2019
€/28/2019
8/30/2019
8/1/2019
6/13/2018
371472019
6/14/2019
6/268/2013
€/28/2019
6/21/2018
6/6/2019

EFFECTIVE
LEAVE DAYS

15.00

A brief explanation for all column headers is listed below for easy reference.

a) Show Filter Pane:

A

HEAEREEEEAODOEEEE @ EE

-
37

=
s
S

N EEEEDDODDODODDOOCDDODSE 0NN

CREATED BY

MEGANB

MEGANB

MEGANB

MEGANB

MEGANB

MEGANB

MEGANB

MEGANB.

CREATED
ON

10/1/2019
772242019
72142019
7715/2018
77412013
77412019
77312019

7/3/2019

The dropdown menu provides 3 options on displaying unpaid leave transactions under the
Employee Unpaid Leave Transactions Overview screen.

All

UnPosted

Transactions -

Posted

Transactions -

displays all unpaid leave transactions found in the

displays all yet to be posted unpaid leave transactions

displays ledger-posted unpaid leave transactions

e Leave Reference Number
The system automatically assigns a leave number when an unpaid leave transaction entry is

being created.

e Employee Code
The dropdown menu displays all employees within an organization.

e PayCode

The dropdown menu displays all pay codes related to unpaid leave transactions.

e Pay Code description
The system automatically populates this field with the matching description for the chosen
leave code.

e Leave Start Date
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The date the employee begins to take his/her unpaid leave.

e Leave End Date
The date the employee planned to be the last day of his/her unpaid leave.

e Effective Leave Days
The system automatically calculates the number of days after both the start date and end date

are being entered. You may adjust this field with a different number if required.

e Expected Reporting Date
System automatically set the expected date when the employee returns to work after both the
start and end dates are entered.

e Posted
The system will automatically populate this field after the entry is being posted.

e Created on
The system will automatically populate this field after the entry is being created.

e Created By
The system will automatically populate this field after the entry is being created .

e Voided
The system will automatically populate this field after the entry is voided.

4.3 Creating an Unpaid Leave Transaction

To create an unpaid leave transaction, simply click the <+New> icon to start. A new entry with the
automatically generated Leave Reference Number is created as displayed in the item highlighted in Blue
below.

' R o
Us-Paid Loawe . ‘o wiese  Page

- fear A Lo VR VIV VIV s wae

4.4 Adding or Modify an Unpaid Leave Transaction

a) Populate or complete the following fields that are applicable to the unpaid leave transaction to start
the process:

Employee Code

Pay Code

Leave Start Date
Leave End Date
Effective Leave Days
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» An example on a newly created Unpaid Leave transaction.

o
&) + il NOT SAVED .
Ly
v Approve Disapproved Post Void Extension For Leave Actions Fewer options
OVERVIEW
Leave Reference MNu... Employee Mame David Boon
Type Un-Paid Leave Leave Start Date 10172019 =
Leave Type 10 - Leave End Date 101152019 e
Leave Description Effective Leave Days 15.00
Employee Code EQOM0 ’ Actual To Date
GEMERAL

b) Then click the< General tab> to input more details associated with the unpaid leave transaction.

c) Before the unpaid leave transaction can be approved, it is crucial to enter the date the deduction
is going to take place. Then fill out other details as required.

d) When the required information has been entered, click <Approve>button. The <Approve> button
would be deactivated when the transaction has been approved. And then the system will
automatically populate the <Approved date> and < Approved by> fields after the entry are being
created.

e) Lastly, click <Post>to post the Unpaid Leave transaction onto the ledger.
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Un-Paid Leaves

. Cisapproved Post Void Bxtension For Leave | Actions Fewer options

Leave Reference Mu... Employee Name Dawid Boon
Type Un-Paid Leave Leave Start Date | 104172019 i |
Leave Type | 10 | LeaveEnd Date | 10/15/2019 tm |
Leave Description Effective Leave Days 15.00
Employee Code 0010 v|  Actual To Date
IGENERAL I
e———
Expecting Reporting ...~ 10/16/2019 ANNUAL LEAVE BALANCE
Decuction Date | 10r25/2019 m | I Falance pefors Lesve 168
APPLICATION
Days deducted from ... - | hoox | LeaveTyme | Intemal ~|
PAYROLL PROCESSING DURING THE LEAVE Application Received ... | s |
Stop payroll during le... @) TRAVEL
Stop payroll resumpti... @ ) Travel Date | i |
Travelling To | |
_-PAID LEAVES | WORK DATE: 3/31/2020 @ + mw + SAVED v

PRO0O0370
Approve "o Disapproved Void Extension For Leave Actions Fewer options

GEMERAL

Expecting Reporting .. 10/16/2019 ANNUAL LEAVE BALANCE

Deduction Date [ 10/25/2019 o Balance before Leave 16.96

CALCULATION OF LEAVE DAYS . APPLICATION

Days deducted from ... 0.00 Leave Type Internal

PAYROLL PROCESSING DURING THE LEAVE Application Received ..,

Stop payroll during le... L] TRAVEL

Stop payroll resumpti... . Travel Date L B8 J
Travelling To

MORE INFORMATION

Posted (] Approved By MEGANB I

Posted Date Is \ioided s

Approved - Voided Date

Approved Date 10/1/2019 Voided Reason
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f) To check if the Unpaid Leave Transaction is posted successfully, choose <Posted transaction>
from the dropdown menu on the top left hand corner for all posted entries to be displayed. Simply
locate the posted entry and check if a checkmark is placed in the box under the Posted column.

=i ] Dl Bl

i WMot e
00T T Jonar Mamsac

' R s

(] e e
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g) Leave Extension

L
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Employee can request human resources department to extend his leave after it has been posted.

v To extend posted unpaid leave, click <Extension for Leave> button.
v' Extension screen will popup, create new record, set the new extended date of the
leave and set the appropriate options for the extension.

v Balance deducted: the extended days will reduce the balance
v' Paid: if the extension day’s salary will be paid with the salary
v Deduct from payroll: if the extension day’s salary will be deducted from the salary
v" Check the effect of the extension from the General tab in the main screen
-PAID LEAVES | WORK DATE: 3/31/2020 I.":afj + 0] / SAVED v
AnDiove Dicapproved Post  E% Void ¥ Duty Resumption More options
OVERVIEW
Leave Reference M. PRODO246 Employee Mame MidMonth Joinee 3
Type Un-Faid Leave Leave Start Date INTRM9
Leave Type 10 Leave End Date 3/20/2019
Leave Description UnAuthorized Absense Effective Leave Days 4,00

Employee Code

EQ022

Actual To Date
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EMPLOYEE LEAVE EXTENSION + SAVED 0 o ./
O Ssarch  <4-New  BREditlist |§ Delete Page WV =
Balance Deduction
Lewve Stary Date © Lesve Day:  Deducted Paed Froem Payrall
= 91172019 EOE- TS FT T 1.00 O B L
O O O
UM-PAID LEAVES @I 1 E ~" SAVED =

PRO00001

Motifications: 3 Transociion PROOOOOT has ... | Siort Dote cannot be greater t.. | Leawe Date connot be greater than empla.. v

Approwe Disapproved Post  E% Void =) Bitension For Leave # Duty Resumption | Actions

OVERVIEW

Leave Reference Nu... PROOMOOT Employee Mame AHMED USAMA LARI

Tvpe Un-Paid Leave Leave Start Date 91,2019

Leawve Type 10 Leave End Diate 9M10/2019

Leave Description UnAuthorized Absense Effective Leave Days 10.00

Employes Code EO001 Actual To Date

GEMERAL

Expecting Beporting ... 9/12/2019 ANNUAL LEAVE BALANCE

Deduction Date Balance before Leave 14.66

CALCULATION OF LEAVE DAYS APPLICATION

Days deducted from ... 0.00 Leave Type Internal

PAYROLL PROCESSING DURING THE LEAYE Application Received ...

Stop payroll during le., @ TRAVEL

Stop payroll resumpti... @ Travel Date | i |
Travelling To | |

v"As above the expecting reporting date has been updated with the new end date of the leave.
v’ Effective leave days has been increased with the extended days
v" Days of extended leave was updated with the extended days
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h) Duty Resumption
The leave return date displays the actual day the employee returned to work.

v" Click <Resumption Duty > button from the unpaid leave transaction

v Duty Resumption screen will popup, Pick the Return date from the calendar icon and click
<Resume> Button.

v’ Return Date This field displays the return day.

v" Employee cannot request for any other type of paid /unpaid leave without updating the
resumption duty field (Return Date).
The Return Date is applicable for all type of paid and unpaid leave.

Approve Disapproved Post % Void <%} Extension For Leave Duty Resumption More options

OVERVIEW

Leave Reference Mu... PRODO3TO Employee Mame David Boon

Type Un-Paid Leave Leave Start Date 10/1,/2019

Leave Type 10 Leave End Date 10/15/2019

Leave Descripticn UnAuthonzed Absense Effective Leave Days 15.00
Employes Code EOO10 Actual To Date

_ RESUMPTION | WORK DATE: 3/31/2020 @ + 0] " SAVED &
[=] Begume hiore options

OVERVIEW

Leave Reference Mum... PROOOTET Start Date 8172019

Type Paid Leave End Date 8172019

Employee Code EDOMS Effective Leave Days 1.00
Employee Name Ahmed Mawar Expecting Reporting ... 8/6/2019

Leave Type 63 Return Date Iiu’-ifz{l"l? *x @
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5. Leave Balance Adjustment

5.1 Leave Balance Adjustment screen provides an easy and convenient way to adjust one or more related
entries for a single or a group of employees. To start, go to DynaPay Home Page and locate the
Transactions section. Click <Leave Balance Adjustment> to display the Leave Balance Adjustment
Transactions Overview Screen.

ROMUS UK Lt haps Transactans

Leave Bslance Adpniement: Al 0 Seanch Fw Delebe  Page
falreta | Q EQOCTER Cemy hsepn Mricsd 303 mdusimen WEQANE
o0 D e 00 Cpering Balarce A7
o O LU Cu o 00 Vepsnsl Wy Gl
005 Dl Boon 00 Megative Balsnoe Testing s
0042 e 100 prasion D WIELANE
oag WArammac (LG 00 bes o
Lt i By 103 b AEGANE
00043 Shat Vacila 30 bt TGA
B3 Tryd ks 00 Tesing b [ AN
013 el Vipcily OF  Apohing e posing et L3k
B0 3 S Vaila B3  Tesieg b IHEGAAE
e T FNAR drere Blmane LT P

5.2 Leave Balance Adjustment Transactions Overview Screen
A brief explanation for all column headers is listed below for easy reference.

e Transaction Date
This field is for capturing the date the entry is being created.

e PayCode
The dropdown menu displays all pay codes related to paid leave transactions.

e Pay Code description
The system automatically populates this field with the matching description for the chosen leave
code.

e Employee Code
The dropdown menu displays all employees within an organization.

o Difference
A positive or negative number representing adding or subtracting of leave days is being entered in
this field.

e Reason
This field is for entering a reason explaining why a difference on the leave days has occurred.

e Is Approved
The system will automatically populate this field after the entry is approved.

e Approved By
The system will automatically populate this field after the entry is approved.
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5.3 Creating a Leave Balance Adjustment Transaction

To create a leave balance adjustment transaction, simply click the <+New> icon to start. A new entry is
created as displayed in the item highlighted in bleu below.

CROMUS LK Ltd tups Tranuacticn

Eamdeny Traeaactons i Leave
Lewse Ralance Adustement: 23 ' Search @ Delete  Page

TRANSACTION EMPLINEE CO0E

a7 L1 o8 LLA CO0E F - PAYCODE DESCRIPTION ERIPLOVEE MAME [iTEEn et BEALSH ;‘. F'e iy
0T Dy Jotamn Mgtesd 10 it o LGNS
] g it Bizon 100 Cpening Balaror 2 MBGANE
{suznd i T Compom i Duwid Boon 500 oo woridng MEGANE
g Do Boon 1500 Megatve Balsnge Teiting & ALGANE
EDH D B 500 ks s ] RAEGANE
B2 WA ammad BV Ry 500 ben ) EGANE
&2rxng ] B Murasr=ad B-Mar st 30 b =] PARGARGE

5.4 Adding or Modify a Leave Balance Adjustment Transaction

Populate or complete the following fields that are applicable to the Leave balance Adjustment
transaction to start the process:

. Transaction Date
o Employee Code
. Other Leave

. Difference

° Reason

a) Below is an example on a newly created Leave Balance Adjustment transaction for Annual leave.
Then, click <Approve> to approve the transaction.

Leave Balance Adjustement

LEAVE ADJUSTEMENT

Transaction Date 172009 Difference 3.00
Employes Code EOOO7T22 Reason adjustment

Employee Name Dima Joseph Massad

Cither Leave

Leave Code 0 |5 Approved

Drescription Approved By MEGANE

v" Finally, the updates under Approved By and Approved would be displayed like above.
b) Below is an example on a newly created Leave Balance Adjustment transaction for other type of
leave.
v Other Leave
Populate the Other leave field and select the pay code from the drop down menu that are
applicable to the Leave balance Adjustment transaction to start the process:
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v' Then, click <Approve> to approve the transaction.
v’ Finally, the updates under Approved By and Approved would be displayed like above.
-

Adjustment For EO010 On Leave Code 27 - Comp
Off

Maore options

LEAVE ADJUSTEMENT

Transaction Date 2018 Difference 5.00
Employee Code EQONO Reason Weekend working

Employes Mame David Boon

Other Leave

Leave Code

Descriplion

Finally, the updates under Approved By and Approved would be displayed like above.
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6. Carry Balance Over Year

6.1 Carry Balance Over Years screen provides a snapshot on carried over leave for one or more employees
within the company. To start, go to DynaPay Home Page and locate the Transactions section. Click <Carry
Balance over Years> to display the Carry Balance Over Years Return Overview Screen.

CROMLIS LK Ltd Setups Tramactions Ppriced Adiminigtrator

Carry Balance Ower Wear: Al Search -+ New  § Delrte  Page

LEAWE BALANCE TEAR 7 CARFY EFFECT DATE ¢

et | : e

6.2 Carry Balance Over Overview Screen

This screen provides up-to-date information on all employees with carried over leave within the company.

_E CARRY OVER | WORK DATE: 3/31/2020 @u + ] SAVED
2019 - 01/01/19
Lines hanage W H
BALANCE
AVAILAB...
EMPLOYEE TRANSAC... AVAILABLE CARRIED ~ FROM
CODE 1 EMPLOYEE NAME DATE BALANCE BALANCE ~ DATE
i Annette Hill 1/1/2018 0.00 000 1/1/2019 O
E000722 Dima Joseph Massad 1/1/2018 0.00 000 1/1/2019
E0D10 David Boon 1/1/2018 0.00 000 1/1/2019
E0D12 Muhammad El-Maraghy 1/1/2018 §9.92 1000 1/1/2019
E0013 Shafi Vadila 1/1/2018 0.00 000 1/1/2019
E0D14 Emarati Employee 1/1/2018 0.00 000 1/1/2019
E0D15 Ahmed Nawar 1/1/2018 0.00 000 1/1/2019
E0D16 Wasim Akram 1/1/2018 0.00 000 1/1/2019
E0D17 Mid Month Joinee 1/1/2018 0.00 000 1/1/2019
E0D15 Mid Month Joinee2 1/1/2018 0.00 000 1/1/2019
E0D19 Arrears Arrears 1/1/2018 0.00 000 1/1/2019
E0020 KSA Employee 1/1/2018 0.00 000 1/1/2019
E0021 Joinee Mid Month 1/1/2018 0.00 000 1/1/2019
E0D22 MidMonth Joinee 3 1/1/2019 0.00 000 1/1/2019
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7. Overtime Transaction

7.1 Overtime transactions represent all working hours/days accumulated on top of the regular working
hours/days for employees. To start, go to DynaPay Home Page and locate the Transactions section. Click

<Overtime Transactions> to display the Overtime Transactions Overview Screen.

CRONUS UK Ltd. Setups Transactions Periodic Administrator

Eamning Transactions Paid Leave Leave Balance Adjustement Stop Or Payroll Processing

Deduction Transactions  Un-Paid Leave  Carry Balance Over Year End Of Service Loan Encashment

Overtime Transaction: ~ All O Search | New [ Delete  Page

TRANSACTION TRANSACTION

NUMBER | DATE PAYCODE  PAYCODE DESCRIPTION TOTAL AMOUNT  POSTED CREATED BY
72172019 8 OwerTime 55746 [ MEGANB
7/20/2019 8  OwerTime 504 O MEGANE
7/15/2019 & OwerTime m} MEGANE
71572019 8 OwerTime O MEGANE
7/1572019 8  OwerTime O MEGANE
7/8/2019 8  OwerTime O MEGANE
7209 8  OwerTime 2016 O MEGANE
6/30/2019 8§  OwerTime oo O MEGANE
6/18/2019 & OwerTime 93 O MEGANE
6/19/2019 8 OwerTime 112 O MEGANE

7.2 Overtime Transactions Overview Screen
A brief explanation for all column headers is listed below for easy reference.

a) Showfilter Pane:

CREATED ON
212019
7/20/2019
TH15/2019
7152019
/82019
7/8/2019

vk

The dropdown menu provides 3 options on displaying overtime transactions under the Overtime

Transactions Overview screen.

All - displays all overtime transactions found in the system
UnPosted

Transaction - displays all yet to be posted overtime transactions
Posted

Transaction - displays ledger-posted overtime transactions

v" Transaction Number

The system automatically assigns a payroll transaction number when an overtime transaction

entry is being created.

v’ Transaction Date
Posting date for the particular overtime transaction is entered here.

v' Pay Code
The dropdown menu displays all pay codes related to overtime transactions.

v Pay code Description
An explanation or name for the overtime transaction is entered in this field.

v Total Amount
v Transaction Type

The system automatically displays the matching description for the chosen pay code.
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v Posted
The system will automatically populate this field after the entry is being posted onto the ledger.

v' Expense
This field is populated by a checkmark to classify the overtime transaction as an expense as well.

7.3 Creating an Overtime Transaction

To create an overtime transaction, simply click the <+New> icon to start. A new entry with the
automatically generated Transaction Number is created as displayed in the item highlighted in bleu below.

CROMUS U Lid Transa=tizen Per - e lralar
eduction Tramasctions n-Pad Lewve ey Balance Owver Year End OF Service
Overtime Transaction: Al Search @ Delete  Fage
WBEER | TE AT COOE P son 1AL Al "
.Wn"'ﬁ' 'g"'.. -l B OwesToeret 55TAE ) LEEGANE TrAne
oo B OueTime 4 0 MIGANE TR
0 152055 B OwesTime: ne O WEGANE TS
PRICK TN B CweTime X ) WIEGANE RIS
TR B s noa P [ Tamnmn

7.4 Adding or Modify an Overtime Transaction

Populate or complete the following fields that are applicable to the overtime transaction to start the

process:
e PayCode

e Description
e Expense

e Partof the salary
e Transaction Date
» The example below is for adding an overtime transaction.

i TRAAAFSALTIONS, | 'WORS [DATE

PRO00232

?e"x-:-' Pt MUrPost B viod Posted Gereryl boueal W Pring At e S

OAERTIME TRANSACTIONS

= PROOGIE2 Pary Ciode: Desiriptio O Time:
o T2 — L
Tvpe v Tire eaned By MARGANE
&

-
ERANING OH EMPLIYE HDRMA PUISELIC WORFING
AT ri-p EMPLYVEE MAME CUSSENCY FROMDATE TOCATE m OIS IS WEEHEMDS HOURS
121,29 N EOOOTI2 D e Ao AED T2 A EERE 200 =T 103 fudd
Ll o) B Duvicd B A T nER;ma TR p1] feles) L) G
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a) Click < Lines> Tab to proceed.
Populate or complete the following fields to go to the next step:

Earning Date — enter the earning date using the calendar

Employee Code - use the dropdown menu to locate the employee

From Date — the starting date for the overtime transaction.

To Date — the ending date for the overtime transaction.

Normal Hours —the extra working hours during the normal working days
Public Holiday — the working hours during the public holidays

Weekends - the working hours during the off working days

Late Working Hours- the working hours during the late working hours
Press <Calculate> button to calculate amount of overtime transaction.
Click <Post> to post the item onto the ledger. A confirmation pop-up screen like below would
appear as well. Simply click <OK> to close the pop-up screen.

AN NI N N NN Y N NN

T RT, TRANLAL TN
PRO0O0232
Moffoationd 2 Trorsaion AROCDZAT Aus beew poifed | Trossaction PRODOIID Aoy bees colouioned

¥ coommr O fetrmn ;. St B o Porhes Creral korml W P Atiors

QVERTIME TRANSACTIONS

AL

BENOAIED Py op— OvarTie
k] I
Ter - AT e " ELANE
o Rt ‘ arsaction PROCOZIE Fas been posted =
=
[0 e

A

] L D ke el e AED ] 54054 i LN i L

e The Posted field is now populated by a checkmark. You have just completed all the necessary
steps to add an overtime transaction onto the payroll system. Now, you may close all the other
opened screens before moving onto the next transaction or exiting the program.

ROM Tranaa ke

Ovevtima Tranascticee Al Sarch M Detete  Pape b
A a5 1 AT B T F D0E DESCHPTION TOTAL A BEATTD By BEATED OM
PRICCIIE i TELane B OweTirg S5T MILANE TR
eyl ] B OupTime '] WIEGANE TR
et cas o e . MEGANE TSNS

TNARone & DopTima ' WEGANE IERIme
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8. End of Service

8.1 End of service transaction represent the calculation of End of service payment in case of leaving the
company (resignation or termination) . To start, go to DynaPay Home Page and locate the Transactions
section. Click <End of service >to display the End of service Transactions Overview Screen.

<

trarasctiom

8.2 End of service Overview Screen
A brief explanation for all column headers is listed below for easy reference.

a) Showfilter Pane:
The dropdown menu provides 3 options on displaying overtime transactions under the Overtime
Transactions Overview screen.

All - displays all overtime transactions found in the system
UnPosted

Transaction - displays all yet to be posted overtime transactions
Posted

Transaction - displays ledger-posted overtime transactions

e Transaction Number
The system automatically assigns a payroll transaction number when an End of service
transaction entry is being created.

e Transaction Date
Posting date for the particular end of service transaction is entered here.

e PayCode
The dropdown menu displays all pay codes related to end of service transactions.

e Pay code Description
An explanation or name for the overtime transaction is entered in this field.

e Reason Code
A reason for the End of service

e Resignation Date
Pick from the calendar icon the date of resignation for the employee

e End of service Date
Pick from the calendar icon the last working date the calculation of End of service taken place.
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e Posted
The system will automatically populate this field after the entry is being posted onto the ledger.

e Voided
The system will automatically populate this field after the entry is voided.

8.3 Creating an End of service Transaction

To create an end of service transaction, simply click the <+New> icon to start. A new entry with the
automatically generated Transaction Number is created as displayed in the item highlighted in bleu
below.

8.4 End of service Overview Screen

8.5 Adding or Modify an O End of service Transaction

Populate or complete the following fields that are applicable to the End of service transaction to start
the process:

e Transaction Date

e Employee Code

e PayCode

e Reason Code

e Resignation Date

e End of service Date

Afterwards press the button “Calculate”.
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PRO00362
B Vioid Posted General Journal ¥ Print More options

EMND OF SERVICE TRAMSACTION

Transaction Mumber PROOO3G62 Reason Code TERMIMIATION

Transaction Date [9/1,/2019 ® Resignation Date 9/1/2019 [
Employes Code E0030 A End Of Service Date 9/30/2019 i
Employes Mame Masroor Elzhi GL Document Mo.

Payroll Code 11 Posted .

PayCode Description Graduity Vioided

Detail

Experince Days 7212 Adjustments 0.00
Leave Balance Days 2.00 Due Instaliments 3.000.00
Salary Till Day 8,250,000 Benefits Amount 50,0:00.00
Additonal Paid Days 0.00 Leave Balance Amount 33333
Paid Motice Period 0.00 Reimburse Amount 0.00
Additional Days Amo... 0.00

Click Detail Tab

Experience Days

It displays total experience days taken into account for the calculation of EOS benefit amount. It comes automatically
once calculate button is pressed.

Leave Balance Days

Leave balance displays leave not utilized.

Salary till Date

This field shows the salary amount to be paid along with EOS and Leave balance amount.

Additional paid days

This field is used to put additional paid day’s in addition normal paid days. Having put the additional paid days, press
Enter, amount gets calculated automatically and subsequently gets added into total.
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Paid notice period

This field is used to put paid notice period.

Additional Days Amount

To feed additional amount which gets added to total amount once amount is put and then “Enter” is pressed.

Adjustment

This field is used to do manual adjustment. Amount gets either added or deducted from Total amount, once amount is
put in and enter button is pressed subsequently.

Due Installment

This field gets filled automatically if any installment is due fort he employee concerned. “Total” field gets adjustment
accordingly.

Benefit Amount

This field displays the EOS benefit amounts. It comes automatically having got calculated as per equation set for the
selected pay code in the set up of EOS.

Leave Balance amount

Leave balance amount comes as per the calculation set for the same at the set up for pay code EOS accrue at General
tab.

Reimburse Amount

If any amount is to get reimbursed from employee gets displayed here and total field gets adjusted accordingly.

Total Amount

This field displays the amount comes after addition of EOSbenefit amount, Leave balance amount and salary till date.

In order to view the EQOS, salary and Leave balance amount press button <Payroll Details>. A new Screen will pop up
as shown below :
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EMPLOYEE LEAVE DETAILS | WORK DATE: 3/31/2020 ~ SAVED e
2 Search Manage  Page AT —
PAYROLL
PAY CODE T DECRIPTION AMOUNT  PTYPE TYPE
11 :  End of service benefit for graduity days ... 50,000.00  Earning Erd OF Serivee
13 Loan Deduction for End Of Service For E... 750,00 Deduction Deduction
13 Loan Installment 750,00 Deduction Deduction
1 Basic Salary from date 09/01/19 to date... 5,000.00  Earning Earning
2 Housing Allowance from date 09,/01/19 ... 1,000.00  |Earning Earning
13 Loan Deduction for End Of Service For E... 750,00 Deduction Deduction
13 Loan Deduction for End Of Service For E... 750,00 Deduction Deduction
13 Loan Deduction for End Of Service For E... 750,00 Deduction Deduction
14 Remaining leave balance for balance lea... 333.33 Earning Paid Leave
22 Transportation Allowance from date 09/... 3,000.00  |Earning Earning

Having done the process, press button post to have financial effects.

Posted transaction can be voided through void button.
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9. Stop or Payroll Processing

Stop or Process Salary is a feature that enables payroll processing for one or more employees to be stopped or
processed in one screen. To start, go to DynaPay Home Page and locate the Transactions section. Click <Stop or
Process Salary> to display the Stop or Process Salary Overview Screen.

CRONUS UK Ltd. Setups Transactions Periodic Administrator
Earning Transactions Paid Leave Balanc: ustement  Overtime Transaction 2
Deduction Transactions ~ Un-Paid Leave  Camry Balance Over Year End Of Service Loan Encashment
Stop Or Payroll Processing: Al  Search  +MNew [ Delete  Page Y o= S
TRANSACTION
NUMBER | w TRANSACTION DATE EMPLOYEE CODE EMPLOYEE NAME TRANSACTION TYPE REASON APPROV.
9/8/2019 100 Mike John Stop O
3/20/2019 EDDOT22 Dima Joseph Massad Pracess test =
PRO00233 2/20/2019 EODO722 Dima Joseph Massad Stop stop =
PROOD127 712019 MM NOMAN MANSOOR, Process process =
6/16/2019 NM NOMAN MANSOOR Stop Stop the Salary =
PRDOO116 6/9/2019 NM NOMAN MANSOOR Process Pracess the Payrolls =
PROO0O114 6/16/2019 MM MOMAN MANSOOR Stop 234 =

Stop or Payroll Processing Overview Screen

To stop or process salary, populate the fields accordingly.

A brief explanation for all column headers is listed below for easy reference.

Transaction Number

The system automatically generates the transaction number when a stop or process salary request is created.

Transaction Date

This field is for capturing the date the entry is being created.

Employee Code

The dropdown menu displays all employees within an organization for easy access on creating a stop or process salary
request.

Employee Name

The system automatically populates the field with the matching employee number.
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Transaction Type

The dropdown menu offers 2 transaction types to pick:

Stop — a request to put a stop on payroll processing

Process - a request to initiate payroll processing

Reason

This field captures the explanation or reason for the stop/process request.

Approved

The system will automatically populate this field after the entry is approved.

Creating a Stop or Payroll Processing Request

To create a stop or process salary request, simply click the <+New> icon to start. A new entry is created as displayed in
the item highlighted in Blue below.

CRONUS UK Ltd. Setups
Eaming Transactions Paid Leave
Deduction Transactions ~ Un-Paid Leave
Stop Or Payroll Processing: Al

TRANSACTION
NUMBER L

PROD0234
PROD0233
PROOO127
PROOO123
PROD0116

PROOOT14

9/8/2019
3/20/2019
2/20/2019
7172019
6/16/2019
6/9/2019

6/16/2019

Transactions

Leave Balance A

Carry Balanc:

P Search il Delete  Page

TRANSACTION DATE

EMPLOYEE CODE

100

ED00722

ED00722

NI

NI

MM

MM

Periodic

djustement
er Year

Administrator

Overtime Transaction

End Of Service

EMPLOYEE NAME
Mike John

Dima Joseph Massad
Dima Joseph Massad
NOMAN MANSOOR
NOMAN MANSOOR
MOMAN MANSOOR

NOMAN MANSOOR

TRANSACTION TYPE
Step

Process

Stop

Process

Stop

Process

Stop

REASON

test

stop

process

Stop the Salary
Process the Payrolle

234

APPRO

OEEBEE B O

Populate or complete the following fields that are applicable for initiating a stop or process salary request.

Employee Code
Transaction Date

Transaction Type
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Reason

The screen below is an example of an initiation on Stop Salary request.

~,
STOP SALARY | WORK DATE: 3/31/2020 @I | O] ~ SAVED e
" Approve Ware options

STOP SALARY

Transaction Mumber PRO00364 Transaction Type i e |
Transaction Date 9/8/2019 Reason due to absent leaves

Employee Code 100 i

Employee Mame Mike John Approved

Click <Approve> to approve the request. The approved request is now updated with a checkmark under the Approved
column as displayed below.

STOP SALARY | WORK DATE: 3/31/2020 @I t [ ~ SAVED e
Approve More options
STOP SALARY
Transaction Mumber PROOO364 Transaction Type Stop “//
Transaction Date 9/8/2019 Reason due to absent leaves
Employes Code 100
Employes Name Mike John
Approved

The screen below is an example of an initiation on Process Payroll .
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STOP SALARY | WORK DATE: 3/31/2020 @l | o} - SAVED v
Approve hore options
STOP SALARY
Transaction Mumber PRODO12T Transaction Type Process /
Transaction Date T/2019 Reason process
Employes Code MM
Employes Mame NOMAMN MANSOOR
Approved

Click <Approve> to approve the request. The approved request is now updated with a checkmark under the Approved
column as displayed below.
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10. Loan Encashment

Loan encashment is a feature that allows adjustment on loan repayment amount to be conducted manually. To start,
go to DynaPayr Home Page and locate the Transactions section. Click <Loan Encashment> to display the Loan
Encashment Overview Screen.

CRONUS UK Ltd. Setups Transactions Periodic Administrator

Eaming Transactions Paid Leave Leave Balance Adjustement  Overtime Transaction  Stop Or Payroll Prcc/ h
- - - R - 58
Deduction Transactions  Un-Paid Leave  Carry Balance Over Year End Of Service “
Loan Encashment:  All O Search -+ MNew [ Delete  Page Y =/
LOAN LOAN
TRANSA TRANSACTL.. EMPLOYEE TRANSA.. LOAN REMAINING AMOUNT IS
NUMBER 4 DATE PAYCODE ~ PAY CODE DESCRIFTION CODE EMPLOYEE NAME NUMBER AMOUNT AMOUNT PAID PO CREATED BY
0 000 0.00 000 O MEGANE
000359 54  Carloan EDOO722 Dima Joseph Massad 0.00 0.00 000 O MEGANB
PRO00358 0 ED00722 Dima Joseph Massad 0.00 0.00 0o O MEGANB
2/15/2019 54 Carlean ED00722 Dima Joseph Massad PROO0207 50,000.00 50,000.00 5000000 =
6/19/2019 54  Carloan EDD10 David Boon PROODOTS 20,000.00 20,000.00 2000000 &

Loan Encashment Overview Screen

A brief explanation for all column headers is listed below for easy reference.

Transaction Number

The system automatically populates the field when a new loan encashment request is created.

Loan Transaction Date

Click the calendar icon to pick the transaction date for the loan encashment request.

Pay Code

The system automatically populates this field after the respective loan reference has been picked.

Employee Code

The dropdown menu provides a list of employees within the organization.

Loan Transaction number

The dropdown menu provides all loan references associated with the employee.

Loan Amount

The system displays the loan amount associated with the employee
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Remaining Amount

The system automatically calculates and displays the loan balance to be repaid.

Amount Paid

The system automatically calculates and displays up-to-date amount the employee has repaid since loan inception.

Posted

The system automatically populates the field when the request has been posted.

Note

This field captures any notes or comments attached with the request.

Creating a Loan Encashment Request

To create a loan encashment request, simply click the <+New> icon to start. A new entry is created as displayed in the
item highlighted in Blue below.

CROMNUS UK Ltd. Setups Transactions Periodic Administrator

Eamning Transactions Overtime Transaction  Stop Or Payroll Pracessing

End Of Service

Deduction Transactions

Loan Encashment:  All 2 Search '_ Delete  Page T =
LOAN

TRANSA TRANSACTL. EMPLOYEE TRANSA... LOAN  REMAINING AMOUNT IS
NUMBER 1 DATE PAYCODE  PAY CODE DESCRIPTION CODE EMPLOYEE NAME NUMBER AMOUNT AMOUNT PAID PO CREATED BY
PRODO3E0 0 000 000 00 0O MEGANE
54  Carloan EDOOT22 Dima Joseph Massad 0.00 0.00 oo O MEGANB
] ED0O722 Dima Joseph Massad 0.00 0.00 oo O MEGANB
P 2152019 54 Carlean E000722 Dima Joseph Massad PRO00207 50,000.00 50,000.00 5000000 E
6/19/2019 54 Carlean E0010 David Boon PRO00OTE 20,00000 20,000.00 2000000 =

Populate or complete the following fields that are applicable for initiating a loan encashment request.

Transaction Date

Pay Code

Employee Code

Loan Transaction Number

Note
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Click Lines tab to select the installments which will be cashed and then click <Post> to post the Loan Encashment

request.

-NCASHEMENT | WORK DATE: 3/31/2020

PRO0O0231

@ Actions

T Date

Employes Code

Employes Name

Pay Code

Pay Code Description

Lines

hManage

DUE DATE T
2/258/2019
3/258/2019
4/25/2019
3/28,2019
6/258,/2019
/282019
8/282019
5/258,2019
10¥28/2019
11/28/2019
12/28/2019
1/28/2020

Feswer options

77212039

EQOOT22

Dima Joseph Massad

Car Loan

()]

EEx

@)

Loan Transaction Mu...

Loan Amournt
Rermnaining Amount
Amount Paid

Is Posted

" SAVED

PROODZ207
50,000.00
50,000.00

50,000,00

AMOUNT PAID

IS SEL Lk
416667

416667
416667
416667
416667
416667
416667
416667
4166.67
4166.67
4166.67
4166.67
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c. PERIODIC SECTION

1. Payroll Process
Processing payroll is the final step to monthly payroll preparation before posting and creating payroll voucher.

Processing payroll will calculate all the transactions related to the employee during the period (i.e. month) and
calculate the effect of each such as any special benefits applied to the employee, deductions, absence, unpaid leaves
and so forth.

There is no restriction to how many times payroll can be processed until the salary sheet is confirmed.
Salary can no longer be processed after the payroll voucher is created or the payroll period has been closed.

Note: Creating the voucher and closing the month are two different functions; they will be discussed later in this
manual.

Processing Payroll

To start, go to DynaPay Home Page and locate the Periodic section. Click < Payroll Process > to display the Process
Payroll Overview Screen.

CROMNUS U}A Transactions Periodic Administrator

TEC Provision  Non-TEC Provision  End Of Service Benefits  Posting Leave Provision  General Joumnal b3
Payroll Process: Al P Search  + New  [i Delete  Page Y = 7
CALENDAR CODE* PAYROLL PERIOD  FROM DATE TO DATE POSTING PROFILE
MONTHLY 3 3M/2018 3/31/2018 Al

Payroll Process Overview Screen

A brief explanation for all column headers is listed below for easy reference.

Calendar Code

This field displays Payroll Calendar code

Payroll Period
This field displays the month of the calendar which system have to calculate the payroll .
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From Date

The date on a calendar period begins

To Date

The date on a calendar period ends

Posting Profile

Populate this field using dropdown menu to choose the Payroll Posting Profile.

To begin, click the Calendar Code for the purpose of payroll processing. (Note:Payroll processing for each calendar
that exists in the company is required.)

™y
PROCESS PAYROLL | WORK DATE: 3/31/2020 @ + i} " SAVED

MONTHLY

=) Process Payroll  Post Payroll M void Payroll More options

PAYROLL PERIODIC PROCESSING

Calendar Code MONTHLY ~ Calender Year 2019
ﬁ s
By Group
Employee Groups By Employes From Date 3/1/2018
Employee Code AH To Date 3/31/2019
Lines Manage B2
CALENDER START CALENDER END 15 GL DOCUMENT

EMPLOYEE CODE = EMPLOYEE NAME CALENDAR CODE 1 DATET DATET HET SALARY  POSTED NO.
AH :  Annette Hill MOMNTHLY 3/1/2019 3/31/2019 6,400.00 = G0DoE2 =
EQ00722 Dima Joseph Massad MOMNTHLY 3/1/2019 3/31/2019 0.00 =
E0010 David Boon MONTHLY 3/1/2019 3/31/2019 0.00 E GODOTE
E0012 Muhammad El-Maraghy MONTHLY 31172019 3/31/2019 0.00 E= GO0JTE
E0013 Shafi Vadila MOMNTHLY 34172019 3/31/2019 0.00 =i GODOTE
E0014 Emarati Employes MONTHLY 3/1/2019 3/31/2019 0.00 E GODOTE
E0015 Ahmed Nawar MONTHLY 31172019 3/31/2019 0.00 = GO0OTE
E0016 Wiasim Akram MONTHLY 3/1/2019 3/31/2019 0.00 =i GODOTE
E007 Mid Month Joinee MOMNTHLY 3172019 3/31/2019 0.00 = GDOO7E
E001E Mid Month Joinee2 MOMNTHLY 31172019 3/31/2019 0.00 = GO0OTE

Click <Payroll Periodic Processing> tab

Select the appropriate posting profile from the dropdown menu.

All: pick this option to process payroll for all employees
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By Employee: pick this option to process payroll for one employee

Group: pick this option to process payroll for a group of employees.

(Note: Group is being assigned to the employee from the Employee Master Screen)

If the posting profile selection is All, the employee Group and Code are disabled.

If the posting profile selection is By Employee, Pick the employee code from the dropdown list that will be selected
from Employee Master.

If the posting profile selection is Group, Pick the group Code from the dropdown list that will be selected from
Employee Group Master.

Payroll Period

This field displays the month of the calendar which system have to calculate the payroll.

Click <Process Payroll> button to begin the payroll processing.

If applicable, click <Send email> to send details of the pay slip by email to the employee.

(This step should ONLY be carried out after the payroll is verified, confirmed and posted to finance.)

Note : Repeat the procedure calendarsuntil allare processed.

Click <Lines> Tab

To check the payroll salary details for each employee, Click<Lines> to display the Employee Payroll Transactions
Overview Screen.
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MONTHLY

%) Process Payroll = Post Payroll M Void Payroll Mare options
PAYROLL PERIODIC PROCESSING
Calendar Code MONTHLY v Calender Year 2019
Posting Profile All e Payroll Period 3
Employee Groups FINAMNCE From Date 34172019
Empicyee Code AH To Date 3/31/2009
Manage =]
CALENDER START CALENDER END 15 GL DOCUMENT
EMPLOYEE CODE *+ OYEE NAME CALENDAR CODE t DATET DATET MET SALARY  POSTED NO
AH Annette Hill MOMNTHLY 3172019 3/31/2019 6,400.00 = G000&2 =
E000722 Dima Joseph Massad MONTHLY 3/1/2019 3/31/2019 0.00 E
E0010 David Boon MONTHLY 37172019 3/31/2019 0.00 E GO0O76
0012 Muhammad El-Maraghy MONTHLY 3172019 3/3172019 Q.00 i GO0J7e
E0013 Shafi Vadila MOMNTHLY 31172019 3/31/2019 0.00 E G00D7E
E0014 Emarati Employee MONTHLY 3/1/2019 3/31/2019 0.00 = GO0O76
E0015 Anmed Nawar MONTHLY 37172019 3/31/2019 0.00 E GO0O76
E0016 Wasim Akram MONTHLY 3172019 3/3172019 Q.00 i GO0J7e
EnMT hlicd hdmndh lnimas RACIRTH W 2M4IMNa ERE Rl nnn =] CANYTE

Employee’s details can be retrieved by selecting employee Code as shown below, in our example, we select employee
Code AH.

_NTHLY EMPLOYEES CALCULATED PAYROLL | WORK DATE: 3/31/2020 & +

For The Month of Mar 2019

EMPLOYEE MONTHLY SALARY

Employee Code AH Calender Start Date 3/1/2019

Employee Mame Annette Hill Calender End Date 3/31/2019

Calendar Code MONTHLY Is Posted

Lines Wanage =

TYPE PAYCODDE?  DESCRIPTION START DATE END DATE DAYS AMOUNT
Earning H 1 Basic Salary 3M1/208 3/31/2019 31.00 4500.00
Earning 2 Housing Allowance 312019 3/31/2019 31.00 900,00
Earning 22 Transportation Allowance 312019 3/31/2019 31.00 1,000.00

Total Earning £,400.00
Total Deduction 0.00
Met Salary £,400.00

Creating Payroll Voucher

After reviewing Payroll details for all employees, click <Post Payroll > button to be posted to General Ledger.
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PROCESS PAYROLL | WORK DATE: 3/31/2020 @ i ~" SAVED
%) Process Payrall & Void Payroll Moere options
PAYROLL PERIODIC PROCESSING
Calendar Code MONTHLY ' Calender Year 20
Posting Profile All ~ Payroll Period 3
Employee Groups FINAMCE From Date 3/1/2019
Empioyee Code AH To Date 3/31/2019
Lines Manage [
CALEMDER START CALENDER END GL DOCUMENT
EMPLOYEE CODE = EMPLOYEE NAME CALENDAR CODE t DATET DATE T NET SALAR' v NO.
Annette Hill MONTHLY 3/1/2019 3/31/2019 6,400.00 =i G00oe2
EOQQD722 Dima Joseph Massad MONTHLY 3172019 3/31/2019 0.00 i
E0010 David Boon MONTHLY 3/1/2019 3/31/2019 0.00 E GO0O7E
E0012 Muharmmad El-Maraghy MONTHLY 3/1/2019 3/31/2019 0.00 i GO0OTE
E0013 Shafi Vadila MONTHLY 3/1/2019 3/31/2019 0.00 E GO0O7E
E0014 Emarati Emplovee MONTHLY 3172019 3/31/2019 0.00 | GO0OTE

Is Posted

The system automatically populates the field when the payroll transaction has been posted and a new GL Document
No. will be generated.

If necessary, click <Send email> to send details of the pay slip separately by email to each of the selected employee.

To print the pay slip of the selected employee, simply click <Print> button to do so.

1. TEC Provision

To Start, go to DynaPay Home Page and locate the Periodic section. Click <TEC Provision> to display the ticket
Provision Overview Screen.

CRONUS UK Ltd. Setups Transactions Periodic Administrator
Payroll Process Non-TEC Provision  End Of Service Benefits  Posting Leave Provision  General Journal 58
TEC Provision:  All - /7 Search  + New  Manage~ Page Y o=
TRANSACTION TRANSACTION IS
NUMBER DESCRIPTION DATE MONTH 1 YEAR 1 TOTAL AMOUNT  POSTED CREATED BY CREATED ON
1/31/2019 1 2019 574731 H
PRO00259 FEB ACCRLUVAL 27172019 2 2019 879340 [ MEGANB 7/23/2019
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2. Tec Provision
A brief explanation for all column headers is listed below for easy reference.

Transaction Number

Unique identification number which comes automatically.

Description

This field is used for the description of the transaction, like Ticket provision for specific period.

Transaction Date

Date till the liability is created.

Month

This is the month of the year for calculating Ticket provision.

Year

This is the calendar year for calculating Ticket provision

Total Amount

This field displays the total Ticket liability amount for all employees for the selected month.

Is Posted

This check box automatically select once the transaction gets posted.

Created By

The system will automatically populate this field after the entry is created.

Created on

The system will automatically populate this field after the entry is created.

Creating TEC Provision
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To create a TEC provision, simply click the <+New> icon to start. A new entry is created as displayed in the item

highlighted in Blue below.

CRONUS UK Ltd. Setups Transactions Periodic Administrator
Payroll Process Non-TEC Provision  End Of Service Benefits ~ Posting Leave Provision  General Joumnal 5
TEC Provision :  All -~ /2 Search  + New  Manage~  Page Y =
TRANSACTION w oN Is
NUMBER v DESCRIPTION ol MONTH t YEAR t TOTAL AMOUNT  POSTED CREATED BY CREATED ON
RO00132 1/31/2019 1 2019 574131 K
PRO00Z259 FEB ACCRUVAL 2172019 2 2019 879540 0O MEGANB 712372019
TEC Provision Details Screen
A
TEC PROVISION TRANSACTIONS | WORK DATE: 3/31/2020 @I [u] ~" SAVED
& Calculate * Post UnPost Void Posted General Joumnal W Print More options
Caczsa Xz cron
Transaction Number PRO00259 Year 2019
Transaction Date 2172019 | |= Posted
Description FEB ACCRUVAL Is Total Employee Cost
GL Document No.
Month 2
Lines Manage -
EMPLOYEE CODE t EMPLOYEE NAME PAYCODE+  PROVISION CODE t AMOUNT
E0D10 : Dravid Boon 0 AIRTICKET 2,666.67
E0D12 Muhammad El-Maraghy 0 AIRTICKET 666.67
E0D1E Wasim Akram 0 AIRTICKET 30952
EOD17 Mid Month Joinee 0 AIRTICKET 11905
EOD18 Mid Month Joinee2 0 AIRTICKET 250,00
E0OD19 Arrears Arrears 0  AIRTICKET 500,00
E0021 Joinee Mid Manth 0 AIRTICKET 232.14
E0D22 MidMonth Joinee 3 0 AIRTICKET 41667
E0023 Populate Defaults 0 AIRTICKET 59.52
EOD24 EQS Provision 0 AIRTICKET 66667

Click <Calculate> button to generate TEC provision for all employee for the selected month.

Field description

Employee Code

This is employee Id for all the employee for whom leave liability has been created due to Generate button.

Pay Code

This field displays the pay code associated with the Provision item.
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Provision Code

This field displays Provision Code associated with the Ticket

Total Amount

This field displays the total Ticket liability amount for all employees for the selected month.

All the fields get filled automatically due to action of Calculate Button.

The TEC provision calculation and ledger will be created based on the provision setup as mentioned in the setup

section below:

PROVISION GROQUP INFORMATION
Group Code ALL How Group Name ALl EMPLOYEES
Lines Manage =]
DE.. SUMMAF
PROVISL. PROVISL.. UP.. POSTING  ACCOUN
PROVISION PROVISION DESCRIPTION PAYCODE  PAY CODE DESCRIPTION METHOD PERCENTAGE  PAREME.. AMOUNT DA LEVEL CODE
AR TICKET : | AIR TICKET 0 Flight Ticket 100.00 | Billing 00 | O =] O  Ledger 31500
BONUS BONUS 7 |Annual Bonus Fixed AMOU... 0.00 |Billing 10000 | O O O  |Ledger 31500
O O ]

The last step after verification is to post the TEC provisions.
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3. Non- Tec Provision

To Start, go to DynaPay Home Page and locate the Periodic section. Click <Non-TEC Provision> to display the Non-Tec

Provision Overview Screen.

Transactions Periadic Administrator

CRONUS UK Ltd. Setups

Payroll Process  TEC Provision

End Of Service Benefits  Posting Leave Provision

Non-TEC Provision:  All P Search 4 New [ Delete  Page
TRANSACTION TRANSACTION
NUMBER DESCRIPTION DATE MONTH t YEAR1
1/1/2019 2019
PRi 36 FEB 2019 2/1/2019 2019

= VI

PROO0052 6/17/2019

Non-TEC Provision Overview Screen

2019

General Journa

15
TOTAL AMOUNT  POSTED CREATED BY

12,000.00

MEGANE

o o g

A brief explanation for all column headers is listed below for easy reference.

Transaction Number

Unique identification number which comes automatically.

Description

This field is used for the description of the transaction, like Ticket provision for specific period.

Transaction Date

Date till the liability is created.

Month

This is the month of the year for calculating Ticket provision.

Year

This is the calendar year for calculating Ticket provision

Total Amount

This field displays the total Non-TEC liability amount for all employees for the selected month.

CREATED ON

712172019
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Is Posted

This check box automatically select once the transaction gets posted.

Created By

The system will automatically populate this field after the entry is created.

Created on

The system will automatically populate this field after the entry is created.

Creating Non-TEC Provision

To create a Non-TEC provision (Annual Bonus, Health Club, Bonus etc...), simply click the <+New> icon to start. A new
entry is created as displayed in the item highlighted in Blue below.

CRONUS UK Ltd. Setups Transactions Periodic Administrator
Payroll Process  TEC Provision End Of Service Benefits  Posting Leave Provision
MNon-TEC Provision:  All 2 Search  +MNew [ Delete  Page
;‘Rﬂ‘«g«qf o DESCRIPTION 3 MONTH t YEAR 1
] 17172019 1 2019
PRO00236 FEB 2019 2/1/2019 2 2019
PROJ00SS 6/17/2019 6 2019

Non-TEC Provision Details Screen

General Journal

TOTAL AMOUNT

12,000.00

13,400.00

2240000

IS
POSTED

(m}
[m]
[m]

Vo= S
CREATED BY CREATED ON
MEGANE /2172019
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Fars -
NON-TEC PROVISION TRANSACTIONS | WORK DATE: 3/31/2020 I\,\_//\ T [ul ~" SAVED
B calculate ™ Post UnPost \ioid Posted General Journa W print More options
WRAN SACTION
Transaction Mumber PRO00O236 Year 2019
Transaction Date i 2/1/219 i | Is Total Employee Cost
Description FEB 2019 |s Posted

GL Document No.

Morth 2
Lines E2

TRANSACTI EMPLOYEE PROVISION

DATE T CODE * EMPLOYEE NAME PAYCODEt  DESCRIPTION CODE t PROVISON DESCRIFTION AMOUNT
2/28/2019 : | E0O10 David Boon 7 Annual Bonus BONUS BOMUS 1,000.00
2/28/2019 EOD12 Muhammad El-Maraghy 7 Annual Bonus BONUS BONUS 1,000.00
2/28/2019 EOD13 Shafi Vadila 7 Annual Bonus BONUS BOMUS 1,000.00
2/28/201% EDO14 Emarati Employee 7 Annual Bonus BONUS BOMNUS 1,000.00
2/28/2019 EQD15 Ahmed Nawar 7 Annual Bonus BONUS BONUS 1,000.00
2/28/2019 EOD16 Wasim Akram 7  Annual Bonus BONUS BOMNUS 1,000.00
2/28/2019 EOD7 Mid Month Joinee 0 BONUS BOMUS 200.00
2/28/2019 EODT7 Mid Month Joinee Q HEALTH CLUB HEALTH CLUB 500.00
2/28/2019 EOOE Mid Month Joinee2 7 Annual Bonus BONUS BOMUS 1,000.00
2maIMo FAma Arrazre Arrasee T Aneusl Banoe A IC R IC 1 Annan

Click <Calculate> button to generate Non-Tec provision for all employee for the selected month.

Field description

Employee Code

This is employee Id for all the employee for whom leave liability has been created due to Generate button.

Pay Code

This field displays the pay code associated with the Non-Tec Provision item.

Provision Code

This field displays Provision Code associated with theNon-Tec ( Bonus, Health club ...)

Total Amount

This field displays the total Non-Ticket liability amount for all employees for the selected month.

All the fields get filled automatically due to action of Calculate Button.
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The Non-TEC provision calculation and ledger will be created based on the provision setup as mentioned in the setup

section below:

DES PROVISION GROUP DOCUMENT | WORK DATE: 3/31/2020 (.j/" T ]

FINANCE

PROVISION GROUP INFORMATION

~ SAVED a

Group Code [FINANCH L Group Name
Lines Manage
PROVISI.
PROVISION * PROVISION DESCRIPTION PAYCODE  PAY CODE DESCRIPTION METHOD PERCENTAGE
AR TICKET = AR TICKET o Flight Ticket 0.00
BOMNUS BONUS 0 Fixed Amou... 0.00
HEALTH CLUB HEALTH CLUB 0 Fixed Amou... 0.00

The last step after verification is to post the Non-Tec provisions.

PROVISI
PAREME..

Basic
Basic
Basic

FINAMNCE

AMOUNT
0.00
900.00
500.00

DE..

DA

oooo

IS
TOT...

Co..

ooom

CR..

PO POSTING

TR LEVEL
[0 Ledger
O Ledger
O Ledger
O

=}

SUMMAF
ACCOUN
CODE

31500
31500
31500
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4. End of Service Benefits
To Start, go to DynaPay Home Page and locate the Periodic section. Click <End of service Benefits> to display the
EOS Provision Overview Screen.

CRONUS UK Ltd.

Setups Transactions Periodic

Payroll Process  TEC Provision  Non-TEC Provision

End Of Service Benefits:

TRANSACTION
NUMBER 1

PRO00303

PRO0D304

PRODD312

PRO00313

PRO0D314

PRO00315

PRO00316

PRO00317

PRO0D313

PRO00319

PRO0D320

PRO00321

PRO00322

PRO0D323

End of Service Benefit Overview Screen

A brief explanation for all column headers is listed below for easy reference.

All A Search  + MNew

DESCRIPTION
Jan 2019
Feb 2019
Mar 2019
April 2019
May 2019
Jun 2019
Jul 2019
Aug 2019
Sep 2019
Oct 2019
MNov 2019
Dec 2019
Jan 2020
Feb 2020

Mar

Transaction Number

Unique identification number which comes automatically.

Description

ete

Administrator

Page

FROM DATE
1/1/2019
2/1/2018
3/1/2019
47172019
5/1/2018
6/1/2019
7172019
§/1/2018
9/1/2019
10/1/2019
11/1/2019
12/1/2019
1/1/2020
2/1/2020

3/1/2020

'osting Leave Provision

TO DATE
173172019
2/28/2018
3/31/2018
4/30/2018
5/31/2018
6/30/2018
73172018
8/31/2m89
5/30/2018
10/31/2019
11/30/2019
12/31/2018
1/31/2020
2/28/2020

3/31/2020

General Journal

TOTAL AMOUNT

521155

171784

284201

15
POSTED

BE A EOFRREAEE A @A EE

CREATED BY

MEGANE

MEGANE

MEGANB

MEGANE

MEGANE

MEGANB

MEGANE

MEGANE

MEGANB

MEGANB

MEGANE

MEGANE

MEGANB

MEGANE

MEGANE

CREATED ON
Tr22/2019
T/23/2019
7/23/2019
T/23/2019
T/23/2019
T/23/2019
T/23/2019
Tr23/2019
T/23/2019
7/23/2019
Tr23/2019
T/23/2019
7/23/2019
T/23/2019

T/23/2019

This field is used for the description of the transaction, like End of service provision for specific period.

From Date

This is start date for calculating the provision. (Like from 01-01-2019)

To date

This field is used to put date up to which provision is to get calculated (like 31-1-2019) .

Total Amount

This field displays EOS liability amount from date of joining till the date in Transaction Date field.
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Is Posted

This check box automatically selects once the transaction gets posted.

Created By

The system will automatically populate this field after the entry is created.

Created on
The system will automatically populate this field after the entry is created.

Creating End of Service Benefit

To create End of service Benefit, simply click the <+New> icon to start. A new entry is created as displayed in the item

highlighted in Blue below.

Transactions Periodic Administrator

CRONUS UK Ltd. Setups

Non-TEC Provision General Journal

» Sear [] Delete  Page

TEC Provision Posting Leave Provision

Payroll Process

End Of Service Benefits: Al

TRANSACTION

NUMBER t DESCRIPTION FROM DATE TO DATE TOTAL AMOUNT
Jan 2019 1/1/2019 143172019 521155
Feb 2019 212019 2/28/2019 1,717.84

PRO0D304 Mar 2019 31208 3/31/2019 28420

PRO0D312 April 2019 47172019 4/3072019

PRO00313 May 2013 5/1/2019 5/31/2019

PROO03 14 Jun 2013 6/1/2019 6/30/2019

PROO0315 Jul 2019 77172019 7/3172019

PROO0316 Aug 2019 81/2019 8/31/2019

End of Service Benefit Details Screen

IS
POSTED

HEEEAE A A&

CREATED BY

MEGANE

MEGANB

MEGANE

MEGANB

MEGANE

MEGANE

MEGANE

MEGANE

CREATED ON
Ti22/2019
7/23/2019
772512019
7/23/2019
772512019
T/23/2019
772512019
772512019
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END OF SERVICE BENEFITS | WORK DATE: 3/31/2020 \{\,f/‘\ t 1) ~ SAVED
Generate Benefit Post 3 Un Post & Vioid Posted General Journal W Print More options
ING
Transaction Number PRO00322 From Date 2/1/2020
Description Feb 2020 To Date 2/29/2020
Is Posted

GL Document Mo.

Lines =}
TRANSACTION

EMPLOYEE CODE t EMPLOYEE NAME DATE TOTAL AMOUNT TOTAL BALANCE AMOUNT POSTED BALANCE POSTED
EDDQ722 : Dima Joseph Massad 2/29/2020 104167 380,00 86.11 29.00
E0D10 David Boon 2/29/2020 78055 411,00 57.53 29.00
E0D12 Muhammad B-Maraghy 2/29/2020 427767 1,507.00 86.30 29.00
E0D15 Ahmed Nawar 2/29/2020 11,708.22 41200 863.01 29.00
E0D16 Wasim Akram 2/29/2020 71518 380,00 5945 29.00
E0D17 Mid Menth Joinee 2/29/2020 70182 371.00 59.45 29.00
E0D13 Mid Month Joinee2 2/29/2020 75753 393.00 57.53 29.00
E0D19 Arrears Arears 2/29/2020 146712 517.00 8630 29.00

Click <Generate Benefit > button to generate EOS Provision for all employee for the selected period.

Field description

Employee Code

This is employee Id for all the employee for whom leave liability has been created due to Generate button.

Transaction Date

Date till the liability is created.

Total Amount

This field displays EOS liability amount from date of joining till the date in Transaction Date field.

Total Balance

This field shows total service Days from joining date to“transaction date” mentioned in the header section of form.
(Lets 31-10-2010 then total balance are 153, if date of joining is 01-06-2010).

Amount Posted

This field shows the amount which gets realized during period “From date” and “To Date” mentioned in Header
section. It gets calculated by deducting Total amount from current record to the Total amount of previous record.
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Balance Posted

The service Days for which Amount is posted is shown in this field. Like in instance mentioned above it would be 29.

All the fields get filled automatically due to action of Generate Button.

Mode of calculation subject to setup of Benefit profile attached with employee.

Benefit profile setup is done in EOS setup and that too in line with the UAE labor laws.

In order to view the equation, go to DynaPAy home page =>Setups=> End Of Service Setup

A form gets opened

Select pay code (50) EOS Provision> Press the <Benefit Levels>button then press<Benefit Level Details >

50 - EOS-Provision

=) Maximurm Limit Equation Card =+ Accured Leave Equation

=) Benefit Levels

=) Permission Deperication

END OF SERVICE BEMNEFITS

Type End Of Serivce Label

Pay Code 50 Short Name

Description EOS-Provision Deduction Type Others
GEMERAL

Minimum OF Service Y... 0.00 ACCURED LEAVE

Use the current benef..

Include Full Motice Pe...

880

Calculate for part of f...
MAXIMUM LIMIT

Standard Equation

Accured Leave Provisi...

Accured Leave Provisi...

Acoured Leave Equati...

Days)*Leave Days

14

Annual Leave-Woarking days

{Full Basic Salary/Default Work
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BEMEFIT LEVEL (END OF SERVICE) | WORK DATE: 3/31/2020 ~ SAVED e
O Search -+ Mew  EFEditlist [0 Delete =) Benefit Level Details | Page More options W=
FROMYEAR 1 TOLESSTHANYEARS t
x : 5.00
5.000 10,00
99,000 99.00
END OF SERVICE PROFIT SETUP | WORK DATE: 3/31/2020 ~ SAVED e
O Search -+ Mew  BREditList [0 Delete  [E EOS Profit Eguation  Page More options T —
YEARLY BENEFITS
TILL YEAR t DAYS  EQUATION
E . : 30  Full Basic Salany/30%Yearly Benefits Days

If basic salary (as required in equation) is 100. Employee joining day is 01-06-2010. Lets EOS provision is to be
calculated from 01-06-2010 to 31-10-2010(for 153 days).

As per equation total amount would be calculated for the fraction of year in proportion to the period of service.

A

So calculation would be- [(100/26)*15%*/2]153/365=12.09

Total amount-12.09(as in the above screen shot for employee 7272)

Total Balance- This field shows total service Days from joining date to“To date” mentioned in the header section of
form. (Lets 31-10-2010 then total balance are 153, if date of joining is 01-06-2010).

Amount posted- This field shows the amount which gets realized duringperiod “From date” and “To Date” mentioned
in Header section. It gets calculated by deducting Total amount from current record to the Total amount of previous
record.

Balance Posted- The service Days for which Amount is posted IS shown in this field. Like in instance mentioned above
it would be 153.
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As in the case of Leave provision, press the Post button to post the transaction and view the GL Document number
created through General Journal under Periodic Section.

END OF SERVICE BENEFITS | WORK DATE: 3/31/2020 @ t 0] ~ SAVED
PRO00322
Generate Benefit Post % UnPost R Void Posted General Journal W Print Maore options
Lines 4]
TRAMNSACTION
EMPLOYEE CODE t EMPLOYEE NAME DATE TOTAL AMOUNT TOTAL BALANCE AMOUNT POSTED BALANCE POSTED
EDOO722 : Dima Joseph Massad 2/29/2020 104167 380.00 86.11 2500
E0D10 David Boon 2/29/2020 780,55 411.00 57.53 29.00
E0D12 Muhammad Bl-Maraghy 2/29/2020 427767 1,507.00 8630 25.00
E0D15 Ahmed Nawar 2/29/2020 11,708.22 412,00 863.01 29.00
EDD16 Wasim Akram 2/29/2020 719.18 380.00 59.45 25.00
E0D17 Mid Menth Joinee 2/29/2020 701.92 371.00 5945 29.00
E0D15 Mid Month Joinee2 2/29/2020 757.33 399.00 57.53 29.00
E0D19 Arrears Arrears 2/29/2020 146712 517.00 86.30 29.00
E0D21 Joinee Mid Manth 2/29/2020 71818 380,00 5945 29.00
E0D22 MidMonth Joinee 3 2/29/2020 770.98 406.00 57.53 2500
E0D23 Populate Defaults 2/29/2020 700.00 370.00 5945 29.00

E0024 EQS Prowision 2/29/2020 4315.07 1,521.00 86.30 29.00
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5. Posting Leave Provision
Provisions are important to figure out liability of organization.

To Start, go to DynaPay Home Page and locate the Periodic section. Click <Posting Leave Provision> to display the

Leave Provision Overview Screen.

CRONUS UK Ltd.

Payroll Process  TEC Provision

TRAMSACTION
MNUMBER t

PRO00253

PRO00289

PRO00290

PRO00291

PRO00292

PRO00293

PRO00294

PRO00295

PRO00296

PRO00297

PRO00293

PRO00299

PRO00300

PRO00301

PRO00346

Setups

DESCRIPTION
Jan 2019
Feb 2019
Mar 2019
April 2019
May 2019
Jun 2019
Jul 2019
Aug 2019
Sep 2019
Qct 2019
Nov 2019
Dec 2019
Jan 2020
Feb 2020

Mar 2020

Non-TEC Provision

Administrator

End Of Service Benefits

FROM DATE

1/1/2019
2/1/2M9
31,2019
4417209
5/1/2019
6/1/2019
71/2019
&1/2019
9/1/2019
10/1/2019
11/1/2019
12/1/2019
1/1/2020
2{1/2020
3/1/2020

Posting Leave Provision Overview Screen

A brief explanation for all column headers is listed below for easy reference.

Transaction Number

Unique identification number which comes automatically.

Description

This field is used for the description of the transaction, like leave provision for specific period.

From Date

TO DATE
14312019
2/28/2019
331209
4/30/209
5/31/209
6/30/2019
T/31/2019
831209
8/30/2019
10/31/2019
11/30/2019
12/31/2019
1/31/2020
2/28/2020
3/31/2020

General Journal

TOTAL AMOUNT
2573346
423855
3539.02
426471
367527
426029
355943
444749
448475
342690
4,600,885
336937
-65,644.29
426276

378222

This is start date for calculating the provision. (Like from 01-01-2019)

To date

1S
POSTED

HEAEAAEDAEDAEE A E @&

CREATED BY
MEGAMB
MEGAMB
MEGAMB
MEGAMB
MEGANE
MEGAMB
MEGANE
MEGANE
MEGANE
MEGANE
MEGANE
MEGANE
MEGANE
MEGANE

MEGANE

This field is used to put date up to which provision is to get calculated (like 31-1-2019) .

-3

CREATED ON
T/23/2019
T/23/2019
7/23/2019
T/23/2019
7/23/2019
7/23/2019
Tf23/2019
7/23/2019
Tf23/2019
7/23/2019
Ti23/2019
Tf23/2019
Tr23/2019
Ti23/2019
9/2/2019
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Total Amount

This field displays leave liability amount from date of joining till the date in Transaction Date field.

Is Posted

This check box automatically select once the transaction gets posted.

Created By

The system will automatically populate this field after the entry is created.

Created on

The system will automatically populate this field after the entry is created.

Creating Leave Provision

To create a Leave provision, simply click the <+New> icon to start. A new entry is created as displayed in the item

highlighted in Blue below.

CRONUS UK Ltd. Setups Transactions Periodic

TRANSACTION
NUMBER 1 DESCRIPTION

{ PRoo0268 I Jan2o19
PRO002ES Feb 2019
PRO0029D D Mar2o1o
PRO00291 April 2019
PRO00202 May 2019
PROD0293 Jun 2019
PRO00204 Jul 2019
PRO0029S Aug 2019
PRO0029G Sep 2019
PRO002ST Oct 2019
PRO0029B Nov 2018
PRO00299 Dec 2019
PROD0300 Jan 2020
PRODD30T Feh 2020
PROD0346 Mar 2020

Leave Provision Details Screen

Administrator

Posting Leave Provision:  All e Sear‘_ Delete  Page

FROM DATE

11/2019
2{1/201%
31/2015
41172019
5/1/2018
6/1/201%
T/209
&1/2019
9/1/2019
10/1/2019
11/1/2019
127172018
1/1/2020
2/1/2020
3/1/2020

TO DATE

1/31/20019
2/28/2019
3/31/2019
4/30/2019
5/31/2019
6/30/2019
73172019
&/31/2019
5/30/2019
10/31/2018
11/30/2018
12/31/2019
1/31/2020
2/29/2020
3/31/2020

TOTAL AMOUNT
2873346
423855
3539.02
426471
367527
426029
355943
444749
448475
342690
4,600.88
336937
-68,644.29
4262.76

378222

1S
POSTED

HEEEEDE@EEE A @ EEE

CREATED BY
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB
MEGANB

7 o=

CREATED ON
/232019
7/23/2019
7/23/2019
7/23/2019
7/23/2019
7/23/2019
7/23/2019
7/23/2019
7/23/2019
7/23/2019
7/23/2019
7/23/2019
7/23/2019
/232019
9/2/2019
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LEAVE LIABILITIES | WORK DATE: 3/31/2020 I\,/'jl t |0} ~"SAVED
Generate Leave Provisions Post %3 Un Post & Vioid Posted General Jounal ¥ Print More options

& E LIABILITIES _/

Transaction Number PRO00346 From Date 3/1/2020

Description Mar 2020 To Date 3/31/2020

Is Posted
GL Document No. G00032
Lines E
TRANSACTION

EMPLOYEE CODE t EMPLOYEE NAME DATE TOTAL AMOUNT TOTAL BALANCE AMOUNT POSTED BALANCE POSTED
EQOOT22 H Dima Joseph Massad 3/31/2020 24184 750 69.52 250
ED010 David Boon 3/31/2020 200.00 &8.00 BE.67 2.00
E0012 Muhammad El-Maraghy 3/31/2020 375.00 750 125.00 250
E0014 Emarati Employee 3/31/2020 442742 750 1.272.25 250
EDO15 Ahmed Nawar 3/31/2020 3,750.00 950 1,250.00 250
ED016 Wasim Akram 3/31/2020 200.00 &8.00 BE.67 2.00
E0017 Mid Month Joinee 3/31/2020 200.00 600 66.67 2.00
E0018 Mid Month Joines2 3/31/2020 250,00 750 83.33 250
ED019 Arrears Arrears 3/31/2020 375.00 750 125.00 250
ED020 KSA Employee 3/31/2020 362.90 750 104.28 250
E0021 Joinee Mid Manth 3/31/2020 183.33 550 61.11 1.83

Click <Generate Leave Provision> button to generate Leave provision for all employee for the selected period.

Field description

Employee Code

This is employee Id for all the employee for whom leave liability has been created due to Generate button.

Transaction Date

Date till the liability is created.

Total Amount

This field displays leave liability amount from date of joining till the date in Transaction Date field.

Total Balance

This field displays total accumulated leave days from date of joining till the date in Transaction Date field. (Note:
System calculates accumulated leave days, irrespective of leave taken during this duration.)

Amount Posted
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This field displays the leave liability amount during the period for which transaction is created at Header section of the

form. (Between “from date” to “To date” at header level).

Balance Posted

This field displays the Leave days balance during the period. (l.e. each month= 2.5 days)

All the fields get filled automatically due to action of Generate Button.

Calculation

Total balance

Let joining date is 15-02-2019.Employee leave entitlement is 30 day per day. Transaction is to be created from 15-02-
2019 to 31-3-2020 (410 days).Calculation will get done as per the Benefit profile selected for the employee on

Employee master at payroll parameter tab.

EMPLOYEE | WORK DATE: 3/31/2020

E000722 - Dima - Joseph - Massad

< Rafresh

PAYROLL PARAMETERS

PAYROLL SETUP

Grade Code

Band Code

Band Step Code
Posting Group Code
Payroll & Provision Group
Leave Profile Code
Calendar Code

Benefit Profile

Ticket Code

Time Attendance Code
Salary Day Rate

Salary Hour Rate
Social Salary

GL Posting Profile

3 Pericgic Eamings

GRADE 1

BAND 1.1

FEMALE

ALL

ALL

30CD

MONTHLY

USA-NY

PAYROLL

% Periodic Deductions

0.00

0.00

0.00

(2) +

[ Profile Change @ Insert Employee Defaults

PAYROLL SETUP DESCRIPTION
GRADE 1

BAND 1.1
FEMALE

ALL EMPLOYEES
ALL EMPLOYEES
30 Calender Days
VALD
EOS-Provision

NewYork-USA

Stop Salary

Entitied For Overtime

More options

Amount will get calculated as per the equation set for the benefit code selected (Code 50)
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Equation of benefit code can be seen through

Setup < EOS Setup < Select pay code (Code 50) and then go to General Tab

50 - EOS-Provision

=) Maximum Limit Equation Card =+ Accured Leave Equation

—

=+ Benefit Levels

=) Permission Deperication

END OF SERVICE BENEFITS

Type End OF Serivce Label | |
Pay Code 50 Short Name | |
Description | * Deduction Type Others

GEMERAL

Minimum Of Service Y... | .00 ACCURED LEAVE

Use the current benef...

Include Full Motice Pe...

880

Calculate for part of t...
MAXIMUM LIMIT

Standard Equation

Equation can be set as per requirement

If basic salary is 1,000 AED.

Acoured Leave Provisi...

Accured Leave Provis

Accured Leave Equati...

| V]

| Annual Leave-Working days |

(Full Basic Salary/Default Work
Days)*Leave Days

Total liability Amount from 15-2-2019 to 31-3-2020 (410 days) 410/30*leave days or Total balance

Total balance Leave entitlement/365*total days from joining to till 31-3-2020. (30/365*410= 33.69863)

So Total Amount is 1000/30*7.5= 460.5479

Amount Posted- This amount shows liability realize during 01-07-2010to 31-10-2010.This comes either by deducting
Total amount from amount realized from joining to one day before start date of transaction i.e. from 01-06-2010 to
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30-06-2010 or deducting Total amount of current transaction from total amount of transaction created just before the
current transaction.

Here, leave from 01-06-2010 to 30-06-2010 is 70/365*30=5.753 Amount- 120/30*5.753= 23.01
So amount posted = 117.367-23.01=94.35 Balance posted- 29.342-5.753= 23.589
If transaction is created from 1/11/2011 to 30/11/2011

Total amount=140.38
Total balance- 35.096

Amount posted=Total amount- Total amount from Previous transactionl.e. 140.38-117.3667=23.013
Balance posted-Total balance -Total balance from previous transaction35.096-29.342=5.753

Once the transaction gets generated at line section, press <Post> button and a GL document No will be created .
Created GL Document No. can be viewed through General Journal under Periodic Section

-
LEAVE LIABILITIES | WORK DATE: 3/31/2020 @ - 0] ~" SAVED A

PRO00346

Generate Leave Provisions Post 5 Un Post N Void Posted General Joumal B Print More cptions

;.EAVE LIABILITIES

Transaction Number PRO00346 From Date 3/1/2020

Description Mar 2020 To Date 3{31V

Is Posted

GL Document MNo. G00032

Posted transaction can be voided by selecting <Void Posted General Journal > button
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6. Wages Protection System

To complete the final salary process, we have to prepare the WPS bank transfer letter along with its attachments,
To start, go to DynaPay Home Page and locate the Periodic section. Click <Wages Protection system> to display
WPS.

Dynamics 365 Business Central Sandbax15 0

My Company Setups.  Transactions Periodic - Administrator =

Payroll Process  TEC Provision  Non-TEC Provision  End Of Service Benefits  Posting Leave Provision  Wages Protection System  General Journal

. { Employee 4 Deduction + Un-Paid Leaves 4+ EOS
DBS HR-Payroll Solution For famng  tPadlenes 4 OverTme  Repors
Business Central

1]

Activities

Wages Protection system (WPS) Overview Screen

MONTHLY

& Generate wps G Export WPS More options

GroupName |

Calendar Code MONTHLY From Date 2n/2019

Calender Year 2019 To Date 2/28/2019

Payrall Period 2

Lines =}
Employ count Calendar Start Calender End Murmber Of Varizhle Salary Fixzd Salary

EDR Perzan ID Employee Bank Agent Number Numbar Date Data Days Amount Amount

- EDR : 30114028963870 603510102 AEB00440000010 24172018 2/28/2019 28 0.00 1,200.00 0.00
EDR 30110117601351 603510102 AE350240062520 212019 2/28/2019 28 0.00 47143 0.00

Click on <Edit> Button and select the payroll period for which you are preparing the payroll.

L —

S DES WPS BANK DOCUMENT I\"/jl 0] ~"SAVED 0 o a2~
F& Generste wrs  [3 Export WPS Actions  Fewer options
GroupName
Calendar Code MONTHLY v From Date 2172019
Calender Year 2019 To Date 2/28/2019
Payrol| Period 2
Calende: Calender es
Period Ne T Start Date + Start Datz 1 te 1 Menth
Lines 1 171/2019 1/1/2019 1/3172019 1 =]
= 2/1/2019 21172019 2/28/2019 2
It jumber Of Fixed Salary
EDR n 1D 3 3n/2018 3/1/2019 3/3172019 3 Days Amount
= EDR t 30114028963870 4 40172019 4/1/2019 4/30/2019 4 2/28/2019 28 0.00 1,200.00 0.00
EDR 30110117601321 5 5/1/2019 5/1/2019 5/31/2019 5 2/28/219 26 0.00 471.43 0.00
<
Select from full list
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Click on <Generate WPS> Button to generate WPS for the selected payroll period .

Click on <Export WPS > button to export generated WPS file.

N - -
Iﬁ Generate WPS I G Export WPS I Actions Fewer options
GroupMName
Calendar Code MONTHLY ~ From Date 2M1/2019
Calender Year 2019 To Date 2/28/2019
Payreil Period 2 v
Lines =]
Employee Account Calender Start  Calender End Number Of \ariable Salary Fixed Salary Days On Leave
EDR Person ID Employee Bank Agent Number Number Date Date Days Amount Amount For Pesiod
= EDR 1 30114028963870 603510102 AEB00440000010 2/172019 2/28/2019 28 0.00 1,200,00 0.00
EDR 30110117601351 603510102 AE350240062520 2/172019 2/28/2019 28 0.00 47143 0.00
What do you want to do with 000000001180416....csv (227 bytes)?
From: msasiseaas3331- Open Save Ea Cancel #

t5kqfo.applicationservices.businesscentral.dynamics.com

Select the place where you will save the generated files for WPS (you have to create a folder on your desktop for the
monthly WPS files and create sub-folders for each salary period)

Click “Save” and open file.
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7. General Journal

To display Payroll voucher, go to DynaPay Home Page and locate the Periodic section. Click <General Journal> to
display the Payroll Voucher (Document No.)

Transactions

CRONUS UK Ltd. Setups

Payroll Process  TEC Provision  Non-TEC Prowvision

Periodic

End Of Service Benefits

Administrator

Posting Leave Provision

General Journal

. + Employee  + Deduction  + Un-Paid Leaves -+ EOS
DBS H R_Paer” So|utlom For + Earning + Paid Leaves  + Over Time E Reports
.0
General Journal Overview Screen
GENERAL JOURNALS | WORK DATE: 3/31/2020 ~ SAVED 2~
Batch Mame MONTHLY Posting Date 3/1/2019 B
GOO063 Currency Code -
Manage Process Payroll Page Post/Print Line Account Mare options ¥ @
Dimensions »~
ACCOUNT NO. ACCOUNT NAME DESCRIPTION DEBIT AMOUNT CREDIT AMOUNT
DIMENSION

m ~ UAE Pension UAE Pension 148.06 DIMENSION VALUE

50700 Accrued Salaries 8 Wages Accrued Salaries & Wages 2327.90 CODEt CODE DIMENSION?

30700 Salaries Expense Salaries Expense 1,137.90

s noth how in this view)

9004 Payroll Expenses Payroll Expenses 109.68 (Thers & nothing to show in this view)

9001 Basic Salaries Basic Salaries 54839

9016 Pension Company Contr Exp Pension Company Contr Exp 183.19

s17 Pension Company Contr Lia Persion Company Contr Lia 183.19 \ncoming Document Files

5002 HRA Expenses HRA Expenses 109.68

9003 TA Expenses TA Expenses 274.19

NAME TYPE

Document No.

After Posting the Payroll transaction, you can look up for the Document No.
shown above.

FOR FURTHER INFORMATION FEEL FREE TO CONTACT DBS
Dynamics Business Solutions DMCC
2903 HDS Business Center, Cluster M, JLT, PO Box 336613, Dubai, UAE

Tel: +971 4 447 5525 inquiry@dbsae.com | www.dbsae.com

(Thera is nothing to show in this view)

and the payroll voucher will be created as
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