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Payrollimplementation overall Process

1. Finance Basic Setup
e

+ |

3. Patroll Policy & Rules Setup

4. Employee Dat&etup& Administration
5. Daily Transaction

6. PeriodicTransaction
(

7. Reports

Finance Basic Setup

Chart of Number Exchange Dimensions

Account Sequence Rates

Payroll Basic Setup

Payroll Employee Workflow

Calender Group

Payroll

= Leave Profileg Parameter

Setup

—> Bank File
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Payroll Policy andRulesSetup

Deduction | Earning =4 Unpaid Leavelz=d Paid Leave

Time & : : Grade Posting Profile
attendance Entitlement (Ledger Setup)

Daily Transactions

Earnings

Payment

Journal Deductions

Post to Ledger
Employee

Loan & Loan Lz Selion Overtime &

Encashment \ Absence

\

Leaves
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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

'Allowance Report

'Monthly Salary Detall Report

Deduction Report

Empoyee Variance aary |
Leave Baance

Unpaid Leave

_Payslip
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A. SETUPS SECTION

1. Payroll Parameters

1.1 To set up Payroll Parameters, go tayroll Home Pagefirst. Under the sectionz Setup,
click<Payroll Parameters> to proceed.

,easy to learn and quick

implement!

O.OO
Irsaghts

‘ower B Reports

LST OF EMPLOYEE FOR SALARY STOPPED
Get started with Power 8!
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1.2 Payroll Parameters General Screen

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

SETUF PAYROLL CALCULATIDN ANE 6_ @ i SKVED oA
Payroll Parameters
GEMERAL
Actual Wiorking Days Dhartzalt iark Days Laava Days Peist Aoumals [

that atfact Acbual Work

Ditys + Wesskdy Huliday and Rounding Off | an|

included in Working Days

Nty Ernplonss IE:J

Cumsnecy = | rotoemasrorar | 26 |
(6 Tomplata Coda | | rotomsarrwea | q
) Batch Coda | “|  rotomsasrurmon. | a0
Pioating Praotike | - |

MEGATIVE SALARY

Balance The Magativa . TS Nugathe Paynoll Disc_. Balamos Thi Megative Salary Laan
Loz &0 halanoe the n. | ;]

SALARY VALIDATION

Maimim Doduction | o | Allow mareall Fayrodl . @)

Start Data | 1712009 i |

Salary Mz Ras | o | Laave Sear Ratarance |£.ir.nde| Yaar |
Accapt hture revision_. D) Areisal Loave Genarat.. @)

Liave Redererce | Jain Data N | Albent Coda | 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 Equatior» for the Equation Editor to bprompted 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 inclirdéébrking days)

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

b) CurrencyPopulate this field using the dropdown menu to choose the defaultenoy for
the payroll processing.

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

d) GJ Batch CodePopulate this field using dropden menu to choose the matching GJ
Batch.

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

f) Post JournalPopulate 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 rouwofd 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 YeaEnter the number of days in a year for paly processing
purposes. i.e. 365

i) Number of Days as per WeeEnter thenumber of days in a week for payroll processing
purposes. i.e. 5

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

1.4 Click NegativeSalary Tab

a) Balance the negative Salary:Populate this field using a chkmark 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 applicdle 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 ValidationTab

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

b) Allow Manual Payroll EntryPopulate thisfield 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 Reision 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 ReferencePopulatethis field using the dropdown menu to choose thppéicable
option as leave reference.

V Joining Date-" AOAA 11 AT AiIiBPITUAASO OOAOO AAOA xEC

V Seniority DatezAAOAA 11 AT Ai DI T UAASO OATEI OEOQU AAC
d) Leave Year Referencdopulate this field using the dropdown menu to choose the

applicable option as leave year reéace.

V Employee Year" AOAA 11 OEA AibPi T UAAGO ETEITEIC $AO0A

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

e) Annual leave Generate unpaidPopulate this field usig 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 DescriptionDescription for the absence code
1.7 Click HR Email Details Tab
a) HR Descriptian:Enterthe name of the human resource department contact person.

b) HR Email: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 sequencesart,ockck Human Resource
Setup button, thenclick <Edit> button to select the number sequence from thBlumber series list
page like below is displayed.

Human Resources Setup

Process  Employee  Documents More options

MNumbering

Empioyee Nos. EMP E Leave Transaction Number PAYROLL

Base Unit o asur Provision Number PAYROLL

PAYROLL

PAYROLL Number PAYROLL
P-BLK Blanket Purchase Order

P-CR Purchase Credit Memo

P-CR+ Posted Purchase Credit Memo

PHYS TNV Phwsical Inventony rrec
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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 Galendar

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

[H Dynamics 365 Busineis Central

2.2 Payroll CalenderOverview Screen
A brief explanation for all column headers is listed below for easyeate.
a) Calendar code: Monthly
b) Description: Monthly Calendar
c) Payroll period: Monthly
d) Calendar working days: Yes
e) Working days per week/month =3{ays
f) Navigate DynaPa# Setup A Payrol CalendarA Calendar codd Actions A SetupA Public
holidays
0 Click <New=andadd the following Holidays
o New YeaA 1/1/201% 1/9/2019
o National Day of UAB 02/12/201% 02/12/2019

MONTHLY

F& Generte Period HE calendar Period Actions Fewer options

F& Generte Period fil8l Calendar Period Setup /

3 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
. gar:’E'Eni'.List i Delete Fage hore optiomns -
= 1/1/2019 Po1/2009 2019
829 BA15/2019 Adha Eid 2019

g) Navigate DynaPaf Setup A Payroll Calendar A Calendar code A Actions A Setup
A Calendar off days
0 The calendar off days is Fridays asaturdayswveekends
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o Cick+Newbutton andchooseOEA x AAEAT A8 O AAU 1 O0i AAOS

CALENDER OFF DAYS NOT SAVED ] =
Search & Edit List i Delete Fage
Cay Number T Namag
Fricay
=4 7 Saturday

h) Navigate DynaPay, SetupA Payroll Calenda#, Calendar codeé ActionsA SetupA Shifts

SHIFT DAYS SETUP «/ SAVED e
O Search + New BB EditList  [i] Delete  Page NT—
NUMBER OF
DAY NUMBER * NAME SHIFTNO 1 FROMTIME  TOTIME HOURS
:  Sunday REGSHIFT 8:00:00 AM  4:00:00 PM 8.00
2 Monday REGSHIFT §:00:00 AM  5:00:00 PM 9,00

Day Noz a numeric value assigned to a day, for example 3 = Monday
Namez description for the shift
From Timeg starting time

To Timez ending time

O O O O o

Number of hours

2.3 Setting up calendar period
a) The next step is setting up theeriodic payroll processing dates. Clickalendar Code button
to prompt the Payroll Periodic Dates screen.

i Dynamicy 355 Bonines Coniral
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2.4 Generate Period

a) The system will gnerate all periodic payment frequencies based on the chosen Calendar year
and calendar periods. In this exafe,
o Calendar Year: 2020
0 Month closing Date: 1/31/2020
o Payroll cutoff Date: 1/25/2020
0 No. of Periods: 12
b) Click<Generate Period >button to generatethe calendar periods.

PAYROLL CALENDER (72) 4 @ SAVED  []

\“/ - ' L=
Es Calendar Period Actions Fewer options

CALENDER

Calender Code MOMNTHLY Calender Working days Yes v

Description MONTHLY Working Days Per Mo... 3'/
Payroll Period Monthly Calender Year 2020

CALEMDER PERIODS
Month Closing Date 1/31/2020 4"::%:/ No Of Periods

Payroll CutOdff Date 1/25/2020 o

c)! PI B OAOAAT xEIiI1l AA OEI xI O0AUOIIT1l O0OAOEI AO

: - () - - N~

PAYROLL CALENDER k ) i v SAVED i

® Generte Period | [ Calendar Period Actions  Fewer options

CALENDER

Calender Code MONTHLY Calender Working days Yes

Description MONTHLY Working Days Per Mo. 30

Payroll Period Monthly Calender Year 2020

——_—

o Payroll periods generate sucessfully
CALENDER PERIODS ‘

| ”

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 easgresice.

14| Page



DynaPayayroll¢ HRMSor Microsoft Dynamics 365 Business Central d Dyn ay

For D365BC

2.5 CalendarPeriods

a) Click<Calendar Periodsto 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
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b) Calendar YearEnter the year associated with the payroll calendar.

¢) Period NoThe system automatically assigns a series of numbers for all calenéaiogs
associated with the payroll year.

d) Start Date:The date on a calendar period begins.
e) To DateThe date a calendar period ends.
f) Cutoff Date:The date payroll processing takes place.
g) Period Status:
0 Opened- payroll periods to be processed
0 Closed-procesf A DAUOT I 1 PDAOET AO8 4EA OUOOAI xi180
salary during the closed month.
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3. Employee Group
3.1To start, go to DynaPay Home Page and locate $stupsection. Clickk Employee Group=to
display theEmployee Grouverview Sceen.
3.2 Employee Group Overview Screen
A brief explanation for all column headers is listed below for easy reference.

0 Group Code : A unigue code for the Employee Group .

o Group Name: A description for the Employee GroBpO CCAOOA A gdhadtadE DOET 1
A1 Kempdrand & 8

0 Click <+ New> button to add a nevEmployee Group

o EmployeeGroup will Helpto processthe payroll or extract payroll report for specific
Group.

Oreammac s 345 Bomrnrin Contr of

17| Page
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4. Grade

4.1 To setup the different grades assigned to employees, gbymaPay Home Pageand locate
the Setup section Click <Grade> to proceed.

11 Dysamics 365 Business Contral

Grace A esrc ten O e

ot

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

0 Grade CodeClick to enter the code for the particular grade or ranking for employees
o Grade NameClickto enter an explanation or name for the grade.

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

.‘/- _.-\.

GRADE () ¢ @] SAVED 0 o
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 thdD 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, clickManage> and then press BandStep> to
set up the step and other related parameters.

AND STEP v

2 Search -+ Mew  Manage  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 BandStep 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.

0 To setup the details for the Step, highlight it under tBand Steptab; then click Band
Step Code

FEMALE - BAND 1.1 - GRADE 1
£} Lawe Bigitiity l Drvertie Bl I

STEP DETAIL

AOMNTH e Desriphice Graduity
Wk e
ofile Descriptio 22 Wiorking Days Thcicet Coce Descriptio Ticied
TICKET INFORMATION
2 18
et 0
Eoonary Class
LEAVE BALAMCE
- o

4.5 Click Step Detal Tab
a) Calendar CodeRick the appropriate calendar code using the dropdown menu.

b) Leave Profile CodeRick the appropriate leave profile using the dropdown menu. Wiié
define the leave balance entitlement per year for the employees

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

d) Ticket CodePick the appropriateitket code using the dropdown menu.
e) Eligible for TicketPopulate this field with a checkmarkflight ticket entitlement exists.
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4.6 Click Ticket information Tab

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

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

d) Children Maximum Age%i OAO OEA | A@EI Oi ACA DPAOI EOOCEA
son/daughter for them to be entitled for a flight tiek

e) Child to adult ticket age: %1 OAO OEA AAOI O ACA PAOI EOOEAI A A&
for themto be entitled for a flight ticket.

f) Ticket ClassPick the appropriate flight ticket class using the dropdown menu.

4.7 Click Leave Balance Tab

a) Carried Foward:Populatethis 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 Hoow | & 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

4.11Click Onetime Payment Button

OES OMETIME EAAMING FAULE CARD @ | ] "
MAirarvien Equation Flasimum Eguation | Pllcire ciprtiong
Band Siep Coda FEMALE Pay Coda Dascrigtion
Effactie From - E |
OVERVIEW
Minium Amcunt B Datault vakia | awarage |
Spansor | |
Masdmum &mount EQ Recovard In EOS ]
Racovard Madal [ Procased |
RigcunTanca |L.r'llmr.n:l hd | Ancovary Parcsntags | ':“I'l
‘ear Rafaranca |E:hndw Waar ~ | Daduction Coda | o o |
Mirimum Serica Mo | o | Daduction Coda Da..
Masdmam: U ndushor | oo | Partial Payerant [
CHILD
Par Child [ I Mas Aga non
santh Bdane M Childran Numbar [+
Min A ooa
PERDMEM
Par DHem [ Bk Dayhuftr Trarsl .. o
ncluda Travaling Duys * 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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4.12Click Rovision Button

STEP PROVISION W
L Search -+ New [BPEditList [ij Delete - Max Amount Per..Period Equation  Page Y =
BA
PROVISION ON PROVISION PROVISION REFERENCE PROVISION AMOUNT
CODE? PROVIS.. FA REFERENCE DESCRIPTION EQUATION
¥ [l O 0
O
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5. Leave Profile

5.1 To setup leave entitlement per year for an employee, go to the BymaHome Pagefirst. Then
locate theSetup section click < eave Profiles> to proceed.

5.2ThelLeave Profiles screen pops up, clidkewv> icon to add a new profile.

o0 Profile Coder enter a unique code for the leave profile
o0 Namezenter 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
T " -
LZZWD : 22 Working Days
24WELC 24 Working Days
30CD 30 Calender Days
30WD 30 WORKING Days

22WD

LEAVE PROFILE INFORMATION

22WD

-

Lines Manage

ELIGIBLE FOR NUMBER OF LEAVE
SERVICE YEAR (FROM) SERVICE YEAR (TO) DAYS
5.3 To add more details abouthe leave profile, click Manage and add new line A range on the
number of years an employee is with the firm is defined iis #treen. For example, an employee is
entitled to 14 leave days per year if he/she has been with the company for at leastangeap to 5
years.

0 Years frong minimum number of years an employee is with the company

0o Tozmaximum number of years an employee is with the company

o Eligible for number of Daysnumber of leave days an employee is entitled to in the given
leave profile

24| Page



DynaPayayroll¢ HRMSor Microsoft Dynamics 365 Business Central

@j DynaPay

For D365BC

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

v

SYSTEM
RESERVED
PARAMETER

IS ADD IN TOTAL

IS ADD IN TOTAL
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Factor  Factor Name Factor Description

ID

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 empjee from payroll setup

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

6 Units Count Variable filled during the transaction

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

8 Public holidays Daysduring 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 Wor No of leave days whitis deducted from salary
Days

13 Leave Days No. of effective leavelays

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 andincluded in| no. of weekendsluring the working period
Working Days

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

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

20 Public holidays Days Excluded fror No. of public holidays were excluded from the leave days calculat|
effective LeaveDays

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 fdhe 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 yearlybenefits days for EO8alculation
60 Defaulit ngrkmg days excluding day No. of default working days excluding the period before join
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

Is System Reserved
BAND

Linked To Grade
Fixed

FIXED VALUE

Fixed Amount

/ enable if the record | o compasit Factor {

created by the system

and cannot be deleted.

{ Checked if the value

® ) will be picked from the
employee grade.

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

s Add In Tota (CHID] If pay code is selected and the check
_— W bow s on to calculate the total

Calculate Daily Rate
FeE 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 fbe tdifferent payroll transactions in the

system. To begin setting up posting profiles, go to Dipag Home Pageand locate theSetup section.
Then, click Rosting Profile> to proceed.

S Setups Transaction e A trat /
MONTHLY PRYROLL

7.2Posting Profile Screen

This screen provides a snapshot on theatiéint postingprofiles defined for each pay code.

DES POSTING PROFILE DOCUMENT |\:\,_/j| { ] ~" SAVED i
MONTHLY PAYROLL - MONTHLY PAYROLL
Lines Manage W B
POSTIMG POSTING SUMMARY CLEARNING
PROFILE GROUP ACCOUNT ACCOUNT POSTIMG
PAY CODE * PAYCODE DESCRIPTION TYPE WALUE * CODE CODE LEVEL
:  Basic Salary All ALL BASIC SALAR... SALARY PAYA.. Ledger
4 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 colureaders found under Overview tab.

a) Pay Code
This field displays the pay code associated with the payroll item.
b) Description
An explanation or naméor the payroll item.
c) Posting Profile Type
This field displays the payroll/transaction type associated with the pay code.
Posting Profile Type (All EmployeeGroup)
d) Posting Level

V Posting Level (=Worker)
V  This will affect Employee Transactions List
v PopOl AGA OEEO ZEAT A xEOE A O71 OEAOG
post to the employee transactions list.
V Posting Level (=Ledger)

V Post Directly To General Journal

v oi pO0i AGA OEEO AEAEAI A xEOE A O, AA@kols

item to be posted directly to the general journal.

Oi

ET

£l O
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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 ecordingly.
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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 -~ S0 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 argksciption 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
e e —
BONUS 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 organizatio

DBS Setups Transactions Periodic Administrator
Provision Setup: ~ All O Search -+ New li] 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/Billin@ross) salry.

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 000

FINANCE

Lines Manage 7 B
1S
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

10.3In the following screen, the user will setup the financial impact by select the summarglaaring
account (debit and credit sides) of the posting vouchers.
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11.Deductions Setup
11.1To offset an amount such as a loan repayment frondariLJt 28 SSQa LI @ OKSO1 = NB
being paid; you would have to set up a deduction itena¢complish that.

dzt G Ay 3

QX

Navigate DynaPaySetup® Deductions Setup

11.2Deduction Overview Screen:

PAY CODE 1 v DESCRIPTION SHORT NAME REPETITION FREQUENCY
5 Pension Periodic Monthly
13 Loan Menthly Deduction Periodic Monthly
29 Advance Salary Deduction Periodic Monthly
31 Megative Salary Loan Deduction Periodic Monthly
35 Mobile Deduction One Time Monthly
36 Other Deduction One Time Monthly

11.3Deduction Detailed Screen:

6 - Pension
) Starclard Equation Card Aasimum Equation Car £ Leave Quation D_ring The Feriod

DEDUCTION PAY CODE

Daduction Repetition Pericdic
Pay Code 5 Fraaguency Monthly
La Loan Installmant [
§ Equatic -
EQUATION TAB
STANOARD EQLATIOME MUAKTHILIM LIMIT EQLUATION FOR THE TRHAKSACTION
(Full Basic Salany + Housing
allowance] *5/ 100
Fliad tad It 1}
EQUATION WHEN LEAVE DURING PERIOD
{HFl Basie Salary 1 Housing
al ko znace ) 1,05 Dietault Work
Days*Achual Wi Days)
PAYROLL
stictod W Grace @) fud I [
Post o Empiloyes Tra - )

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

a) Pay Code

This is the pay code assated with the deduction item.
b) Description:

An explanation or name for the deduction item.
¢) Is Disabled
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This field ispopulated by a checkmark if the deduction item should be disabled for payroll
processing purposes. Checking this box would populatedbésabled> box on the right hand
side as well.
11.4 Creating a Deduction Item
a) To create a new deduction item, click the <Neigon to start. The Pay Code as shown in the
item

To create a new deduction item, click t:?de\‘w icon to start. The Pay Code as shown in the item

Deductions Setup:  All L Search -+ New™ Manage Page
PAY CODE * DESCRIPTION SHORT NAME REPETIMION FREQUEN(
& i Pension Periodic Monthly
Loan Monthly Deduction Penodic Monthly
Advance Salary Deduction Peniodic 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) To add or modify details for a deduction item,yavould update the fields.

DEDUCTION PAY CODE

Typs Drduction Rispif hoan Oiwi T
Pary Tl 53 Friaqusnay Manthiy
: - e o)
i l Ir l:i::l
i atier .
EQUATION TAB
STAMOAAD EQUATIONS. BAAXIEILM LIMIT EQUATION FOR THE TRAMSACTION
DraErips PFellarsd vy tal It o
EQUATION WHEN LEAVE DURING PERIOO
PAYROLL
ctud With Gr & netu : &
et B I ¥ [ ]
e T @ &

34| Page



DynaPayayroll¢ HRMSor Microsoft Dynamics 365 Business Central

b) Is Equation

The field is populated by a checkmark to activate theggation> button when it is required to
define the deduction item. Checking this field will activate th&ransaction Description (Unit)
field. Enter a descption at <Transaction Description (Unit)field first, then click $tandard

Equation Card> button to use the Equain editor. To begin, check off ks Equatior> box. The

<Standard Equation card> button(red circle)is now activated.

%) Standard Equation Card

DEDUCTION PAY CODE

. | —

Maximum Equation Card Q Leave Quation D...ring Yhe@ Actions *

—e— ®

Type

Pay Code
Description
Label

Short Name

EQUATION TAB

Deduction

[penscs

Repetition Periodic
Frequency Monthly
Is Disabled L._t

Loan Instaliment @ )
Is Equation

STANDARD EQUATIONS

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

MAXIMUM LIMIT EQUATION FOR THE TRANSACTION

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

7 8 9 ( »=
4 5 3 ) =
1 2 3 < =

0 00 > <=

Cendition :

False :

A Full Basic Sdld b

Save Equation

Add Condition

Add Faclor

Validate Equation
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The dropdown menyred 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 calculatensiom 1 A 068 Be fdrndutalvioudd b®(Full BasRalary+
Housing Allowance)*5/100.

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

PickFull Basic Salaryrom the dropdown menu.

Click sAdd Factor> to add the variable

Click <> foraddition

PickHousing Allowancefrom the dropdown menu.

Click Add Factor> to add the variable

Click ¢ > formultiplying

Click &>, Click ¢> fordivision andClick 4.00>.

Click Save Equatiorr to add the equation onto the system and return to teguation
tab as shown below.

If you Click<Clear Equatiorr, it will deleteequation onto the system and you Click
<Clear Character:t will deletelastvariable ofnumericvalue.

<K<K <K<K LKKL

<

Equation when Leave during Period

Click 4.eave Equation during the Period>to display the equation editor foleave calculations.
Refer to the previous itemls Equationon 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 B - ) =

1 2 3 - < ==

0 00 / > =

Condition :
True:

False :

Add Condition

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

If the deduction would bearried out by a series of installments, an example would be offsetting
the monthly loan payment for an empyee 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 ferLoan Monthly Deduction>was chosen

e
DEDLACTION SETUF l ] SEVED =i
L A

13 - Loan Monthly Deduction

DEDUCTION PAY CODE

Typs Dasduction Raspredithcin Pariodic
Pay Coxds 12 Froquency Monthly Hf

Lisaan Mosrithly Duduictior & Disabbend (]

EQUATIOM TAE
STANDAAD EQLIATIONS MUAXIMLIM LIMIT EQUATION FOR THE TRANSACTHIN
EQUATION WHEN LEAVE DURING PERIOD
PAYROLL
& cluda I Gr [ ]
Post 1o Employos Tra [T E (]

V Maximum Limit Equation for the transaction

Click ¢aximum Equation Card> to display the equation editor for calculating the maximum
installment amount* Refer to the previous itenz Is Equation on how to use the equation
editor.

V Max Installment Period:

Enter the maximum number of installment payments allowed in fid.
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d) Repetition

V One Time

This is foranoDAOET AEA AAAOAOEIT AGCAET 00 AT AibITUA,
monthly loan payment on top of an existing one. Check afoan Installment> would disable

this option.
V  Periodic

Populating thisfield 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 respectadio button.
f) Post Directly to Ledger

This box ipopulated 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 deduitéiondependent on an
Ai P11 TUAAGO COAAAS

h) Include inGross 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 deductitam should be included as part of the
pay slip fo payroll processing purposes.

j) Postto Employee Transactions History

Populate this field with a checkmark if the associated entries for the deduction item should be
posted to the Employee Transactions. Baxe that the related information is reflected in eh
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

12.1An enployee compensation package may consistagfditional allowances and payments on top of
the basic salary, so you may have them properly setup under Earnings Setup.

Navigate DynaPay Setup Earnings Setup
12.2Earning Overview Screen

This section will becovering all items found undebverview 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
11 ¢ Bascsaay Periodic Monthly
2 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
Education Allowance One Time Meonthly
Mobilization Allowance One Time Monthly
22 Transportation Allowance Periodic Monthly
Airfare Allowance Periodic Meonthly
Annual Bonus{Yeariy) One Time Yearly
28 Advance Salary One Time Monthly
Balance The Megative Salary Loan One Time Monthly
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) Pay Code
The system automatically assigns a paydeowvhen an earning item is crgal. This is a serial
integer number generated by the system.

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

c) 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.

39| Page



DynaPayayroll¢ HRMSor Microsoft Dynamics 365 Business Central

@ DynaPay

For D3&SBC

12.3Earning Detailed Screen
EARMING SETUF @ I & o SAVED

1- Basic Salary

Standard Equation Card Maximum Bguation Card €k Leave Quation D_ring The Poriod | Klara opticns
Tpa Earming Rapstitan [ Periadic ~|
Pary Ciocka 1 Fescuancy [ maoecray |
- =
Labal [ | s Basic Satary -

Shert Nama | |
EQUATIOMS TAE
STAKIARD EQUATIONS
EQUATION WHEHN LEAVE DURIMG PERIOD
Trareacticn Duscripti.. Oviginal/Dutault Wark
Diast{eutual Work Darys)
MAXIMURM LIMIT EQUATION FOR THE TRANSACTION 3
PAYROLL
Bastrictad With Grada L @) TICKET
ncluda In Gross Salary L &) b Flight Tickat D
REIMBEURSEMENT
Elemrant Of Payslip L @)
k& Redmbursamant O, 'l:
Pk fo Esrgplicysss Tra_ il
Roimbussasnant Coda 1]
Fost Diractly To Ladger (@)
Loan Raimbarsamant Desc.
SOCIAL SECURITY
s Laan &
Enclal Sty oo
Masimum Inctalman.. | e|
Soclal Serty Descr.
Radased Daducticn | [ |
CHILDREN
i uction DRECripsion
b Child Raquirad D
CATEBORY
s Job Related [ "]
Parproll Catagory |Sur*dan: e

'
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12.4Creating an Earning Item

To create a new earning item, simply clidkew>icon and the system generates a n&®ay Code
as seen below.

Navigate DynaPa# SetupA Earnings Setup +New

To add or modify the details for the particular item, clickyaecord under pay code Column.

— .

1 3 Basie Saiary Lo ererry
Housing Alpwance Pasiogie Monirey
Vol IOWIDE Pt Monirey
Ao B ore e Mererey
ASenron Loan Ore e Morinsy
Ticket Cre Temg L
LN ANSwarie Ore Teme oeerey
L= i e kit Ore Teme Wonthvy
et o A gwaroe Sevadi Marty

EARNING SETUP O 1]
54 -

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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12.5Adding or Modify an Earning Item

To add or make changes on an earning item, click on the particular item WeleCodecolumn.
I

)T OEEO AgAipi Ah PAU ATAA w O (T OOEIT G 11171 xAT AA

DBS Setups Transaction Perigdic
Earnings Setug: Al Search b Mew  Masace Fage
K T M 0N " M
g Salary Periodic Warthiy
:: i Houting Aiwande Perod Manthiy
Wiole Alowarce Perodic Morthy
Ao Bongs Ore Time Moty
Agvance Loan Ore Time Monthy
Thciet Ore Time wearty
Educution Alowarcs Orwr it Wcnthiy
MACHEINED ASCWAnCE QP Time Wicnthiy
Teprigrtion Alowirce Periodic Aty
Alrtang Alowanin Pt zwtiy
Arrul Bonus Ve Ore Time Tearty
Agaange Talary O T Migrtky
Baiarce The Megative Salany Loan Ore Time Wonthiy
Lesve Encashement Ore Time: Warthy
Food Coverage Periodic Monthiy
Liawve: Achvance Salary Ore Time Wionthiy
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Then, a new screen will be opened to add or make the necessary changes as shown below.

2 - Hous

g
Ly

ing Allowance
C E oL Ousation D. q The od I
Type aming = Ropeho Pariodic
Fay L Zz Monthly
Daser Housing Alkwsanca [ =]
Labal
short b
IEQUATIC-NS TAR |
STAMDARD EQUATIONS. MAKIMUM LIMIT EQUATION FOR THE TRANSACTION
(Full Baskc Zalary* (20,1000
EQIUATION WHEN LEAVE DURING PERMID
it Ovicgnal Dt dt Wk
D Actual Work Dins
Fastrictod With Grads [ ] TMCKET
. C alar - < Flight Tickat [ ]
REIMEURSEMEHNT
Elearaan ayslip [ )
% Radm bursamant Cx
Post & i Tra [ =)
Raimburzesrant Code o
Post D
LOAN Raimbarsamant Des
SOCIAL SECURITY
Social Secua o
Masdmun ta lin o
SoCial Seosity Dasdr
Fialated Du a
CHILDREN
ATEBORY
2 b Rak )
oll £ Standard
a) Click Earning Pay Code Tab

0 Repetition

This field is populated by using the dropdown menigkihg Peria or One Time.
V Periodicz pick this if the item igayable to the employee at the same payment cycle
as the basic salary.
V One Timez choose this if the item is for a naroccurring payroll payment event such
as Annual Bonus which is payabldyunonce per year.
0 Is Equation
The field is populated by a cheolark to activate the Standard Equation Card> button to use
the Equation editor to define the earning item.
V &1 O E11 OOOOAOQCEIT DOODPI OAOKh 1 AOBO OAful OEA EI
basic salary. )
V &EOOOh UT O #dusehlldwakcEoG EATEACEAG EOAE DAU AT AA EOAI
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 tdesired variable,
highlight the item first; then click the Add Factor> button . In this
AgAil b1 Ah OEA E OAil>was&Hdieh and dilded AouiBAsic Salaty
(purple circle), the code representing the full basalary is displayed.
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Condition

@bdain Equation O Condition OTrue  CFalse

@Ba::: salary-1 >,

L]

=]

[i=)
3

-

W
]

4 5 B } —

| =] = i =

e b= _ll | - =
Conditian :

True :

False :

Ful Basic 1 o j
o Bt

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 €ull Basic Salary, then click > (green box) for multiplication and finally

add 0>, </> for division and <100blue boxes)using the number pad to form the
equation as illustratedabove Finally, click Save Equatiorr (grey box) to add the
equation intothe system.
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V The equationred circlehas been added as displayed below.

2 - Housing Allowance

) Standard Equation Card Maximum Equation Card 1 Leave Quation D...ning The Penod I More options
Short Mame

EQUATIONS TAB

STANDARD EQUATIONS MAXIMUM LIMIT EQUATION FOR THE TRANSACTION

Emr >

EQUATION WHEM LEAVE DURING PERIOD

Original/Tefault Work

Transaction Descn F!1.|. .
Days*Actual Work Days

o Equation when Leave during period

This is for adding an equation calculating the impact of leave days for the eatemgTo
learn more about the Equation Editor, please referdts Equatior> definition for details.

Conditian

@bdain Equation O Condition OTrue OFalse

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

T B g B { =
4 B B } —~
2 i} = ==
o 0d = =
Condition :
True
False
Add Condition

= e Se oy —
Valte Eqcation
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b) Click Payroll Tab

(0]

o

Restricted with Grade

This box is populated by a checkmark and is applicable for an earning item dependent on an
Ai p1 T UAAGO COAAAS

Included In Gross Salary

This field is populated by using tlieopdown menu by clicking Yes or No.

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

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

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 infdramais 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 withepayroll.

Post Directly to Ledger

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

Loan
This box is populated by a checkmark and is applicable for an earning item relatédaio. a
Flight ticket

This box is populated by a checkmark and is appliedor 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.

Reimbursement

This field is populated by a checkmark for an earning item where reimburserse
required when the employee leaves the company as per his or her employment contract.
This will be deducted from End of service beneffior example Furnitureallowance will

be deducted from the employee if he resigns from the company before cotimgidour
years.

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

13.1To setup overtime parameters,
Navigate DynaPay, SetupA Overtime Setup

Setups /

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 particulavertime item.
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13.20vertime Setup Overview Screen
OVERTIME SETUF @ ] SEVED
8 - OverTime
1 Stanclard Equation Cand ¥+ Public Holiday Equation £k Off Dawys Epuation Cand

OVERTIME SETUP PAY CODE

Typs v Thma Shct Mais
Pary' Caosch -] s Equation [ &
bl

EQUATIOMS TAE

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

aciion Dascripsion Hormal Hours Transaction Desoripiio Wankands
PUELIC HOLIDAYS LATE WORKING DAFS

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

Transzction Descriptio Lata Werking Hours
an Dascriplio Pubilic Holidays
GENERAL
ncliadia In Geoss Salary E:l Pt DHrectly To Ledoer il
Elermaant Of Payslip [ ) Rassiriched With Grade il

13.3Creating an Overtime Item

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

> %

il
jam}
"~
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13.4Adding or Modify an Overtime Item

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

OVERTIME SETUP k," ) ® / SAVED
>,
8 - OverTime
) Standard Equation Card ||  Pubic Holiday Equation | P Off Days Equation Carg
- \ quation
OVERTIME SETUP PAY CODE SNETREI0 DS SR O
Actions
Type Over Time
Fewer options
Pay Coce v P—— [ o]
Description OverTime Fled Amount 0.00
Labed
!EQUATIONS TAB *
>

STANDARD EQUATIONS OFF DAYS

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

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

(Full Basic Salary/Default Work

Days*Units Count*1.5)

Trangaction Descripti Late Woridng Hours

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

The field is ppulated by a checkmark tactivate all type of Equations > button under
After Normal Working Hourswhen 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 uge th
Equation Editor

o Fixed Amount

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

b) Click Equation Tab
0 Standard Equation Card (After Normal Working Hours Equation)
V Input the equation for calculating aartime 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 anexplanation 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)

B g =
4 B &
z 3 =
o 00 =
Claar Equalicn Clear Chasrmscior

Condition :

False

e
T

51| Page



DynaPayayroll¢ HRMSor Microsoft Dynamics 365 Business Central d DynaPay

or D3&65BC

o Off Days
Enter overtime setup details related to calculation on overtime accumulated during off
days.

o Off days.
Input the equation for calculating overtimduring off days. Click @ff Days Equation
Card> to add the formula for the calculation to be carried dréfer 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 th€ransactionDescription (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)

B =] * =
4 & &

n 3 -

o 0a > -
Ciear Characir
Conditian :
True
False :
T
Valdal Eqsaten
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0 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 dayick €ublic Equation
Card> to add the formula for the calculation to be carried dRefer 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 Transacti®escription (Unit) related tahe
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 + ==
4 5 &
¥ i ] ==
o i} = =
Clear Chaastor
Conditsan
True
False :
e s —
Vel Eqtor
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o Late Working Hours

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

0 Late Working Hours.

Input the equation for calculating overtime during public dagick €quation> to add
the formulafor 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 & th
overtime item.

Condition

@hain Equation O Condition  OTrue  OFalse

B B * =
) & -]
o 3 -
] 0d E L
Ciear Characior

Condition :

False :

— P S P —
Vabate Eqanten
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c) Click General @b

OVERTIME SETUP [ &%) | [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 OFf Payslip . Restricted With Grade L @)

0 Include in the Gross Salary

Pick res> or dNo> 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 forparticular overtime item that shoulddincluded as
part of the pay slip.

0 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.

o0 Restricted with Grade

This boxis populated by a checkmark and is appble for an overtime item dependent on an
AT DI TUAARGO COAAAS
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14. Social Security Setup

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

SOCIAL SECURITY SETUP @ :' SAVED K
&) Stanclard Equation Cand i Lingsse Cisation D_ring The Period £+ Panskon Marth Mare ppbions
SOCIAL SECURITY SETUP
ThEs Draduction Ripet itian Oni Thma
Pary Coach 25 Laibs
Dascription LME Paresion s Equsation [ &
Short Mams:
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}
Tranesaction Dascripsion
GEMERAL
nduda In Gross Salary ) S1 'l Ba Addad ta B [(TH]
Ebermaant Of Payslip [ PFarimum Tot. S5ecur and
Post Dinactly To Ledge E} Pension Company Ca 0
Rstrictad Witk Grad [ I Coamgany Canira Des
PENSIOM AMOUNT CALCULATION
Doduct full amount in_. ) Cabculata on pro-data ["E]

Dwduction full month [ ]
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15.Paid Leave Setp

15.1To setup paid leave parameters

Navigate DynaPdaySetupl Paid Leave Setup

15.2Paid 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

Labial

Shart kama

Rastrictad With Grada

Mfinimum Of Sandoa .

EALANCE

Mlaxe darps | Faours. alla.

HOURLY LEAVE Loz Pariod Rolorrss Waar
Hourly Loae My consecutive dary..
Howarly Lo Typa Paficad b Parent Leave Balanca [
POSTING Parent Leava Balanca -
ncludie In Gross Salary D Lo Balanca Canbe.. D
Ehawaant O Payslip [ ] ks Disabiled [
Post Diractly To Ledger (@)
Fost to Employss 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.- @)

| B -

LEAVE SALARY &S LOAN

)

Social Security
Paid Lea etup » 2

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) Pay Code
The systemautomatically assigns a pay code when a new paid leave iteneaded.

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

c) Element of Pay Slip
Populate this field by a checkmark for the particular paid leave item that should be irttlusle
part of the pay slip.

d) Disabled
This field ispopulated by a checkmark if the paid leave item should be disabled for payroll
processing purposes.

15.3Creating a Paid Leave Item

To create a new paid leave item, click thidew> icon to start. The systemwill automatically assign a
new Pay Codeas showrin the item highlighted in below.

DBS Setups Transactions Periodic Administrator
Paid Leave Setup:  All O Search + New  [i Delete  Page - Y = /
PAY CODE 1 SHORT NAME DESCRIPTION
14 Annual Leave
15 Sick Leave
16 Maternity Leave
27 Comp Off

37 Hourly Leave

38 Patenrity Leave

15.4Adding or Modify a Paid Leave Item

To add or modify details for a paid leave item, highlight the particular item, then click jlag sode>.
In this example, Pagode 14 was chosen.
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PAID LEAVE SETUP [\j‘i-] =+ ] ~ SAVED e
< Standard Equation Card 2 Periods Setup = Restrictions More options

al
GEMERAL
Restricted With Grade (D) BALANCE
Minimum O Service ... ~ | 3| Mexaays/housalon | 0]
HOURLY LEAVE Leave Period Reference | Year e |
Hourly Leave CHD) Max consecutive day... | ] |
Hourly Leave Type | Period w | Parent Leave Balance | 0w |
POSTING Parerit Leave Balance ...
Include In Gross Salary -~ @ ) Leave Balance Can be... D
Element Of Payslip L #) |s Disabled @
Post Directly To Ledger @)
Post to Employee Tre...  ilD
Leave Encashment Tr... @)
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a) Click General Tab

(0]

Restricted with Grade

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

Included in the Gross Salary

Populate this field with a checkmark if the paid leave itshould beincluded as part of the
gross salary.

Leave Encashment Transaction

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

Element of pay slip

Populate this field with a checkmark if the leave salary will be a part of thetlthopay sip.
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

Post to employee transaction history

Populate this field with a checkmark if the leave payment will be pdsh the enployee
transaction history.

Leave Balance can be updated manually

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

Disabled

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

PAID LEAVE SETUP @I i [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 D
Stop Payroll till resu... D] Pay till leave starting ... D)
Auto extend leave if ... i@ ) Payment at onoe -
Standard Equation Full Gross Salary/Default Work Double Salary For Pu... |f|:}
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...

0 Stop Salary during the leave

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

0 Stop Payroll till resumption date

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

o Payroll Calculation for the leave period

Click €quation> 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 willbe excluded

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

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

0 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 (Lheldted 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 Pay till Leave start date

Populate this field with a checkmark if the employee will be paiddwance for the leave
period.

o0 Double Salary for Public Holiday

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

o Payment at once

Populate this field with a checkmark if a complete vacation paymsmiaid 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 ...

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

The dropdown menu provides options to use either the eoygeke in service yearrdollow
the calendar year.

0 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 dedad balance is a conant. 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 checkmiiif a negative balance is permissible.
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Add Public Holidays to Leave balance:

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

Add Off days to leave balance:

Populate ths field with a checkmark if off gés) should be added onto the leave balance.
Add Rest days to leave balance:

Populate this field with a checkmark if rest day(s) should be added onto the leave balance.
Late return from leavezAbsence code

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

Early Returnz add to leave balance:

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

Click End of Service Tab
PAID LEAVE SETUP [ &7 i il " SAVED o

14 - Annual Leave

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

PAID LEAVE SETUP

Type
Pay Code

Description

GEMERAL >

Paid Leave Label

14 Short Name

PAYROLL >

LEAVE BALANCE >

END OF SE

RVICE

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

Accumulate End of Se.. (@ )
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o0 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 benefitsluring leave

Populate this field with a checkark 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 ehdeof
service will be deducted by the balanof 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 (£2) + ]  SAVED 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 m

GEMERAL >

PAYROLL >

LEAVE BALANCE >

END OF SERVICE

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

Accumulate End ofSe.. (B )
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16.

Unpaid Leave Setup

16.1To setup unpaid leave parameters

Navigate DynaPday Setup Unpaid Leave Setup

16.2Unpaid Leave Setup Overview Screen

<

BS

El3

g

Setups Transactions Periodic Administrator
Employee Group  Reason Code  Grade Division Supervisor Flight Tickets
Position Shift Leave Profile Department  Posting Profile  Payroll Provisions
Bank Visa Type Equation Factors  Section Employee Provision Setup
10 UnAuthorized Absense
32 UnPaid Leave
41 Sick Leave
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 (@)

Deductions Setup

Social Security Setu)
Paid Leave Setup -

UnPaid Leave S€tup
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Below provides a brief explanation on each of the column headers found under Unpaid Leave
Setup Overview tab.

a) Pay Code
The system automatically assigns a payde when a new unpdieave item is created.

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

c) 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 g.

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

16.3Creating an Unpaid Leave Item

To create a new unpaid leave item, click thdew> icon to start. The system will automatically
assign a newPay Codeas $iown 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

32 | UnPaid Leave

41 Sick Leave
16.4 Adding or Modify an Unpaid Leave Item

To add or modify details for anpaid leave item, highlight the particular item, then click theay
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 Geneal 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 @)

Restricted with Grade

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

Included in the Gross Salary

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

Element of pay slip
Populate this field with a checkmark if the leave salary will be a pateomonth pay slip.
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

Post to employee transaction history

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

Disabled

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

UNPAID LEAVE SETUP (&) } Til +/ SAVED
Sy

%) 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 ... @D
Days*Leave Days

Off days will be Exclu... a

0 Stop Salary during the leave

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

o Stop Payroll till resumption date

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

o Payroll Deduction for the leave period

Click Standard Equation cad> 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.

o Off Days willbe excluded

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

0 Rest Days will be excluded
01 bOI AGA OEEO Z£ZEAIT A xEOE A AEAAEI AOE EZE xAAE
calculation.

0 Public Holidays will be excluded

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

o0 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 bdutted from actual
work days.

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

c) Click LeaveBalance 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 the le... '.:
Fixed deduct balance I::fl:::- Add rest days to the I... {:.: )
Fixed days deducted ... 0.00 Exclude Last Off Days {:.:
Allowed negative lea.. (@ )

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

The dropdown menu provides options to use either the employee in service yeall@w fo
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
Al 1 T UAA@adcel AAGA A

o0 Fixed Deducted Balance

Populate this field with a checkmark if the deducted balanee 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 deductewm the leave balance if applicable.
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o0 Allow negative leave Balance
Populate this field wit a checkmark if a negative leave balance is permissible.
0 Add Public Holidays to leave balance:

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

0 Add Off days to leave balance:

Populate this field with @heckmark if off day(s) should be added to the leave balance.

(@]

Add Rest days to leave balance:
Populate this field with a checkmark if rest day(s) should be added to theslbalance.
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... (@

0o 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 chd&enark if deduction has to be taken from service and deduct
from EOS ben#its.

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

Enter the period in this field to create an impact on Service Days.
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e) Periods Setup
Click this button to setup leave periodsarelated equations if applicable.

UNPAID LEAVE SETUP L&) % L] ~" SAVED P

32 - UnPaid Leave ”

<) Standard Equation Card b} Restrictions Muane aptions

UNPAID LEAVE SETUP

Type Un-Paid Leave Label

Pay Code 32 Short Mame

Description | M . Deduction Type Crthegrs W
GEMERAL >

PAYROLL >

LEAVE BALANCE >

_EMD OF SERVICE
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17 End of Service Setup
17.1Navigate DynaPaySetupi End of Service Setup

DBs Setups Transactions Periodic Administrator
Reazon Code  Grade Divisian SupErvisor Flight Ticke1s Deductions Setup  Social Security Setup

£ Shift Leave Profile Department  Posting Profile  Payroll Provisions  Eamings Setup Paid Leave Setup QAT e =
Visa Type Equation Factors  Section Employes Prowision Setup Crertime Sctup UnFaid Leave Sctup

» I s

N

END OF SERVICE BENEFITS 7

11 - Graduity
<) Maximum Limit Equation Card %) Permission Deperication

&

/SAVED

-

END OF SERVICE BENEFITS
Type End Of Serivce Label
Pay Code n Short Name
Description ‘ raduityl ' Deduction Type Others
GENERAL
Minimomm Of Service Y... 0.00 ACCURED LEAVE
Use the current benef.. @ ) e M
Inciude Full Notice Pe.. @D Accured Leave Provisi... Amga} Leave
goasa = 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) ClickGeneral Tab

(0]

(0]

(0]

(0]

Minimum of service Year

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

Use the current benefits level

This check box if not clicked then system calculates amount as per deiimsthb. 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 andtlier remaining five years he

is entitled for the remuneration of the 30 daysr 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 thiare years.

Include Full Notice period
If the check box is checked themptice 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

Calculate for apart of the year

As per labor law workers entitled to a benefit for thedtian of year in proportion to period

I £ OAOOEAAS8 ) £ OE E Gtheh BtoAdy ishbpgpedE O Al EAEAA Ol
Maximum limit

This field used to define the clause mentionlator law which entails that total of end of
service benefit should not exceedhe and half year of remuneration for the employees who
are paid on monthly basis

Accrued leave provision

This field specifies the pay code related to the accrued leave Poovisi

Accrued leave provision Description
The description for the accrued leapeovision
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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BEMEFIT LEVEL (END OF SERVICE) NOT SAVED
= Search -+ New B Edit List o Deete Fage More options
FROMYEAR 1 TOLESSTHANYEARS 1
1.000 300
3.000 5.00
3.000 $9.00

Field description

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

EMD OF SERVICE PROFIT SETUP " SAVED 1 o 7

O Search -+ Mew  EpEditlist [0l Delete  [F§ FOS Profit Equation  Page More options T

Field description

0 To Year This field set the year up to whigyearly benefit amount, as per equation in
Orearly Benefit Amountd  AZE AT Ah  x E(ikk in £bdvé depictetl Acfeén/siipAté
year is 5, which connotes up to 5 year of experience, calculation will be done on the basis of
eqguation in yearly benefit aount field)

0 Yearly benefit dayszthis shows the days of entittement 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 yeaf service and 30 days of
remuneration every year thereafter as per second slab.

o0 Equation-This feld 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 mbemn tfive years. In the event where
period of service reaches five years and less than ten yeankewshall be entitled to two third

of benefit and if the period exceeds 10 years , worker shall be entitled to entire amount.

Path- Set upEOSZEOS benefitsSelect pay code for resignatie@lick on Period Set Uplick on

EOS Set up
$AEET A OEAT OBWADBO EAT AOD4AT OOAODI T AET ¢ O9AAOQI U |
ANOGAOGETT ET O9AAOI U AATAZEO 'i1 01 06 AEAEAI A AO A
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END OF SERVICE PROFIT SETUP ~ SAVED o .
SO Search - Mew ¢ Edit List [i] Delete & EOS Profit Eguation Page MWaore options T
Till Year T Yearly Banefits Days  Egquation
= 3 ¥

Similarly sé 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

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

18.2To setup different time attendance profiles for the employees, gpyoaPay Home Pagandlocate the
Setupsection. Click ®me Attendance Profile to display the TimAttendance Profile Overview Screen.

Navigate DynaP#y SetupA Time Attendance Profile Setup

DBS Setups

HO EMPLOYEES : Head Office Employee

18.3Time 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

Page ~

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

a) Time Attendance Code

This field allovs the associated time attendance code to be entered

b) Description

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

18.4Creating a Time Attendance Profile

To create a time attendance profile, click theNew> icon to start. Next, populate both Time
Attendance Code and Degation fields accordingly. Finally, cliekofile Optiontab to setup other

fields.
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DBS Setups Transactions Periodic Administrator
Time Attendance Profile Setup: Al - £ Search :": Delete  Page -
TIME ATTENDANCE CODE t DESCRIPTION
| HO EMPLOYEES Head Office Employee
OVERTIME ELIGIELE COVERTIME ELIGIBLE
TIME ATTENDANCE PROFILE @ + il  SAVED Ve

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 briefexplanation for all fields is listed below for easy reference.

a) Bonus Code:
Thedropdown 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 Hous:
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 bonugéfter all the required information has been entered, click
<Save> icon to sae the changes.
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B. TRANSACTIONECTION

1. Earning Transactions

1.1 Earning transactions represent all transactions related to monetary compensation for employees. To start,
go to DynaPay home Page, clitkansactions<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 TransactionOverview 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 urel&atiming 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 ledgeposted earning transactions

b) Transaction Number
The system automaticallssigns 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 displs the matching description foné 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 automadally populate this field afteihie 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

1.3Creating an Earningr@nsaction

To create an earning transaction, simply click thilew> icon to start. A new entry with the
automatically generated Payroll Transaction Number is ceagedisplayed in the item highlighted in
Blue below.

Dedurton Toactire  UnPolilome Coy MmOt B OF e L b

Earning Transactions: ~ All £ Search i Delete  Page S

TRANSACTION
N ER | TRANSACTION DATE PAYCODE  PAYCODE DESCRIPTION TOTAL AMOUNT  POSTED CREATED BY CREATED OI

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

1.4 Adding or Modify an Earning &nsaction

Populate or complete the following fields that are applicable to the earning transaction to start the
process:
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U The example illustrated below is for adglian earning transaction for Annual Bonus.

) -
EARMNIMNG TRANSACTIONS I\f:iifl ' (] ~ SAVED Ve
B Calculate £ Refresh ™k Post  ®UnPost & void Posted General Journal W Erint Actions -
EARMING 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 MAME CURRENCY AMOUNT
9/29,/2019 :  EDOO4 Mohammad Sulaiman AED 4 000,00
Total Amount 4.000.00

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

Earning daté enter the earning date using the calendar

Employee Codeuse the dropdown menu to locate the employee

Currency enter the default currency

Amounti enter the dirham value

Click <Post> to post the tnasaction onto the ledger, a confirmation fgpscreen

like below would appear as well. Simply clickk> to close the popp screenYou
have just completedll the necessary steps to add an earning transaction onto the
payroll system. Now, you may cloaé# the other opened screens before moving onto
the next transaction or exiting the program.

O O O0OO0Oo
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o Transaction ECQS-00003 has been posted

V ThePostedfield 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
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2. Deduction Transactions

2.1 Deduction transactions represent all transactions related to monetadudgons for employees. To
start, go to DynaPay home Page, clicknsactionsDeduction Transactiornsto display the Deduction
Transactions Overvie@creen.

DBS Setups Transactions Periodic Administrator
Eaming Transadmns‘/%ﬁ@ 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 () - il - SAVED v
M

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 isdébelow for easy reference.
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a) Show filter pane:
The dropdown menu provides 3 options on displaying deduction transactions under the Earning
Transadbns 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 ledgeposted deduction transactions

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

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

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

e) Description
An explanation or name for the deduction transactierentered 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 automaticglipopulate this field after the entry is being posted onto the ledger.

2.3Creating a Deduction Transaction

To create aleduction transaction, simply click the New> icon to start. A new entry with the
automatically generated Payroll Transaction Numberésted as displayed in the item highlighted in
Blue below.

Tif infriede Bhcerri

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

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

U The example illustrated belowfigr adding a deduction transaction for Mobile deduction.

DEDUCTION TRANSACTIONS ) . ) / SAVED E

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

DEDUCTION TRANSACTION

£
|

Transaction Number ECOS-00004 Description Mabile 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 = EODO2 TALHA BIN MUNEER AED 500.00
Total Amount 500,00

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

Deduction daté enter the deduction date using the calendar

Employee Codeuse the dropdown menu to locate timployee

Currency enter the default currency

Amounti enter the dirham value

Click <Post to post thdransaction onto the ledger, a confirmation qugpscreen like below
would appear as well. Simply cliclok> to close the popip screen.You have jusbmpleted all
the necessary steps to add a deduction transaction onto the payroll &§aW®nyou may ose

<K<
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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

o0 ThePostedfield is now populated by a checkmark.
DBS | Semps  Tamactons.  Penodc Admestaor

Eameng Trarsactons. Pad Leave Leave Balance Adustement  Overtime Transaction  Stop Or Payroll Processng 2
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

3.1Employee Paid Leave Transactions represent transactions generated for approvieyespaid leave.
To start, go to DynaPay home Page, dlicdnsactionsPaid leave to display the employee Paid Leave
Transactions Overview Screen.

Pad Leave: AN

3.2Employee Paid Leave Transactions Overview Screen
A brief explanation for all column headerdisged below for easy reference.

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

Paid Leav@ransactions 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 ledgeposted paid leave transactions

b) Leave Referene Number
The system automatically assigns a leave number when a paid leave transaction baingis

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 |egide transactions.

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

code.

f) Leave Start Date
The date where the employee begins to take his/her paid leave.

| Page



DynaPayayroll¢ HRMSor Microsoft Dynamics 365 Business Central d DynaPau

or D3&65BC

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

h) Expected Reporting date
The sgtem 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 automatally 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.

]) 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 bpgged.
[) Is Voided

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

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

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

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

automatically genmted Leave Reference Number is created as displayed in thehitgmighted in
Blue below.

Transactions

ONUS UK Ltd . ¢ s
Paid Leave: A Search Delete  Page
T EMPLOTE

00372 3 BO06 Wtk Aoam €1 Aronal Leawe Paymrent Acvence  N022019 152019 1062019 1020 MEGANS
& Arrnal Leave Workng cays V29 9 A9 10 MIGAND
Al Lesve Payment Aovance 9172019 T2 209 120 MIGAND

14 Arrnal Lesve-Werideg aays Va9 Y9 1509

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:

1 Employee Code
1 Pay Code
9 Leave Start Date
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i1 Leave End Date

i Effective LeavdDays

U The example illustrated below is for creating Paid leave transaction.

b) If you have any advance payment with the leave, clicklculate payrolt button to calculate
these amouns

c) Go to general tab to check the calcularis

PAID LEAVES | WORK DATE: 2/3V2

PRO00372

OVERVIEW
PROODI T2 frd Dute 152019
Faud Laave Ecuw Lasve Do ece
006 g 9
Wasim Abrae " S
8 ~ coo
Ancul Laane Papment Advaece 800
107272019 000
CALCULATION OF LEAVE DAY RaAVI
w0
om0 Ravalieg T
b b apo
HUAL BALAN
i

.......

MECANS

1 An additional amount per day
This is additional day rate to be paid to the employee, ex. If the day r&tAED| eave days20

additional amount will be added to the leave salary with the amount 5*20=10D A

1 Payroll Calculation for the leave periad:
The leave salary amount to be paid in advance

1 Salary till leave start date:
The salary for the working days till the leave start date

1 Additional earning:
The additional benefits or earning added in the additiosarning tab to be considered with the

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

1 Total amount
Payroll Calculation for the leave period plus Salary till leawe déde plus Additional earninginus
Additional deduction

d) To get the total amount breakdown clickPayroll 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 sApprove> after all data has been entered properly and correcfijter the Paid Leave
Transaction has been approved, the oainder Approved is checked alog with the user ID
displayed undeApproved By.

PAID LEAVES | WORK DATE: 2/3v2020 (2) f SAVED
£ 1 B Cakulate Payrll ',:.—_.;‘. rew +
OVERVIEW
PROODI T2 frdd Dute KV152019
Pand Lasve Effective Lasve D@ 1000
2006 Eapecting Ragustin W&2019
Wasim Abrar WIS
i “ eco
Ancwol Lasws Papment Advaece o
¢ oo

GENERAL
ATION OF LEAVE DAY ™ T
000
a0 [l T
200
ANMUAL ~ BALAN
129
A ITOMNAL PAYRL
- | ST
PAYR
" APPROVED
i -
. 80545 Approved Data /172009
.
a3 MEGANE
om0 s
- a0
M0
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f) Then, click Post> to post the Paid Leave Transaction onto the ledgefter the Paid Leave
Transaction has been posted, the box ungested is checked

PAID LEAVES | WORK DATE: 2/3V2020 (_.') ¢ f / SAVED

PR0O00372

Txteecion Tor lasve € Payroll Datals B Cakubate Payroll Aggeos % Dsappeoved

OVERVIEW

Leave Refsrarcs N PROODIT frd Dute s

Tpe Faud Laave v Lasve Days eoe
fmployes Code 0E Eapecing Reposting W20

T ployes Nars Wasim Abrar, ADOED RALANCE

save Type 8 OFf Durys Addec T b coo
PayCocks Deicsguion Ancuul Laave Paprmant Adviece 000
@an Duse W2 Publc Mollday Added 000
GENERAL

CALCULATION OF LEAVE DAYS TRAVIL

The days reduced fic 000 Tavel Dute

Duys of extended leave om0 Ravelieg To

Duays of paikd pablc h a0 POSTED

ANMNUAL LEAVE BALANCE 2

luncs Butore Laave 2" Msied Date

ADDIMICNAL PAYROLL s Paid *

relude Mrenoes Mon K L v

PAYROLL APPROVED

A0 Adional wecunt a0 & Apgroved ot

Payrol calcubesen for BG4S spproved Dats o1/2019

Lalury o e san o M6 Spproved By MEGANS

Asdmoesd Carerg o vooro

Adcancest Dudaction 200 4 Voied )

ot Aot 710 voided Dute

Voaded Raanar
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g) Leave Extengon
1. Employee can request human resources department to extend his leave after it has been
posted. Toextend posted leave clickextensionfor leave> button.
2. Extension screen will popup, create new record, set the new extended date of the leave and
set theappropriate options for the extension.

PAID LEAVES | WORK DATE: 3/31/2020 (/'} + ® /SAVED

) Extension For Leave @ %) Payroll Details Calculate Payroll Approve Disapproved Post

OVERVIEW
Leave Reference Nu... PROO0187 End Date 8/1/2019
Type Paid Leave Effective Leave Days 100
Employee Code £0015 8/6/2019
Empioyee Name Ahmed Nawar
+ e A To Bal
Leave Type 63 Off Days Added To Ba 0.00
Paycode Description Annual Leave Acutals Working ... Rest Days Added 70 ... 0.00
Public Holiday Added..
Start Date 8/1/2019 UDSCTIoNGNY NI 0.00
EMPLOYEE LEAVE EXTENSION | WORK DATE: 3/31/2020 « SAVED v
O Search B Egitlist [ Delete  Page v =
DEDUCT!
LEAVE START DATE BALANCE FROM
1 v EXTENDED TO LEAVEDAYS DEDUCT. PAID PAYROLL
8/4/2019 : 8/ef2019 200 E H O
0 O (|

Brief explanation
1 Balance deducted the extended days will reduce the balance
1 PaidEAZ OEA AgOAywvilbé daid WitA tHés@lanO AT A O
f Deductfrompayrol:E &£ OEA A@OAT OEI 1T AAodtdesdlalyl AOU x EI
3. Check the effect of the extension from the general tab in the main screen

96| Page



DynaPayayroll¢ HRMSor Microsoft Dynamics 365 Business Central

@j DynaPay

For D365BC

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. As above the expecting reporting date has been updated with tee end date of the

leave.

5. Effective leave days has been increased with the extended days
6. Days of atended 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
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Pl LEAVES | WORK DUTE: S0 (& + ] LTV i
4 Eetermion For Legee 1 Payrod Detals slciate Py Aporee ettt Post 'S iokd Actiorss  Fewer opbions
CVERVIEW
Lawve Rterence Mumhe PRODTAT Erd Date 2019

& Pl L Hecier L D =il
Emplayee Code g rpcting Feporting Dute g

ot M A Mg SDTE [ BN
v s £ O Darys Aced To Ba (iT=a]
Fwpoode Description Arwwssl Lewee Aouials Wioridng Diays et Chmys Aided o B o
s A {iTei]

s e

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

<Resume>Button.
o ;
RESUMPTION | WORK DATE: 3/31/2020 Lf’ 7)  + (i " SAVED &
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

3. Return Date
This field displays thactual return day.

4. Employee cannot request for any other type of paid /unpaid leave without updating the
resumption duty field (Return Date).
5. The Retun 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 Titansactions
section.Click €aid Leavex»r<Unpaid Leavexo display the void leaveseeen.
V Paid Leave Transaction
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L 5 5 § &

2. 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 tthesactions were
approved and posted onto the ledger.

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

1 Employee Code
The number associated with the employee who tobk teave.

1 Pay Code
The code associated with theave.

7 Pay Code Description
The name or description associated with the pay code taken by the employee.

1 Leave Start Date
The date the employee began his/her leave.

f Leave End Date
The date the employee endgiher leave

1 Expected Reporting Date
The date the employee planned to return to work.

1 Effective Leave Days
The number of days calculated based on Start Date and End Date.

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

{1 Posted
The system wilautomatically populate this field after the entiis posted.

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

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

1 Created By
The sytem will automatically populate this fieldfter 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

Pudd Lowve A

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

A

PROOO1E7

40 Extericn For Leave <0 Paysoll Detaits st Py A . L J\.'_.:\"d—..- o

aoo
= Ao Date T
- G
aoo

Pl

{ Voided Date:
Click the calendar icon toick the effective void date.
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Y Reason:
Type the reason for the void

c) A confirmation popup screen like below would appear confirming the transaction
has taken place.
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4. Unpaid Leave

419YLX 28SS ! YLI AR [SI @S ¢NIyal OlAazya

NBLINS &Sy

pay. To start, go to DynaPay Home Page and locat@érdresactionsection. Click €npaid Leaves to

display the Employee Waid Leave Transactions Overviegvegn.

Transactions Periodic Administrator

CRONUS UK Ltd. Setups

Earning Transactions  Paid Leave
Deduction Transactions

Leave Balance Adjustement  Overtime Transaction  Stop Or Payroll Processing

(Carry Balance Qver Year End Of Service Loan Encashment

REFERENCE EMPLOYEE LEAVE LEAVE END REPORTING EFFECTIVE IS 5

NUMBER ¢ CODE EMPLOYEE NAME PAYCODE ~ PAYCODE DESCRIPTION STARTDATE  DATE DATE LEAVEDAYS POS..  VOID. CREATED BY
PRO0DO370 i ED010 David Boon 10 UnAuthorized Absense 10/1/2019 10/15/2019 1016/2019 1500 [ (m| MEGANB
PROD024€ ED022 MidMoenth Joinee 3 10 UnAuthorized Absense 317209 3/20/2019 32172019 400 B m] MEGANB
PROD0235 EQ00722 Dima Joseph Massad 10 UnAuthorized Absense 2n9/209 2/24/2019 2/25/2019 600 =B MEGANB
PROD0210 ED00722 Dima Joseph Massad 10 UnAuthorized Absense T/15/2018 /3172018 8/1/2019 1800 (& a MEGANB
PRODDTT3 E0010 David Boon 32 UnPaid Leave 4/5/2019 41472018 4/15/2018 600 [ [m] MEGANB
PRODOT70 E0012 Muhammad El-Maraghy 32 UnPaid Leave 112019 11272019 171372019 1200 B m] MEGANB
PRODO1E7 NM NOMAN MANSOOR 41 Sick Leave 414/2019 417/2019 4/18/2019 400 a MEGANB
PRODO16S NM NOMAN MANSOOR 41 Sick Leave 6/26/2019 6/27/2019 €/28/2019 200 O a MEGANB
PRODO160 E0013 Shafi Vadila 41 Sick Leave T222m9 8/29/2019 8/30/2019 3900 H m]

PRO0DO136 E0012 Muhammad El-Maraghy 41 Sick Leave TH2019 /3172018 8/1/2019 300 B a

PROD00S2 E0010 David Boon 10 UnAuthorized Absense 6/10/2019 6/12/2018 6/13/2018 300 E o

PRODO0Z4 E0013 Shafi Vedila 10 UnAuthorized Absense 31209 3/13/2019 371472019 300 B =B

PROD00Z1T E0010 David Beon 10 UnAuthorized Absense 6/10/2019 6/13/2019 6/14/2019 400 B =B

PRO0D00BD E0010 David Boon 10 UnAuthorized Absense 6/26/2019 6/27/2018 6/28/2018 200 E =

PRODIOTS E010 David Boon 10 UnAuthorized Absense 6/26/2019 6/27/2013 6/28/2019 200 E =

PRO0D0OTE E0010 David Boon 32 UnPaid Leave 6/19/2019 6/20/2018 6/21/2018 200 = =

PRODDOT1 E0010 David Boon 32 UnPaid Leave 6/3/2019 6/5/2019 6/6/2019 300 E =

4.2 Employee Unpaid 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 unpaaldetransactions under the

Employe Unpaid Leave Transactions Overview screen.

All - displays all unpaid leave transactions found in the

UnPosted

Transactions - displays all yet to be posted unpaid leave transactions

Posted

Transactions - displays ledgr-posted unpaid leavé&ransactions

Y Leave Reference Number

CREATED
ON

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

7/3/2019

i NJ

The system automatically assigns a leave number when an unpaid leave transaction entry is

being created.

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

f PayCode

The dropdown menudisplays all pay codes related to unpaid leave transactions.

1 Pay Code description

The system automatically populates this field with the matching description for the chosen

leave code.

Y Leave Start Date
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The date the employee begins to takés/her unpaiddave.

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

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 acbt this fieldwith a different number if required.

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

i Posted
The system will automatically populate thield afterthe entry is being posted.

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

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

Y Voided
The system will autmatically ppulate this field after the entry is voided.

4.3 Creatingan 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 creasatisplayed in the item highlighted in Blue
below.

' R Trasmactrorn
Us-Paid Loawe . ‘o wiese  Page

- fear A Lo VR VIV VIV s wae

4.4 Addingor Modify an Unpaid Leave Transaction

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

1 Employee Code

f Pay Code

f Leave StarDate

f Leave End Date

{1 Effective LeavédDays
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U An example on a newly created Unpaid Leave transaction.

o -

L ,f/_- + [i] NOT SAVED "
v Approve Disapproved Post Void Extension For Leave Adtions Fewer options
OVERVIEW
Leave Reference Nu... Employee Name David Boon
Type Un-Paid Leave Leave Start Date 10172019 =
Leave Type 10 - Leave End Date 101152019 e
Leave Description Effective Leave Days 1500
Employee Code EQOM0 ’ Actual To Date
GEMERAL

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

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

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

e) Lastly, click Rost> 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 Transactionpasted successfully, chooseéPgsted transaction>
from the dropdown menu on the top left hand corner for all posted entries toibplayed. Simply
locate the posted entry and check if a checkmark is placed in the box und&osgted column.

CROHUS L g -t Teswrtn]liguers

H_,.,.,. P :
« ki & L .

a2 i) ] e W R Al 1TansEy gt o Y R LAY wa

g) Leave Extersion
Employee can request human resources department to extend his leave after it has been posted.

V To extend posted unpaid leave, clisExtension for Leave> button.
V Extension screen will popup, create new record, set the new extended date of the
leave andset the appropriate options for the extension.

V Balance deducted the extended days will reduce th@alance
V PaiddEA OEA A@OAT OET T AAUBO OAI AOU xEI T AA
V Deduct frompayrol:E £ OEA A@OAT OEI 1 AAUGO OAI AOU
V Check the effect of the extension from tli&eneral tabin the main screen
-PAID LEAVES | WORK DATE: 3/31/2020 I.":af;‘_l + 0] / SAVED v
Approve Disapproved Post ¥ Duty Resumption More oplions

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 EQQ22 Actual To Date
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EMPLOYEE LEAVE EXTENSION " SAVED
O Ssarch - MNew  BREditList  [§ Delete  Page
Balance
Lewve Stary Date © Lesve Day:  Deducted Paed
= Y1209 1.00 (| 5|
O O
UM-PAID LEAVES @I 1 E ~" SAVED

PRO00001

n ;.l- .‘-

Deduction

Froem Payrall

0
O

o

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 Reporting ... 91272019 ANNUAL LEAVE BALANCE
Deduction Date Balance before Leave 14.66
CALCULATION OF LEAVE DAYS APPLICATION
Days deducted from .., pop  leaveType ntermal
PAYROLL PROCESSING DURIMG THE LEAVE Application Received ...
Stop payroll during ke.. TRAVEL
Stop payroll resumpti... Travel Date i
Travelling To

V As above theexpecting 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 lea/was updated with the extended days
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h) Duty Resumption
The leave return date displays the aal day the employee returned to work.

\Y,
\%

\%
V

Click <Resumption Duty > button from the unpaid leave transaction

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

Return Date This field displays thesturn day.

Employee cannot request for any other type of paid /unpaid leave without updating the
resumption duty field (Return Date).

The Return Date is applicablerfall type of paid and unpaid leave.

PROOO37O

Approve Disapproved Post % Void <%} Extension For Leave Duty Resumption More options
OVERVIEW
Leave Reference Mu... PROOO3TO 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
o
_ RESUMPTION | WORK DATE: 3/31/2020 @ -+ 0] " SAVED &
[=] Razurne hore 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’-iR‘E'IE *x @
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5. Leave Balance Adjustment

5.1Leave 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 Rdgeade the
Transactionssection. Click keave Balance Adjustmentto disphy the Leave Balance Adjustment
Transactions Overview Screen.

Lesve Balance Adpriemensi: A - Search P Diedete  Page

o EQOOTEE Doy dorepn Bscs) I sgusieent WEGANE
o Cipvicd e s Oxe ror LGANE
o Dt B 500 e 4 AERANE
o D B THOD  Megatie Ba G VGRS
b Cusvi] B SO0 rraon e LRGN
o rammae - 00 bet MLGANE
W Ta s = B 0Y  ben IAEGANE
s Shatl \iecily o0 best WILGANE
i Sharf Vaila E00  Testeg Mg bl WIEGANE
St Vipcily 00  Applying The posting gt WLGANE
b 100 13 EGAME
i

-]
€

5.2 Leave Balance Adjustment Transactions Overview Screen

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

1

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

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

Pay Code description
The system automatically populates this fielvith the matching description for the chosen leave
code.

Employee Coa
The dropdown menu displays all employees within an organization.

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

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

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

Approved By
The system will automatically populate thield after the entry is approved.
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5.3Creating a Leave Balanéaljustment Transaction

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

CROMUS LK Ltd atups Transactiona

Lewse Ralance Adustement: 23 Search @ Delete  Page
TRANSACTION EMPLOVER CO08

BT 1 LLAVE OO F -~ FRTODE DESCRIPTION EREPLOYEE MAME DT BEASSH AP AP B

o007 Dims Bt Msesd 100 sptment =) MIGANE
g it Bizon 100 Cpening Balaror 2 MBGANE
{suznd i T Compom i Duwid Boon 500 oo woridng MEGANE
oo Do Boen 1500 Megatie Balanoe Testing =) MIGANE
Eoata Bt Bece 1500 mak MEGANE
B2 Wuraa0 BV 500 et ) VEGANE
B Wura~r=ad B-Mar sty 30 b =] PARGARGE

5.4 Adding or Modify a Leave Balance Adjustméftansaction

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

i Transaction Date

Employee Code

Other Leave

Difference

Reason

a) Below s an example on a newly created Leave Balahdjgistment transaction foAnnual leave
Then, click Approve> to approve the transaction.

Leave Balance Adjustement

1
1
1
1

LEAVE ADJUSTEMENT

Transaction Date 172009 Difference 3.00
Employes Code EOOO7T22 Reason adjustment

Employee Name Dima Joseph Massad

Cither Leave

Leave Code 0 Is Approved

Drescription Approved By MEGANE

V Finally, the updates undekpproved Byand Approved would be displayed like above.
b) Below is an example on a newly ated Leave Balance Adjustment transaction @aher type of
leave.
V Other Leave
Populate theOther leavefield and select the pay code from the drop domenu that are
applicable to the Leave balance Adjustment transaction to start the process:
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V Then, clik <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 ppoved By and Approved would be displayed like above.
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6. Carry Balance Over Year

6.1 Carry Balanc®ver 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 locafedhsactionsection. Click €arry
Balance over Yearsto display the Carry Balance @Years Retur@verview Screen.

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

6.2 Carry Balance Over Overview Screen

This screen provides tp-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
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

112| Page



DynaPayayroll¢ HRMSor Microsoft Dynamics 365 Business Central d DynaPau

For D365BC

7. Overtime Transaction

7.1 Overtime transactions represent all workingurs/days accomulated on top of the regular working
hours/days for employees. To start, go to DynaPay Home Page and localeatisactionssection. 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 i

TRANSACTION TRANSACTION

NUMBER | DATE PAYCODE PAYCODE DESCRIPTION TOTAL AMOUNT  POSTED CREATED BY CREATED ON
72172019 8 OwerTime 55746 [ MEGANB 7/21/2018
7/20/2019 8  OwerTime 504 O MEGANE 7/20/2019
7/15/2019 & OwerTime O MEGANE 7/15/2019
71572019 8 OwerTime O MEGANE 7/15/2019
7/1572019 8  OwerTime » O MEGANE 7/8/2019
7/8/2019 8  OwerTime 2083 O MEGANE 7/8/2019
7209 8  OwerTime 2016 O MEGANE vk
6/30/2019 8§  OwerTime O MEGANE
6/18/2019 & OwerTime 93 O MEGANE
6/19/2019 8 OwerTime 112 O MEGANE

7.20vertime Transactions Overwe 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 overtime transactions under the Overtime
Transactions Overview screen

All - displays all overtimgransactions found in the system
UnPosted

Transaction - displays all yet to be posted overtime transactions
Posted

Transaction - displays ledgeposted overtime transactions

V Transaction Number
The systemautomatically assigns a payroll transaction nber 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 timer transactions.

V Pay code Description
An exphnation 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
Thesystem will automatically populate this field after thatey 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 ovdéime transaction, simply click the Kew> icon to startA new entry with the
automatically generated Transaction Number is created as displayed in the item highlighted in bleu below.

Trandasticen

[ 0 'z:. - st B OwesTire 55TAE | LEEGANE TN
pleotr B OumTime 4 0 WEGANE TR
TSR0 B OwesTre ¥ MEEGANE

B DueTime E ) WITGANE

7.4 Adding or Modify an Overtime Transaction

Populate orcomplete the following fields that are applicable to the overtime tsaction to start the
process:

Pay Code

Description

Expense

Part of the salary

Transaction Date

The example below is for adding an overtime transaction.

C:=m —a —a _a _a

It

PRO00232

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

OAERTIME TRANSACTIONS

PRONZ DverTome
e ~ L
Ohvatr Timae: BAEGAN

Ll
B
EE 2
B8 5
L]
1=
4
o
2
L=
B
-
2
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a) Click <Lines> Tab to proceed.
Populate or complete the following fields to go to the next step:

Earnng Datez enter the earning date using the calendar

Employee Code use the dropdown menu to locate the employee

From Dateg the starting date for the overtime transaction.

To Datez the ending date for the overtime transaction.

Normal Hourg the extra waking 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 WorkingHours the working hours during the late working hours
Press €alculate> button t calculate amount of overtime transaction.
Click €ost> to post the item onto the ledgeA confirmation popup screen like below would
appear as wellSimply click ©K> toclose the popup screen.

<K<K <KLKLKLKLKKLKKL

PRO0O0232

2 Tromsorion ARO0DZAT Aot been poifed | Trovsaction PRODGIED hor bees falcuiofvd

¥ Caadie LY Dedes ;, - gyt B i Bogbed Gergral kourmal W Prind

QVERTIME TRANSACTIONS

Ontr T - . AT s - THEGANT,
o Mery n PEbon: FRIDOEAT Fas Dewn poled

[0 e

1 The Posted field is now populated by a checkmarkou 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 nésansaction or exiting the program.

ROM Teanasotioed. E

Dhwrtime Teanasmioe:  All Caprch P Delete  Page

@ @ W W
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8. End of Service

8.1 End of servicerainsaction 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 locateTtiamsactions
section. Click End of service> to display the End of serviceahsactions Overview Screen.

<

trarasctiom

woas

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

a) Show filter 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 ledgeposted overtime transactions

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

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

1 Pay Code
The dropdown menuisplays all pagodes related to end of service transactions.

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

i Reason Code
A reason for the End of service

1 Resignation Date
Pick from the calendar icon thdate of resigation for the employee

9 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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1 Posted
The system will automatically populate this field after the entry is being posted oreddtger.

1 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 thdes# icon to start. A new entry with the
automatically generated Transaoti Number is created as displayed in the item highlighted in bleu
below.

8.4End of service Overview Screen

8.5Adding or Modify an O End of service Transaction

Populate or complete the following fields that aapplicable to the End of service transiaa to start
the process:

Transaction Date
Employee Code
Pay Code

Reason Code
Resignation Date
End of service Date

=A =4 =4 =4 -4 =4

P TOSNB I NRa LINBaADdAKESewRid2y «a
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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 1~ 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 aatofor 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 showshe salary amount to be paid along with EOS and Lbalance amount.

Additional paid days

¢tKA&d FASEtR A& daASR (2 Ldzi FRRAGAZ2YIE LIAR RIF&Qa Ay |
Enter, amount gets calculated automaticadlyd subsequently gets added into total

Pl
Pl
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Paid noticeperiod

This field is used to put paid notice period

Additional Days Amount

G2 G20l ¢

P
(Vs
X<

¢2 FSSR RRAGAZ2YIf IY2dzyldi 6KAOK 3Sia IR

Adjustment

This feld is used to do manual adjustment. Amount gets @itadded 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 emplogeearnedd & ¢ feld gefs 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 hlance amount comes as per the calculation set forsghme 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 additddEOSbenefit amount, Leave balance amount and salary till date.

In order to view the EOS, salary and Leave balance amount press bBtgro#t 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 butfoost to have firancial effects.

Posted transaction can be voided througbid 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, gbynaPay Home Page and locate Tmansactionsection. Click Stop or
Process Salaryto display the Sor Process Salary Overview Screen.

CRONUS UK Ltd. Setups Transactions Periodic Administrator
Earning Transactions Paid Leave Leave Balance Adjustement  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 =
PROOO123 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 trief explanation for all column headers is listed below for easy reference.

Transaction Number

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

Transaction Date

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

Employee Code

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

Employee Name

The system automatically populates the field with the matching engdayumber.
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Transaction Type

The dropdown menu offers 2 transaction types to pick:

Stopc 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 stopfess request.

Approved

The system will automatically populate this field after the entry igraped.

Creating a Stop oPayrollProcessg Request

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

CRONUS UK Ltd. Setups Transactions Periodic Administrator

Eamning Transactions Paid Leave Leave Balance Adjustement  Overtime Transaction

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

Stop Or Payroll Processing: Al P Search il Delete  Page Y =
TRANSACTION

MNUMBER L TRANSACTION DATE EMPLOYEE CODE EMPLOYEE NAME TRANSACTION TYPE REASON APPRO
i 9/8/2019 100 Mike John Stop O
PROD0Z234 3/20/2019 EQD0722 Dima Joseph Massad Process fest =
PROD0O233 2/20/2019 EQD0722 Dima Joseph Massad Step stop =
PROD0127 7172019 NM NOMAN MANSOOR Process process =
PROD0123 6/16/2019 NM NOMAN MANSOOR Stop Stop the Salary =
PROD0116 6/9/2019 NM MOMAN MANSOOR Process Process the Payrollé [
PRODO114 6/16/2019 NM MOMAN MANSOOR Stop 234 =

Populate or complete théllowing 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 expta 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 requ&. The approved request is now updated with a checkmark undeAppeoved
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 Procagso .
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STOP SALARY | WORK DATE: 3/31/2020 @I t ] ~ SAVED e
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 tgdisvith a checkmark under th&pproved
column as displayed below.
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10. Loan Encashment

Loan encashment is a feature that allows adjustment on loan repayment amobettonducted manually. To start,
go to DynaPayr Home Page and locateTh@nsactionssection. Click koan Encashmentto 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 Prc:essi/ h
- o - 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
54  Carloan EDOO722 Dima Joseph Massad 0.00 0.00 000 O MEGANB
0 E000722 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 lstelow for easy reference.

Transaction Number

The system automaticallyopulates 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 Cde

The system automatically populates this field after the respective teéerence 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 regaces associated with the employee.

Loan Amount

The system displayseHoan 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 callates and displays dp-date amount the employee has repaid since |@aception.

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.

Creatirg a Loan Encashment Request

To create a loan encashment requesimply click the <Mew> icon to start. A new entry is created as displayed in the
item highlighted in Blue below.

CRONUS UK Ltd. Setups Transactions Periodic Administrator
Earning Transactions Paid Leave ve Adjustement  Overtime Transaction  Stop Or Payroll Pracessing .
Deduction Transactions  Un-Paid Leave , Vear End Of Service o
Loan Encashment: Al O Search '_ Delete  Page T o=
LOAM LDAN
TRANSA. TRANSACTI... EMPLOYEE TRANSA... LOAN REMAINING AMOUNT IS
NUMBER | DATE PAYCODE  PAY CODE DESCRIPTION CODE EMPLOYEE NAME NUMBER AMOUNT AMOUNT PAID PO CREATED BY
PRODO36D 0 0.00 0.00 o O MEGAMB
54  Carloan EDOOT22 Dima Joseph Massad 0.00 0.00 oo O MEGANB
] ED0O722 Dima Joseph Massad 0.00 0.00 oo O MEGANB
: 2/15/2019 54 Carlean E000722 Dima Joseph Massad PRO00207 50,000.00 50,000.00 5000000 EJ
6/19/2013 34 Carloan E0O10 David Boon PROO0DTE 20,000.00 20,000.00 2000000 E

Populate or complete the following fields that are applicable foratiitig 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 Rbsl<o 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 o

<]

416667
416667
416667
416667
416667
416667
416667
4166.67
4166.67
4166.67
4166.67
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c.PERIODIGECTION

1. Payroll Process
Processing payroll is the final step to ntidly 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
calculae the effect of each such as any special bengfiglied 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 beqaressed after the payroll voucher is created c frayroll 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 HorRage and locate thBeriodicsection. Click Rayoll 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 &

Payroll Process: Al 5 Search -+ New  [i Delete  Page v o=

CALENDAR CODE* PAYROLL PERIOD  FROM DATE TO DATE POSTING PROFILE

MONTHLY = 3 3M/2018 3/31/2019 Al

Payroll Process Overview Screen
A brief explanation for all column headers is listed below for easy reference.

Calendar Code

This fied 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 Bagroll Posting Profile.

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

N -
PROCESS PAYROLL | WORK DATE: 3/31/2020 @ T Tu] ~ SAVED

MONTHLY

=) Process Payroll  Post Payroll M void Payroll More options

PAYROLL PERIODIC PROCESSING

Calendar Code MONTHLY ~ Calender Year 2019
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 fayoll Periodic Processirgtab

Select the appropriate posting profile from the dropdown menu.

All: pick this option to process payroll fall employees
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By Employee: pick this option to process payroll fone employee

Group pick this option to proess payroll for groupof employees.

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

If the posting profile selection i&ll, the emploge Group and Code are disabled.

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

If the posting profile selection Sroup Pick the group Code from the dropdovist that will be selected from
Employee Group Master.

Payroll Period

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

Click €rocess PayroH button to begin the payroll processing.

If applicable, clickSend emalit to send details of the pay slip by email to the employee.

(This step should LY 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 emplogiek{ines>to display the Emplgee Payroll Transactions
Overview Screen.
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MONTHLY

%) Process Payroll = Post Payroll

PAYROLL PERIODIC PROCESSING

% Void Payroll

More options

Calendar Code
Posting Profile
Employee Groups

Employee Code

e

MONTHLY

All

FINANCE

AH

EMPLOYEE CODE * OYEE NAME
AH Annette Hill

E000722
E0010
E0012
E0013
E0014
E0015
E0016

Enm1 7

oYL 28S88Qa

Code AH.

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

Dima Joseph Massad
David Boon
Muhammad El-Maraghy
Shafi Vadila

Emarati Employee
Anhmed Nawar

Wasim Akram

Bl RAmth mimas

puls
(0p))
[e=N

For The Month of Mar 2019

CALENDAR CODE t
MOMNTHLY
MONTHLY
MONTHLY
MOMNTHLY
MOMNTHLY
MONTHLY
MONTHLY
MOMNTHLY

RACIITLS VY

Calender Year
Payroll Period
From Date

To Date

CALENDER START
DATET

37172019
37172019
3172019
3172019
31172019
3/1/2019
3172019
3172019

ERTLTETY

CALENDER END
DATET

3/31/2019
3/31/2019
3/31/2019
3/3172019
3/31/2019
3/31/2019
3/31/2019
3/3172019

ETTTENY

2019
3
3/1/2019
3/31/2019
E1
IS GL DOCUMENT
NETSALARY POSTED  NO
£,400.00 = G00082 =
0.00 =}
0.00 = G007
0.00 =} GOOO76
0.00 = G007
0.00 = 600076
0.00 = G007
0.00 =} GOOO76
nnn =1 ~ANNTE

R o0& aStSOlAy3a SYLX 2

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 =
Is

TYPE PAYCODDE?  DESCRIPTION START DATE END DATE DAYS AMOUNT  POSTED
Earning H 1 Basic Salary 3M1/208 3/31/2019 31.00 450000
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;ictiPost Payroll Jbutton to be posted to Genetd.edger.
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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.
|aH i Annette Hil MONTHLY 3/1/2019 3/31/2019 6,400.00 B Gooos2
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, clicksend emai to sem details of the pay slip separately by email to each of the selected employee.

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

1. TEC Provision

To Startgo toDynaPay Home Pagend locate thePeriodicsection. ClickTEC Provisionto display theicket
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 B
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 deggtion 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 calendafear for calculatind@icket 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 systenwill automatically populate this field after the entry is created.

Created on

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

CreatingTEC Provision
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To create a TEC provision, simply click thdew#> icon to start. A newentry is created as displayed in the item
highlighted in Blue below.

CROMNUS 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 LAl MONTH t YEAR t TOTAL AMOUNT  POSTED CREATED BY CREATED ON
1/31/2019 1 2019 574131 K
PRO00Z259 FEB ACCRUVAL 2172019 2 2019 879540 0O MEGANB 712372019
TEC Provision Detailsi®en
e e.
TEC PROVISION TRANSACTIONS | WORK DATE: 3/31/2020 k\@l T [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 €alculater buttonto generate TEC provision for all employee for the selected month

Field description

Employee Code

This is employee Ifibr all the employee for whom leave liability has been created du@eaeratebutton.

Pay Code

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

This feld displays Provision Codesociated with th&icket

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@dlculateButton.

The TEC provision calculation andgedwill be created based on the piieion setup as mentioned in the setup
section below:

PROVISION GROQUP INFORMATION
Group Code ALL hd Group Name ALl EMPLOYEES
Lines Manage B
5
DE. TOT. CR. SUMMAF
PROVISL. PROVISL.. UP. EM. PO. POSTING  ACCOUN
PROVISION PROVISION DESCRIPTION PAYCODE ~ PAY CODE DESCRIFTION METHOD PERCENTAGE  PAREME.. AMOUNT DA, cO. TR 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 Startgo toDynaPay Home Pagend locate thePeriodicsection. Cik Non-TEC Provisionto display theNon-Tec
Provision Overview Screen.

CRONUS UK Ltd. Setups Transactions Periodic Administrator
Payroll Process  TEC Provision End Of Service Benefits  Posting Leave Provision  General Journal E
Non-TEC Provision:  All P Search 4 New [ Delete  Page Y =/
TRANSACTION TRANSACTION 15
NUMBER DESCRIPTION DATE MONTH 1 YEAR1 TOTAL AMOUNT  POSTED CREATED BY CREATED ON
1/1/2019 1 2019 1200000 O
FEB 2019 21,2019 2 2019 1340000 O MEGANE 712172019
PROQ005S 6/17/2019 6 2019 2240000 0O

Non-TEC Provisio@verview Screen

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

Transaction Number

Unique identification number whicbomes automatically.

Description

This fietl 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 Biri.

Year

This is the calendar year foalculating Ticket provision

Total Amount

This field displays the total NeFEC liability amount for all employees for the selected month.
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Is Posted

This check box automatically select once the transactids gested.

Created By

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

Created on

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

CreatingNon-TEC Provision

TocreateaNow 9/ LINRDBA&AA2Y

6! yydz ¢

2 Vigzlick thé <Hewt itdh to/stardZorEw .

entry is created as displayed in the item highlighted in Blue below.

CRONUS UK Ltd. Setups Transactions Periodic Administrator

Payroll Process  TEC Provision

Non-TEC Provision:  All

2 Search  +MNew [ Delete  Page
TRANSACTION Gsacnion)
NUMBER DESCRIPTION P MONTH YEAR1
6 11172019 1 2018
PRO00236 FE8 2019 217201 2 2019
PROGO0SS 6/17/2019 6 2019

Non-TEC Provision Detailsi®en

End Of Service Benefits  Posting Leave Provision  General Journal

58

v o= S
1S
TOTALAMOUNT ~ POSTED  CREATED BY CREATED ON
1200000 O
1340000 O MEGANB 7/21/2018
2240000 O
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Click €alculate> button to generate NorATec provision for all employee for the selected manth

Fiedd description

Employee Code

This is employee Id for all the employee for whom leave liability has been created GQenévatebutton.

Pay Code

This field displays the payde associated with the Nefec Provision item.

Provision Code

This feld disphys Provision Code associated withtheMo§ O ¢ . 2y dzax | SIf 46K Of dzo X

Total Anount

This field displays the total NeFicket liability amount for all employees for the sgtied month.

All the fields get filled automatically due to action@dilculateButton.
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