cCOO=
Employee Payroll Data

HUMAN RESOURCES

EMPLOYEES - PAYROLL DATA

Payroll Data can be set up to include payroll, income tax, pension, medical

aid and union details for example, that are not already set up on the system.

You can make changes directly in this screen, using the search buttons and

drop-down arrows. You can Save any changes as required.

Ribbon Access: Finance and HR > Employees

$ - BPO: Version 2.4.0.11 - Example Company. — (o l(x

@ | coupment/locations  Contract || Finance /MR || Inventory  Mantenance /Projects  Manufachring  Procwement  Saks  Service  Reportng  Utities

1. The Employees listing screen will be displayed.

VIEW EMPLOYEE PAYROLL DATA

SELECT EMPLOYEE

2. Select the row of the employee whose payroll data you wish to view.
3. Click on the Payroll Data tile.
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TECHMNOLOGTES Employee Paer” Data

$ - Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=J(o](x

Home | Equpment/locaons  Contract — Finance /HR  Invemtory  Maintenance /Projects  Manufactuing  Procrement  Sales  Service  Reportng  Utiities -

QZXE = e @

Add  Edit Delete  View | Savelayout Workspaces | Reports Export ‘ Refresh | Print
Maintenance | Format 4 View 4| curr... .| Prnt | )
Links o
o
EmployeeNumber  ~ FulName EmalAddress Manager Department  PhoneNumber  MobileNumber Extension  Status
v ol s s - e s s s s .
DUTDOL Bianca Du Tait kameshri. play @co3.c0.za Belinda Sharman  Sales 0311234564 0831234567 1234
DUTDO2 Tammy Du Toit Tammy@TEST ALPHA v2.4.0.0 DB.co.za
DUTDO4 Test Employee Test@TEST ALPHA v2.4.0.0DB.co.za
DUTDOS Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.c0.7a
DUTD1D Bianca Surendorff  Bianca @TEST ALPHA v2.4.0.0 DB.co.2a 0311234564 0831234567 1234
E147282 Jade Rivers Jade@TEST ALPHA v2.4.0.0 DB.co.za
E987654 JeffRivers Jeff@TEST ALPHA v2.4.0.0 DB.co.z73
EMP123 Caroling Suzzetta L. Carolina Suzzetta@TEST ALPHA v2.4.0.0. Bianca Du Toit
HARODO1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit
Sasha Jones Bianca Du Toit Sales

10001
JOHDO1 .

Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB.... Markus Arilius Ste:

»>» »>» > > > > > >>>> DD > > B> D> D> D

Juoi Judah Mine judahm@test. co.za.za Belinda Sharman Sales 9876543210 1122334455 7
KES001 Julanda Kessler Sales
KHUDO1 Andile Khumalo Andile @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales
MILOO1 Abigail Mine Abigal @TEST ALPHA v2.4.0.0 DB.co.za Sales
]MUDUUI ]udlﬁ’v Mudzervgl Judith@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales 123 456 7890
NDWO01 Sne Ndwalane snenhlanhia.ndwalane@co3.co.za Sales
PILODL Kame Pillay kameshri.pilayco3.co.za
REDOOL George James Red...  George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes
REPODL Marc Repsold marc.repsold@co3.co.za Sales
SHADOL Belinda Sharman Belinda@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit
STEDO1 Markus Arlius Stev... Markus Arlius@TEST ALPHA v2.4.0.0 DB.... John Twain

1. The Payroll Data for: [] screen will open.

VIEW PAYROLL DETAILS

2. Here you can view any payroll information that has been entered into

the system for the selected employee.

ADD PAYROLL DATA

You will note that there is no Add button in this screen. Information is added

in the following ways:

. Typing directly in a text box.

. Using the search buttons and the subsequent Select... screens.

. Using the drop-down arrows and the subsequent drop-down lists.
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TECHMNOLOGSTES

Employee Payroll Data

s i thvmlll)atafnr:MllDOﬂl—IPD:Vzrsim!.‘i.llﬂ—Bmmﬂz(nmpﬂuvaM.‘l =B x
\j j Home | Equipment /Locatons ™ Contract  Finance /HR  Inventory [Projects  Manufactuing  Procrement  Sales  Service  Reportng  Utiites - &
[ . (=
<)
save  Back | Workspaces
Maintenance 4| Format . i
Payroll Type » Director/CC Member [ |
Employment Category | Occupation 1 -
Employment Area ﬁ( .
Pay Rate | 10000 Pay Period |Monthly -
Pay Method | Electronic Transfer - Nature of Person |Legal Persan -
Additional Tax On |0
Start Date |01/01/2000 - Termination Date |01/01/2030 -
Income Tax Humber | 1122334455 ¢ .
Union Member
P T = S -] D3 ()
Pension Member b/
Pension/Provident | Pension Fund £
Medical Scheme Flag &/
Medical Scheme  Bonsave £ Scheme Number | 1001
Council Levy Flag |_|

ADD PAYROLL DETAILS

Type in or use the search and drop-down lists to enter the following inform-

ation:

Payroll Type: Click on the search button and choose the relevant
option from the 'Select a Payroll run type' pop-up screen.
Director / CC Member: Select this check box if this employee is a
director or a member of a close corporation.

Employment Category: Click on the drop-down arrow and select
from the list the category of employment linked to this employee.
Employment Area: Click on the drop-down arrow and select from
the list the area of the company where this employee is based.
Pay Rate: Type in the amount of pay per period of work. This
works in conjunction with the next field.

Pay Period: Click on the drop-down arrow and select the recur-
ring length of time over which employee time is recorded and paid

e.g. Monthly, Weekly, Daily.
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TECHMNOLOGSTES

Employee Payroll Data

Pay Method: Click on the drop-down arrow and select from the
list, the method by which this employee will receive their pay e.g.
EFT, Cash.

Nature of Person: Click on the drop-down arrow and select from
the list the relevant type e.g. Natural if the employee is con-
sidered to be ordinarily resident for income tax purposes,
Additional Tax On:

Start Date: Either type in, or click on the drop-down arrow and
use the calendar function to select the date the employee joined
the company.

Income Tax Number: Type in the unique personal number given

to the employee by the country's revenue services.

e | Equipment /Locations

Contract

Finance / HR

Payroll Data for : MUDOOL - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 L

(]
X %

Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utiities

[ ]

=

Workspaces

Payroll Type |SALARY
Employment Category | Occupation 1
Employment Area |Arez A

Pay Rate | 10000

Pay Method |Electronic Transfer

Additional Tax On |0
Start Date |01/01/2000

Income Tax Number | 1122334455

1o

Director/CC Member [_|

Pay Period | Monthly -

Nature of Person |Legal Person -

Termination Date |01/01/2030 -

Union Member i/
Union |New Union
Pension Member &/
Pension/Provident | Pension Fund
Medical Scheme Flag &/
Medical Scheme | Bonsave
Scheme Option | Family option 1|

Council Levy Flag [_|

Scheme Number | 1001

° Union Member: Select this check box if the employee is a union

member.

° Union: Click on the search button and choose the relevant option

from the 'Select a Union' pop-up screen.
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TECHMNOLOGSTES

Employee Payroll Data

° Pension Member: Select this check box if the employee is linked

to a pension scheme.

° Pension/Provident: Click on the search button and choose the rel-

evant option from the 'Select a Pension fund' pop-up screen.

° Medical Scheme Flag: Select this check box if the employee is

linked to a medical aid scheme.

© Medical Scheme: Click on the search button and choose the rel-

evant medical aid scheme option from the 'Select a Medical

scheme' pop-up screen.

° Scheme Option: Type in the type of medical aid plan the

employee has with the medical scheme named above e.g. Hospital

Plan, Classic Saver Plan.

° Scheme Number: Type in the unique medical aid scheme number,

pertinent to the employee.

° Council Levy Flag:

SAVE PAYROLL DETAILS

When you have finished adding the payroll details, click on Save.

)

& | o
=]«

r
B
Maintenance

Save Back

Equipment / Locations
(=]
=)

‘ Workspaces

rmat ‘

Payroll Type |SALARY
Employment Category | Occupation 1
Employment Area  Area A

Pay Rate | 10000

Contract

Pay Method |Electronic Transfer

Additional Tax On |0
Start Date |01/01/2000

Income Tax Number | 1122334455

Finance /HR

1

Payroll Data for : MUD0O1 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [ —Jlo | x

Inventory

Director/CC Member [

Pay Period | Monthly

Nature of Person |Legal Person

Termination Date |01/01/2030

Maintenance / Projects

Manufacturing Procurement Sales Service Reparting Utiities - & x

Union Member
Union |New Union
Pension Member /|
Pension/Provident | Pension Fund
Medical Scheme Flag
Medical Scheme | BonSave
Scheme Option | Family option 1|

Council Levy Flag [ |

Scheme Number | 1001
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TECHMNOLOGSTES

Employee Payroll Data

1. A message box will pop up advising the following:

° Payroll has been saved.

2. Click on OK.

Payroll Data for : MUD0OL

| g || Home | Equipment/locatons  Contact  Fimance /MR Inventory  Maintenance {Projects

Manufacturing

Procurement  Sales

Service

Reporting

Utities

L o ]
= <
=

Save Back | Workspaces

Mantenance | Format 4

Payroll Type |SALARY

« o

Employment Category | Occupation 1
EmploymentArca |ArsaA 7|
PayRate 000 |
Pay Method EectonicTransfer =
Additional Tax On Di
StartDate 01012000 <]
Income Tax Number | 1122334455

Union Member i/
union [NewUnion 8|

Pension Member b/
Pension/Provident PensonFund 9|

Medical Scheme Flag i/
Medical Scheme [Bonsave 9]
Scheme Option | |

Council Levy Flag [_|

Director/CC Member ||

Pay Period | Monthly

Nature of Person |Legal Person

Termination Date |01/01/2030

Scheme Number | 1001

Payroll has been saved

= ]

The details will be saved and you will return to the Employees listing screen.

EDIT PAYROLL DATA

SELECT EMPLOYEE

1. In the Employees

2. Select the row of the employee whose payroll data you wish to edit.

listing screen.

3. Click on the Payroll Data tile.
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TECHMNOLOGTES Employee Paer” Data

$ - Employees - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=J(o](x

| Home | Equpment/Locatons  Contact  Fmance /HR  Ivemtory  Maintenance /Projects  Manufacturing  Procrement  Sales  Service  Reportng  Utiites -

O2XE = e @

Add  Edit Delete View | Savelayout Workspaces | Reports Export ‘ Refresh | Print
J

| Print | &

View Curr.

Links

EmployeeNumber  + FullName EmailAddress Manager Department  PhoneNumber  MobieNumber | Extension  Status
v ol oflc oflc o ol oflc oflc oflc oflc

REDOOL George James Red...  George James@TEST ALPHA v2.4.0.0DB... Wesley Haynes A
PILODL ame Pillay kameshni.pilay@co3.co.za A
h D01 Sne Ndwalane snenhlanhiz.ndwalane@co3. 0.2 Sales A
£ JMupooy| £ Judith Mudzengi Judith@TEST ALPHA v2.4.0.00B.co.za  BiancaDuToit  Sales 123 456 7890 A
MILODL Abigail Mine Abigal &TEST ALPHA v2.4.0.0 DB.co.za Sales A
KHUOO1 Andile khumalo Andile@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
KES001 Julanda Kessler Sales A
Juoi Judah Mine judahm@test.co.za.za Belinda Sharman Sales 9876543210 1122334455 7 A
JoHoo1 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB. Markus Arilus Ste. A
Payroll Data Jo001 Sasha Jones Bianca Du Toit Sales A
HAROD1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit A
EMP123 Carolina Suzzetta L Carolina Suzzetta@TEST ALPHA v2,4.0.0... Bianca Du Toit A
E987654 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A
E147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za A
DUTD10 Bianca Surendorff Bianca@TEST ALPHA v2.4.0.0 DB.co.za 031123 4564 083 1234567 1234 A
DUTOOS Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.za A
DUTO04 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUT002 Tammy Du Toit Tammy@TEST ALPHA v2.4.0.0 DB.co.za A
DUTO0L Bianca Du Tait kameshri.pilayco3.co.za Belinda Sharman  Sales 0311234564 083 1234567 1234 A
DGO01L John Twain John@TEST ALPHA v2.4.0.0 DB.c0.za Belinda Sharman A
DANDDL Sabelo Danisa Sabelo@TEST ALPHA v2.4.0.0 DB.co.za A
co3 CO3 Administrator  CO3@TEST ALPHA v2.4.0.0DB.co.za A
s1vans LDl Lnusnanane R .

1. The Payroll Data for [] screen will open.

EDIT PAYROLL DETAILS

Make the changes as required.

2. In this example, the Nature of Person has been changed from Legal
Person to Natural Person using the drop-down arrow and selection

from the subsequent drop-down list.
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TECHMNOLOGTES Employee Paer” Data

Payroll Data for : MUD0O1 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0

jome | Equpment /Locatons  Contact  Finance /HR  Inventory [Projects  Manufactuing  Procrement  Sales  Service  Reportng  Utiites - & x
i = [ ]
Ho
B
save  Back | Workspaces
Maintenance 4| Format . )
Payroll Type | SALARY el Director/CC Member [ |
Employment Category | Qccupation 1 -
Employment Area |Area A -
Pay Rate | 10000 Pay Period | Monthly -
Pay Method |Electronic Transfer - Nature of Persor] |Legal Person |:|< - - .
Additional Tax On |0 Type & Doarptin .-
e — L Legal Person
Start Date |01/01/2000 - Termination Date] |y Natural Person 4=

Income Tax Humber | 1122334455
Union Member

Union | New Linion b
Pension Member /] = Y
Pension/Provident | Pension Fund £

Medical Scheme Flag &/
Medical Scheme  Bonsave r Scheme Number | 1001
Scheme Option

Council Levy Flag | |

1. When you have finished making the required changes,
2. Click on Save.

Payroll Data for : MUD001 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 T
| g |‘ Home | F_qmpmenuLmnons Contract  Finance /HR  Inventory i [Projects  Manufacturing  Procrement  Sales  Service  Reporting  Utiities - & x
Save Ba:k Warkspaczs
Maintenance ormat &
payroll Type [SaLaRY 0| Director/CC Member [ |
Employment Category | Qccupation 1 -
Employment Area |Area A -
Pay Rate | 10000 Pay Period |Monthly -

Pay Method  Electronic Transfer bt latural Person

Additional Tax on |0
Startpate 01042000 v Termination Date |01/01/2030 v
Income TaxMumber 1122334355
Union Member
union [NewUnion 9|
Pension Member /|
Pension/Provident |PersionFund 0|
Medical Scheme Flag
Medical Scheme Borsave 9 Scheme Humber | 1001
schemeoption | |

Council Levy Flag [ |

1. A message box will pop up advising the following:

° Payroll has been saved.
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cCOO=
Employee Payroll Data

2. Click on OK.

® - Payroll Data for : MUDOOL - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 —Jtajix]
| g | Home | Equipment /Locations  Contract  Finance [HR  Inventory i [Projects Manufacturing  Procrsment  Sales  Service  Reporting  Utiities - & x
i s ==

Ho

B

Save Back | Workspaces

Maintenance .| Format &

Payroll Type | SALARY pel Director/CC Member [ |

Employment Category | Qccupation 1

Employment Area |AreaA <)
PayRate [10000 | Pay Period [Monthly  ~| *
Pay Mcthod EectonicTransfer 7| Nature of Person |NatwralPerson ayrol has been saved .
Additional Tax on |0
StartDate 01012000 < Termination Date |0101/2030
I >
Union Member k
union [NewUnion 9|

Pension Member i/
Pension/Provident PersonFund 9|
Medical Scheme Flag i/
Medical Scheme Borsave 9 Scheme Humber | 1001
schemeOption | |

Council Levy Flag | |

The details will be saved and you will return to the Employees listing screen.

DELETE PAYROLL DATA

You can only edit the information in the Payroll Data screen, you cannot

delete all the payroll data for an employee.

MNU.021.015
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