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I. HRM Introduction:  
 

This guide helps you develop a whole payroll process from the initialization of the 

payroll until the finalization of the payroll: 

 

 

 

II. Payroll Process: 
 

 HRM Payroll process includes the followings: 

 Payroll Initialization 

 Pay slip Preparation 

 Posting payroll entries 

 Payroll Automatic Calculation  

 Pay slip and Payroll Summary Edition 
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  Payroll initialization:  

a. Pay month: 

This step means the initialization of the monthly payroll. 

First you go to the screen Pay month under the link: "Payroll    Pay slips  

Payroll initialization  Pay month"  

 
 
Then you should precise on which period (month) you will work on by selecting the pay 
month as shown below.  

 
The system will propose automatically the pay dates from the beginning to the end of 
the month.  
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  If we have 2 payrolls during the same month (with two separate payslips), 

the pay month must be spited on 2 coherent pay periods. 

b. Automatic generation: 

Once the pay month initialized, you move to the automatic generation step. This 

function generates the headers of the payslips in order to process the payroll for the 

selected period. 

Please note that this step must be done prior you start posting or injecting payroll 

entries.  

 Automatic generation can be performed through two functions: 

 "Automatic generation" function: 

"Payroll     Pay slips  Payroll initialization  Automatic generation" 
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You select the pay dates and you confirm by clicking on button OK as shown below: 

 

 

 

 

 "Employee payslips" function: 

"Payroll     Payslips  Employee Payslip»  

 

 

If we will have 
more than one 
pay slip, we 
must click on 
Multiple 
Headers 
authorized 
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(1): Click on the « New » button.    

 

 

 

A new screen is displayed: 

 

(1): Input the Employee ID 

(2): Check the pay range date 

(3): Click on the « OK » button  

 

Note that this method just allows us to generate one payslip for the selected 
employee. 
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(1) 

(2) 

(3) 
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 Input of payroll items – Payroll preparation: 
 

This step allows you to input the values of the employees’ variables on the system by 

using the screen below  

"Payroll   Pay slips  Employee payslips"  

 

 
In the left list of this screen (Employee payslips), you can select the employee and 

his/her payslip (with a quick Select):  

 

 
 
Thereafter, you update the payroll variables for each employee. 

We start with the first tab "Basic salary": 
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This variable is conserved and will be changed only when the employee's base salary 
varies. 
 
Note that for the basic salary, the code of the variable contains the abbreviation for the 
country, as shown below: 
 

Variable code Country 

TZ_B_PAY AFTZ 

KE_B_PAY AFKE 

ZM_B_PAY AFZM 

 
 
For the second tab "Hours", it will be used for the AFZM to calculate the Leave 
Commutation. 
 
You must select the variable "LV_DAYS" and indicate the number of the leave days: 

Enter the 
value of the 
basic salary 
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The system will automatically calculate the value of paid leave (Below you find the line 
relating to paid leave in a payslip): 
 

 
 
For the "Bonuses" tab, you will find the different bonuses and benefits for each 
company. All variables start with the country code (TZ, ZM and KE). 
 
To calculate a bonus or benefit, you just need to select the appropriate variable and 
insert the value. 
 
Below is an example: 
 

Enter the number 
of Leave Days 
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The “Deductions” tab allows us to input variables related to advances given to 
employees or loans that vary from one month to another: 
 

 
 
The deduction will be taken into account after the calculation of the payslip (see 
example below): 
 
 

 

Insert the 
value/amount of the 

bonus or the 
allowance 

Insert the value of the 
staff advance or the 

loan 
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We will use the tab "Miscellaneous" for cases of probation for the AFZM.  

 

For these cases, we insert the value "1" at the level of the variable "ZM_PROBAT": 

 

 
The system will not calculate the SATURNIA CONTRIBUTION in this case. 

 

 

Once all payroll variables entered and controlled, you move to the next step 
and proceed to the payroll calculation. 

 

 Payroll Calculation:  
 

Once the different variables input, you proceed to the payroll calculation which can be 

done with two methods: 

 

 The function « Payroll calculation »: 

This function allows you to start a collective calculation by using the screen 

below:  
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"Payroll    Pay slips  Payroll calculation"  

 

 
Three steps must be followed: 

(1): Enter the company code 

(2): Check the pay date range 

(3): Click the OK button 

Note: The option recalculation of payroll already calculated: It is used to recalculate 

the calculated payslips to take into account the latest changes. 
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 "Employee payslips" function:  

 

 "Payroll    Pay slips  Employee payslips"  

 

 
 

 
 

 

 

 

The “Reverse” function allows you to calculate payroll upside down: 

 

 
 

  

The "Calculation" button 
calculates the 

employee's payslip 

(Individual calculation) 
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An entry screen is displayed:  

 

 
 

 

(1): Enter the net amount to be paid  

(2): Click the OK button  

 Payroll deletion:  
 

This function allows you to delete the payroll by selection criteria. 

"Payroll   Pay slips  Tools   Payroll deletion"  

 

 

(1) 

(2) 
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(1): Enter company code 

 

(2): Select the start date and end date 

 

(3): click the OK button 

 

 Deletion calculated payroll: Deletes the calculated pay slips 
 

 Header cancellation: Deletes the headers of the created pay slips 

  

1 

2 

3 
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 Printing of slips:  

You can print individually payslip for each employee or collectively  

"Payroll     Pay slips  Printing of slips"  

 

To print the payslip, you must choose your own the payslip model (as shown below): 
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(1): Enter the company code 

(2): Select the start date and end date of the payroll 

(3): Click on the Print button 

To print individually payslips, you can do it through the screen "Employee Payslips" by 

clicking on the button "Print the current record" at the top of the screen as shown below: 

 

(1) 

(2) 

(3) 
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 Payroll Summary printing: 
 

 

The report is named "LIVRESTD": 

 

 
 

Once the print screen displayed, you must select the subsidiary and pay dates to print 
the payroll summary: 
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(1): Enter the company code. 

(2): Select the start date and end date of the payroll. 

(3): Click the print button. 

Please Note: 

(1) 

(2) 

(3) 

(**) 
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- (**): The option "printable heading" allows you to print only the headings that 

figure on the pay slip. 

 

 Creating headers, posting values and calculating the payslip through the Employee 

Payslips function can just be done individually 

 The delete of a pay slip causes the loss of the posted values  

 It is possible to delete calculated or printed pay slips when not yet booked.  

 It is impossible to delete a payroll on a month if there are payrolls calculated on the 

following month(s). 

 Pay slips not printed are not included in the Payroll journal entry 

 Inactive employees are not included in the payroll calculation and consequently not 

considered on the payroll journal entry. 

 

The table below shows the allowed actions and rights on a pay slip regarding its status:  

 

 

Entry and 
modification 

Calculation Printing Delete 

Entry Yes Yes Yes Yes 
Calculated  Yes Yes Yes Yes 
Printed Yes Yes Yes Yes 
Under progress  No No Yes No 
Posted 
(Booked) 

No No Yes No 

 

The information about the status of the pay slip and its posting are displayed on the 

Payroll tab of the Employee Payslips function: 

"Payroll     Employee Payslips"  

Payslip 
Status 

Action 
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 Controls Functions: 
This function provides several controls for the calculated pay slips: 

 Employee Totals: 

"Payroll     Pay slips  Employees payslips” 

And you click on “Emp. Totals” 

 

The totals calculated for the employee will be displayed: 

To consult the cumulative amounts per 

employee on the payslip. 
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 Salary Slip Report: 
 

- This function allows you to edit a "payslip report" information for a selection of 

employees and periods. 

- This information reflects the status of payslips: Entered, Calculated, Printed or 

Posted.  

- This function also displays the total number of generated payslips, as well as the total 

payrolls per "Status". 

- This is a control state to use especially before the calculation of the payroll journal 

entry. 
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To generate this report, you must follow this path: 

"Payroll     Pay slips  ControlsSalary slip report" 
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(1): Enter the Company code  

(2): Select the start and end payroll dates 

(3): Click the Print button 

  

 

(1) 

(2) 

(3) 
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III.  Loan Module: 
 

 “Loan management  Loan management” 

 

 

 Loan creation:  
 

To create a loan, first click the new button. Then, you must select the employee and fill 

in the fields describing the credit: type, amount, duration, and first due date. 
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(1) Select the calculation type: 

 Normal: An interest-free loan   

 Setup file: A loan with interest 

(2) Select the loan type (Advance or Staff Loan for example) 

(3) Select the object of the loan 

(4) Select the lending institution (AFTZ, AFZM or AFKE) 

(5) Insert the Decision date  

(6) Insert the loan amount (The total amount)  

 

(1) 

(2) 

(11) 

(3) 

(4) 

(5) 

(6) 

(7) 

(8) 

(9) 

(10) 
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(7) Choose the payment frequency: 

 Monthly 

 Bimonthly 

 Quarterly 

 Annual 

 Number of days 

(8) Insert the duration  

(9) Insert the date of the first installment    

(10) Select the Payment Heading  

(11) Create the loan 

 

 

 

 

  

  

 

 

 
 

 

Once the loan created, an automatic loan code 

will be assigned as well as the payment 

schedule. 

(11) 



 
HRM-002_02-Payroll  

User guide 
 

 

 

32 

 Loan Disbursement:  
 

Prior to include the loan due amounts on the payroll process generation, you may 

unlock the loans as shown below ("unblocking" button in the screen below). 

An entry screen appears: 

 

(1) Insert the disbursement date 

(2) Select the payment method 

(3) Click the OK button 

 

Once the loan is Unlocked and the first installment date is included in our current pay 

month, the loan will automatically be integrated at the payslip.  

(2) 

(1) 

(3) 
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  An unlocked loan can’t be deleted!! 

 Miscellaneous Transactions: 
 

 Total repayment (Anticipated Loan end): 

Total Repayment function allows the employee to anticipate the end of his loan. 

 

(1) Click the “RMB TOT” Button 
 

An entry screen appears: 

 



 
HRM-002_02-Payroll  

User guide 
 

 

 

34 

  
 

(1) Enter the total payment date 

(2) Enter the effective payment date  

(3) Click the OK button 

 

(1) 

(2) 

(3) 



 
HRM-002_02-Payroll  

User guide 
 

 

 

35 

 Partial Payment: 

 

                 This function allows the employee to repay a part of his / her loan  

 

 

 

 (1) Click the PAR PAY button 

 

 An entry screen appears: 
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(1) Enter the refund amount 

 2) Enter the date of the partial payment 

(3) Enter date of taking into account the partial payment 

(4) Select the calculation type:   

 Fixed term: the amount of the due date will be amortized 
 

 Fixed Maturity Amount: The installment amount remains fixed and the 
number of installments will be reduced. 
 

 (5) Click the OK button. 

 

 

(1) 

(2) 

(3) 

(4) 

(5) 

XXXXXXXX 
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 Installment postponement:  

 

This function postpones the repayment of one or many installments. 

 
 

(1) Click the Report button. 

 

An entry screen appears: 

(1) 
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(1) Enter the number of installments to postpone. 

(2) Enter the postponement mode 

 Offset of installments: delay the postponed installments forward at the end of 

the loan. 

 Deferral on the next installment: Merger of deferred periods with the next due 

date. 

(3) Click the Ok button. 

 Merging: 

This function allows the merging of two or many installments over a single month. You 

have to select the installments to merge and click on Merge by choosing the merge 

date: 

(2) 

(3) 

XXXXXXXX 

(1) 
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(1) Double Click on the merging field to select the schedules to merge. 

(2) Click on the button Merging 

An entry screen appears: 

(1) 

(2) 
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(1) Enter the date of the merger 

(2) Click the OK button. 

 

 Interruption: 

       This function is used to stop or interrupt the loan. 

 

(1) 

(2) 
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(1) Click on the "Interruption" button 

 

      An entry screen appears: 

 

 
 

(1) Select the reason for the loan interruption 

(2) Enter the loan interruption date  

(3) Enter the date of taking into consideration the interruption of the loan. 

(4) Click the Ok button.   

 

 

 

 

(1) 

(2) 

(4) 

(3) 
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 Loans Status: 
 

The table below explains the different status of loans: 

 

Status Comments 

Not unlocked The loan is created and unblocked and will 
not impact the payroll 

Unlocked The loan is created and unblocked and will 
impact the payroll 

Interrupted The loan is interrupted 

Balanced The loan is fully refunded 

 

 

 

 

 

 


