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. HRM Introduction:

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

payroll until the finalization of the payroll:

‘ Payroll Process

Employee Initialization Payroll entries Payroll Printing

Pay month
Payslips Generation

Payslips printing
Payroll Summary

<

Il. 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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1. 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 2

Payroll initialization - Pay month"

i--F‘ayroll

--Entr:.-' ofvalues

B-Pay slips

Ei- Payroll initialization

I: Fay month :l

- automatic generation

- Payroll preparation
Employee payslips

- Back pays

- Payroll calculation

- Printing of slips

~“PFD archiving of payslips
- Controls

EH-Tools

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.

0068

Pay month -

File Edit Window _Ih\rlgal-%gﬁl'
Blm &l 4D M e 2EO0ELE E

Fay month | 1042016
Fap date | 251016

Pay period | 01110416 | 3110416 |

FPayment date | 269016

Current year | /01416 | | NA2M6 |

Ready
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AN 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.

4B 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”

i--F"ay’mll
--Entrg.r of values
Q--F‘ay slips

E-Payroll initialization

H-Payroll preparation
~Employee payslips
H-Back pays
Payroll calculation
Printing of slips

- PFD archiving of payslips

()

Fl-Controls
- Tools
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You select the pay dates and you confirm by clicking on button OK as shown below:

Automatic process —~ e, =) =) &
File Edit Window Mavigation Windows 2 e _'ﬂ-:'-m'
L& 4N e LD L E o @«
[ &l companies Compary | | | |
W &l sites Site | || |
& &l departments Departrment | | | |
M &l profiles Profile | | |

Feq. number range | | | |

Fopulation | | | |

Other critenion |

Payroll elements

Pay period (01410416 | (31410416 |

Fayrment date | 2610416

Common features

Additional profile | |
B Exclude certificates

l Multiple headers authonized

[Recalt | Delete memo | £nd

|Heady

If we will have
more than one

pay slip, we
must click on
Multiple

R/
0‘0

"Payroll = Payslips 2 Employee Payslip»

ﬁ--F"ayroll

--Entrf of values

ﬁ--F‘ay slips

E- Payroll initialization

Employee payslips

C=Tud "l S~

é""F"ayroII calculation
é""F'rinting of slips
F"FD archiving of payslips
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(2): Click on the « New » button.

|

Farnily narme-... |MALEKD Gilead Caclulatio Reverse Chaining
‘ Payslip | 1600005858 | Contract | 11C0I1609001 |
m[ Base sal ” Hours ” Bonuses ” Deductions ” Miscellan ” A ” Payslip ]
Employee
Pay period | 10/01/16 | [10/31416 | Compary |4FTZ | | Alios Finance Tanzania Ltd |
Payment date Profile |LDC |L|:||:a| |

Statuz | Printed B Site |11 | |Dar EzSalem |
Fosted |Mot posted B Department |AEE | |Accnunting |
Report [BULLETIM Add. profile | | |

& Exclude certificates

LockilUnlock
i Locked |

Time closing tracking
[&] Generation [ Drverview [ Wariable upd [ &naltical upd

Text at bottom of slip

[ Pay reverzed an

[&] Reversal pay an I:I
[ ]

Diiztribution key I:l

Dimension typel |Dimensiun type2 |Dimensinn type3 |Fa-::tul |

[Beady

A new screen is displayed:

(2): 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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B Additional payrents

Reverzed pay date | | | |

Employee
(1) Employee 1D | 023 | |MALEKO Gilead |
Cantract |11C011603001 | [ |

Arrival 092012016

@
Pay period [10/01416 | 10731416 |
Payrment an
Identification
Site |'I‘I | |Dar EsSalem |

Comparny |.-’-'-.FT2 | |.-’-'-.Ii|:|s Finance Tanzania Lkd |
Profile [LOC [Lacal |

D epartment |.6.EI: | |.-’-'-.u:u:u::unting |
Add. prafile | | |

A

Feady

3)
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2. 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"

=B Fayroll

=-Entry of values
Q--Pay slips

B Payroll initialization

Employee payslips

E=Tud "l TN}

""" Fayroll calculation

E""F"rinting of slips

PFDO archiving of payslips

In the left list of this screen (Employee payslips), you can select the employee and
his/her payslip (with a quick Select):

Employee 1D Mame
om DE WILLARD
004 M EAZA,
01n PakdBA,
014 MALLE
015 MNDAKIDEMI
016 SUMNGLYA
oa SEIF
013 JLOkI
020 MDERMU
021 bLMISI
nz2z SHIKOMYI
023 MALEKD
024 TURMAINI

First name | Fay date Site & Department | Profile | Status

Jerome 10/25/2016 11 ks ExF  Printed
Amiri 10/25/2016 11 ADMIN LOC  Printed
Frank 10/25/2016 11 COM LOC  Printed
bl ercy 10/25/2016 11 ADMIN LOC  Printed
Edward 10/25/2016 11 ACC LOC  Printed
Yohane  10/25/2006 11 RECO LOC  Printed
Kinanazy  10/25/20016 11 MID LOC  Printed
Dzcar 10/25/2016 11 1D LOC  Printed
Grace 10/25/2016 11 MID LOC  Printed
Elda 10/25/2016 11 RISk, LOC  Printed
Mazanju  10/25/2006 11 COM LOC  Printed
Gilead 10/25/2016 11 ACC LOC  Printed
LILIAMN 10/25/2016 1 1D LOC  Printed

Fosted

Mot posted
Mot posted
Mot posted
Mot posted
Mot posted
Mot posted
Mot posted
Mot posted
Mot posted
Mot posted
Mot posted
Mot posted
Mot posted

Papzlip

1600005842
1600005856
16000058549
1600005845
1600005846
1600005847
1600005848
1600005843
1600005850
1600005860
1600005852
1600005258
1600005857

Thereafter, you update the payroll variables for each employee.

We start with the first tab "Basic salary™:




F‘ﬂymll! Basesali Hours || Bonuses || Deductions || Mizcellan || 1J || Payslip |

ff1 Base salary

Yanable Title Yalue Entered text
I TZ B _PaY | Bazic Pap Tanzania Mo

Enter the
value of the
basic salary

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:

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:

- - W
ALl HRM-002_02-Payroll SR
e — - User gulde INTEGRATION Y&

= — [ -] | - ) —
Employee 1D |023 Fay date | 10/25/1F
Family name-. . |M.~'1'«LEKEI Gilzad |
Payslin | 1600005858 | Cantract | 11CDI1609001 |
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Employee ID | 282931/54/1 Pay date |10/25/16
Faily narme-... |K.-'3.S;’-'-.ND.-’-'« Kapahwa |

Papslip | 1500005843 | Contract | 120011602002 |
Payroll || Base =zal Bonuszes || Deductions || Mizcellan || I || Payzlip |
g2 Hours

VYanable
LY _Day's

Title

Leave Days

VYalue| Entered text

Enter the number
of Leave Days

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

439 2M_LY PaY 4000 200000 LEAVE COMMUTATION

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:
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Employes |0 ‘ | Pay date i
|

Family name-... MGAZA Anii Caclulatioc  Rev Chaining
Payslp 1600005326 | Corbiact | 11CDI1103001 |
Payroll || Baze =al || Hours | Bonuses Deductions || Miscellan || i || Payslip |

003 Bonuses & Allowances

Yarable Title Yalue| Entered text

TZ BOWUS  Bonuz Mi

Insert the

value/amount of the
bonus or the

allowance

The “Deductions” tab allows us to input variables related to advances given to

employees or loans that vary from one month to another:

Employes D ‘E | Pay date o
|

Caclulaie  Rev Chatning

Family name-.. MALEKD Gilead

Paysiip 1600005336 | Canbract | 11CD 1603001 |

Payroll || Base =zal || Hours H Bonuses ' Deductions I Miscellan || I || Payslip |

04 Deductions

anable itle alue| Entered text
TZ_ST_ADY  Staff Advance Mo

Insert the value of the

staff advance or the
loan

The deduction will be taken into account after the calculation of the payslip (see

example below):

2990 TZ_5T_ADY 2100 otalf Advances




ﬂ g HRM-002_02-Payroll ===
LI K4 User guide =re -

INTEGRATION Yar

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":

Family name-... |LEELEF|E Guillauire:

Emplaves 1D 134133038 | Pay date
|

‘ Payslip | 1600005573 | Cantract | 12C0I1308002 |

o
Payroll || Baze =sal || Hours || Bonuses || Eecluc:iu:unsl Miscellan II_I || Pa-,'slipl

1IN) Miscellansous
Yanable Title |‘l|l"alue |Entered text
Zh_PROBAT Probation - Saturnia 1.000 ko

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.

3. 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”

Q--F’ayrnll

--Entrg.r ofvalues

é--F’ay slips

- Payroll initialization
--F'a*_.rrnll preparation
é""EmpInyee payslips
--Elack pays

~Payroll calculation

~PFD archiving of payslips
[+-Contrals
[+-Tools

Three steps must be followed:
(1): Enter the company code
(2): Check the pay date range
(3): Click the OK button

ANote: The option recalculation of payroll already calculated: It is used to recalculate
the calculated payslips to take into account the latest changes.

Payroll calculation o~ (= ¥mY =) '
File Edit Window Mavigation Windows 2 “‘\“':;ﬁ_: -
Eem& 4D M #o REELL E of @
Criteria
B 2l companies Compary |.-’-'-.FT2 | |.-'1'-.Ii|:|s Finance T anzania Ltd |
M Al sites Site | I |
[ &l departrments Departrnent | | | |
M Al profiles Prafile | | |

Reg. number range | | | |

Population | | | |

Other criterion |

(P oo erce [100175 | 107317 |

[ Recalculation of payroll slieady calculate

[

B (3 = = s

|Flead_l,l
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s "Employee payslips" function:

"Payroll > Pay slips - Employee payslips"

Q--F’a\;roll
=-Entry of values
Q--F’ay slips

E- Payroll initialization

Employee payslips

Ce Tl "l a1

Fayroll calculation

Printing of slips

PFD archiving of payslips

Employee [0 |I]23 Fay date
|

Family narme-... |M.-'1'«LEKEI Gilead

Paysiip | 1600005540 | Conbact | 11C011609007 \ |

The "Calculation" button
calculates the
employee's payslip
(Individual calculation)

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

Employee |0 |I:|23 | Fay date
|

Family name-... |M.£'-.LEKEI Gilead

Payslip | 1600005340 | Cantract | 110011603001 |
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An entry screen is displayed:

PR TTET TR 1T N

Net to gross payroll-. -~ -

008

File Edit giNisdow -E%"-LW 2

Blem &l K4 DM e 2EEL

(1)

v

|Fha.5||:hI

(@)

(1): Enter the net amount to be paid

(2): Click the OK button

4. Payroll deletion:

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

"Payroll - Pay slips = Tools = Payroll deletion”

=
=

E

[

Q--F’ayroll
- Entry of values

E FPay slips
=M
=N

Payraoll initialization

FPayroll preparation

Employee pavslips

-

Back pays

“ Payroll calculation

- Printing of slips

" PFLC archiving of payslips

-

Controls

=-Tools

- Step-by-step calculation

Pay date modification

- Payroll deletion I
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File Edit Window MNavigation Windows 2 -"“‘“-\l*a...,:_:; -

Bl &l K4 DM e RELDLE E o @«

Criteria

5 &l companies Conmparny | | | |
i Al sites Site | [ |
[ &l departments B epartment | | | |
b Al profiles Prafile | | |

Req. number range | | | |
|

Population | | |
I

Other criterion |

Pay date range | 10/01/16 | [10/31/16 |

B Deletion of calculated payroll

B Header cancellation
I.ﬂ-.II payzlipz, locked and not locked .

|Head_l,l

-mmm
3

(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
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5. Printing of slips:

You can print individually payslip for each employee or collectively
"Payroll = Pay slips = Printing of slips”

E--F‘ayrnll

--Entrg.r ofvalues

é--F’ay slips

[+~ Payroll initialization
[+~ Payroll preparation

- Employee payslips

+-Back pays

--Cnntrnls

é--Tnnls

- Step-by-step calculation
~Pay date madification
~Lock/Unlock slips
“Payroll deletion

~Heading recalculation

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

———— 08
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Report cade |BULLETIN  |Payslip |
Parameter definition =
Parameter title | FParameter type |First Yalue | Final ¥alue | =

1 |Emplopes range Range
T Fayzlip range R ange
—— Pmpany Single AFTZ
T Site range Range
T Department Single
"6 |Profie Single
—§ Pay date range Ranage 10/01/20168 10431420168
T Fopulation Single
T Sart arder Single 10 number
? Thoze not prinked only | Single Mo
T Slip tests Single
7 Simplified zlip Single Mo
? Frint zelections Single Tes
T Printer bwo sides Single Mo

Report destination

Deztination |

PREY

| |F'lévisua|isaticnn | [ Defered

Characteristics of departure

DOutput bype | Preview - Sewer| |
Frinter | File: | |
Orientation | Partrait B Copies I:I [ Aszembly copies
Format | Crystal Report b= Pages |:| |:|
Paper size |44 210 » 2597 mm =, Language

[prnt | Mema || mecat | bt emo [josterred] en

®3)

(2): 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:

File Edit
%‘ = ﬁ i3]

Window Mawigation Selection Windows 2 Editor ©Orders Time

40P & o XREIELE L E o @& @«
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6. Payroll Summary printing:

E-Reports

I'_-igl--F'rints.-'group
“Supenvisor
~Common data

~Gestion du personnel

~Payroll Mgmt

ey =

~Histories

The report is named "LIVRESTD":

Feport code Title
ELULOD PNy Faproll MO = by =lip
COMNGEPAYE Arnual leave
CPRTT Paid leawve & RTT
CFTODPAY Fayraoll MO = by account
CURULDIF Compteurs DIF
ETATRPAYTE S alary =lip report
ETATTPFS Time tracking status
Ex=CEPT Calculation exceptions
FICHEBUIL Ferzonal data form slip
FICHEINDC Fersonal totals data form
FICHEIMDw “Yariable perzonal data farm
FICHESTD Individual record
LISCFTRUE Lizt of accounts by heading
LISODPAY Lizt of pavroll kO =
LISHRUBCPT Lizt of headings by account
LISRUBLCLR Li=t of tatals by heading
LISTCOL Ch&ques déjeunsr summany
LISTTHRL Luncheon WWouch., summary
LIS"Was L CPY Company walues
LISwal DiOs Folder walue=
LISwas L FI°v Site valuss
LISwal GHI Calculation grid values
| o = = u L

l LINRESTD Fayroll summarny l
FREF: Freparatory statement=
FPRETECH E chéancier prét
PROWVCE Faid Leawve provisions

Once the print screen displayed, you must select the subsidiary and pay dates to print

the payroll summary:
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Repaort code |LIUHESTD ‘ |F‘aprn|| ummary |

Parameter definition

Parameter Litle Parameter tym Final Yalue

—_ 1 TLompany Single l AFTZ I
Pay date range Range 11401206 1130/2M6
4 | Paopulahion INgle
T Staff registration no. rar| Fange
6 |Prafie Single
T Department Single
T Heading range Range 0 0
T e detai ol i
() Rubriques imprimables | Single Yex
L Print selections Single Mo
12

Report destination

Destination | PREY | | Prévisuglsation | [l Defened
Qutput type | Preyiew - Server | |
Frirter | File | ‘
Orientation || andscape B Copiez |:| [ Assembly copies
Farmat | Crystal Feport ™| Pages |:| |:|
Paper size | Dafault I.I Language

roe ][ o | et | ot o Josered]

3)

(1): Enter the company code.
(2): Select the start date and end date of the payroll.
(3): Click the print button.

Please Note:




Ad |

= = O ul

HRM-002_02-Payroll
User guide

SRMAZSS

INTEGRATION Y&

- (**): 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.

following month(s).

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

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

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:

Action
Payslip
Status
Entry
Calculated
Printed

Under progress
Posted
(Booked)

Entry and Calculation
modification

Yes Yes
Yes Yes
Yes Yes
No No
No No

Printing

Yes
Yes
Yes
Yes
Yes

Delete

Yes
Yes
Yes
No
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"
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Empioyee 1D [941356/11/1 Paydate | |
Family narme-... |2L|LL| George |

Payslip | 1600005831 | Contract | 120011503001 |

ml Base =sal H Hours ” Bonuses H Deductions ” Miscellan ” 1 ” F‘ayslip]
I

Employee
Pay period | 10/01/16 | 10/31416 | Company AFZM | |Alios Finance Zambia Ltd. |
Payment date Prifile |LE|I: |anal |
Statuz | Printed Bl Site |12 | |Lusaka |
Posted |Under progress E Departrnent |HEEE| | |Hecuver_l,l |
Repart | BULLETIN Add. profile | | |

& Erclude certificates

Lock/Unlock
B Lacked | [l | | |

Time closing tracking
[ Generation [ Orverview [&] *ariable upd [&] &nalptical upd

Text at bottom of ship

[] Reverzal pay on

[ ]
[ ]

[ Pay reversed on

Diigtribution key |:|
 oimensions 0 000000__H

Dimension typel |Dimensiun type |Dimensiun typel |Fa-::tur |
1 |LBWSO
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7. 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”
Employee 1D |D23 | Pay date
Farily name-... |MALEKD Gilead |
Payslip | 1600005858 | Cantract | 11CDI1609001 |
| ]
Payroll [ Base sal H Hours H Bonuses ” Deductions ” Miscellan H I H Payslip ]
Employee
Pay period [10/01/16 | [10/31116 | Company |4FTZ | |Alios Financs Tanzania Ltd |
Fayrient date Prafile |LDE |L|:u:a| |
Statuzs | Printed |:| Site |11 | |Dar EzSalem |
Posted | Mot posted [=] Department |4CC | |Accounting |
Report |BULLETIN | Add. profile | | |
B Exclude certificates
Lock/Unlock
i Locked | i | | |
Time closing tracking
] Generation [ Owearview [ *ariable upd [ &naltical upd
Text at bottom of slip
] Reversal pay an I:l
[ Pay reversed an I:l
Diztribution key I:I
=
Dimension typel |Dimensiun type? |Dimensinn typed |Fa-::tur |
]
f - .
To consult the cumulative amounts per
employee on the payslip.
\ —
[ Save |j create )| pewete [ Cancel i Neu Emp.tutals I End

[~

The totals calculated for the employee will be displayed:
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Employ.. | | | MALEKD Gilead | Dale 10/25M16 | PaySlip 1600005858 Contiact | 11C0I1503001
Total |Til|e |Perindicil_l,l |Pa_vm|| amount |Tolal Amount | =

22 |ELEM_EXD Eléments Naon Imposables tanth

? EMP_COM Ermployer Contrbutions tonth

F EMP_CON_& | Annual Employer Contributions | Year

25 |G Tota Gain Monh

? GROSS_A Annual Gross Salay Year

27 [GROSSM | Gross Salay Month

28 |I6R IGR Ve

23 | 6R_4 IGR A Ve

Bl IMPOT Month

T IRFF Cumul IRFP MOI5 Manth

"3 | ReFM IRPP Ve

BT IGR Ve

|15 5 Year

35 [15R1 15R1 Year

3 (M P Moy Net 1o Pay Monh

? HEP & Nbre de paies dans lannée | Year !

? HEP b Nbre de paies dans lemoiz | Maonth ) |

? WEBF_P Hurnber of payroll Year

H MET_A Net annuel Year

T MET_PAYER | NET A PAYER Year

? NOTE Note Mensuelle fear

? Fal_DAYS Paid D ays tanth

? FLAF_IMDEM | Plafond Indemnités Vear

45 |PRET et Monh .

« 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"

ﬁ--F’ayrolI

--Entry ofvalues

é--F’ay slips

- Payroll initialization
- Payroll preparation
" Employee payslips
[+-Back pays

-~ Payroll calculation
- Printing of slips

" PFD archiving of payslips
E-Contrals

-

~Salary slip report

E-T

H-Payments
£ Payroll MO
H-ED| declarations

H-Luncheon vouchers
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Feport cods |ETATRAYE | |5 alary slip report |
Parameter definition =
Parameter title | Parameter tyvpe | First ¥Yalue | Final ¥alue |
(1) _i Company Single AFTE
2 | Site range Range
2) —% |Pay date range Range 10/01/2018 10/31/2018
4 | Population Single
T Staff reqgiztration no. rar| Range
E |Profile Single
¥ | Department Single
T Dretail by zite Single Mo
T Detail by department | Single Mo
W Dimenzion Detailz Single Mo
11 | Lack detai Single No
z Print zelectionz Single Mo
13

Report destination

Destination | PREY | | Prévisualisation | [ Deferred
Characteristics of departure
Output bepe | Preview - Serverl |
Frinter | File | |
Orientation |Landzcape B Copies I:l [ Azzembly copies
Farmat | Crystal Report B Pages |:| |:|
Paper size | Default I.I Language

Tmmm

(1): Enter the Company code ®3)
(2): Select the start and end payroll dates
(3): Click the Print button
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Salary slip report

y, December 16, 208

Company  AFTZ

Employee ID

007
004
010
014
013
016
013
019
020
021
022
023
024

Alios Finance Tanzania Ltd

NameFirst name

DE VILLARD Jerome
MGAZA Amiri
PAMBA Frank
MALLE Mercy
NDAKIDEMI Edward
SUNGUYA Yohane
SEIF Kinanasy
ULOMI Oscar
MDEMU Grace
MUNISI Elda
SHIKONYI Masanju
MALEKO Gilead
TUMAINI Lilian

Number of pays

From 1012016 To 10312016

Months Paydate Calculated Printed  Archive
Oct16  10/25/2016 'fes Yes Mo
Oct-18  10/25/2018 Yes Yes Mo
Oct16  10/25/2016 'fes Yes Mo
Oct16  10/25/2016 'es Yes Mo
Oct16  10/25/2016 'es Yes Mo
Oct16 102552016 'fes Yes No
Oct18  10/25/2018 fes Yes Mo
Oct18  10/25/2018 fes Yes Mo
Oct16  10/25/2016 'fes Yes Mo
Oct16  10/25/2016 'fes Yes No
Oct16  10/25/2016 'fes Yes Mo
Oct16  10/25/2016 'es Yes Mo
Oct18  10/25/2018 fes Yes Mo
13 13 13

Acct

No
No
No

Locked Site
No 1
No 1
No 1
Mo M
Mo M
Mo M
Mo 1
Mo 1
No 1
Mo 1
No 1
Mo M
Mo 1

Profile Department

EXP
Loc
Loc
Loc
Loc
Loc
Loc
Loc
Loc
Loc
Loc
Loc
Loc

MAN
ADMIN
COM
ADMIN
ACC
RECO
Mo
Mo
MD
RISK
COM
ACC
Mo
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1. Loan Module:
“Loan management = Loan management”

-- Profit-sharing

<-Loan management

~-Déclaration CHSS
~Cperating deprec
~Reports

oy O ey OOy RO oy Y o |
| HLIS D L R L R L L8 |

~Translations

1. 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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Code Title |Sta[f Loan |
emploves id | 023 - |MaLEKD |

Loan status INot urlocked | | Generation type I.-'l'-.utc:matic | ]
Description Schedule

Calculation type

Fiche number |

Loan type |1E | |.-'l".|:|\-'ance |
Object |'IE | |"u"ari|:|us |
—» Lending institution |? | |,-'1\FT2 |
Loan decisision number I:I
——p  [ecizsion date

Guarantees | | | |

kMantant G 0.000

_—

& Rounding

Montant avant WP
— Loan amount Finance amaount
—_— Interest rate Initial interest rate
—Payment frequency | ponthly i

Dwration [manth) jl Dration [manth) Ijl
Drays nurmber Ijl

—» |nstallament amaount Installerment amaunt

1zt installement date
—5 FPavment Heading

*

(11)

(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)




ALl

= = O ul

g

HRM-002_02-Payroll

User guide

o mwm

e o 7

INTEGRATION Yar

(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

(11)
Once the loan created, an automatic loan code
will be assigned as well as the payment
schedule.

Herging | Number Loancode  |Due date | nctalement amownt~ (Status~ {PaySip Dueanmount |Inesest ~{Installment amount | Dutstanding amount
1 SPAFTZ1TAD EPAFTZINDG - (13 TECLD Yol TECEI0 ] fELn T
? EPAFTZIA EPAFTZING (A TELD ol ! 0 TE0n 120
T APATZIIE CPAFTZIING (341 TED ol fEI0 ] fELn 1A
T APATZIED CPAFTZINNG - (A TETD ol Al ] fETn T
? APAFTZ1EE CPAFTZING (B TETLD Yoo TECEI0 ] fELn il
T APAFTZ1E EPAFTZING - (G TECLD Yol TECEI0 ] fELn i
T SPAFTZ1IE EPAFTZING - (70 TELLD ol ! 0 fELn e
F APAFZITET CPAFTZIING (B TED ol fEI0 ] fELn T
? WPAFTZ1ER CPAFTZINIG - (B0 TETLD Yoo Al ] fETn e
E APAFTZ1ER CPAFTZING 107 TETLD Yoo TECEI0 ] fELn {1}
1
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2. 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:

Loan disbursment NN, (= RmE ]
File Edit Window MNavigation Windows 2 -_K—‘h-._:;ﬂ_:‘
Hm& 4D M o0 BEEL E o @&

Title | Staff Loan |
employes id |D23 |

Loan type |1E

Lending institution |?‘

Loan decigision num... I:I

Decision date | 01/01416
Rubrigue C | TZ_REP_HD
Loan amount 150000.000 1st installement date | 01/27/16 Payment frequency IMgnthll -
Dwration [month) Inztallement amount 15000.000

disbursment Payment mode

Loan status | kot urlocked = Payrnent Method Im.
Logn dizburzment date | 01156 *

| O Il End | I
| @ jeady

(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.
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A An unlocked loan can’t be deleted!!

3. Miscellaneous Transactions:

+ Total repayment (Anticipated Loan end):

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

Code |GP-AFTZ-11-015 Title |Staff Loan |
emplovee id [(123 | [MALEKD |
Loan status INot unlocked = Generation type IAutu:umatic -

Description Schedule

Calculation type
Calculation type | Karmal i

Fiche number |

Characteristics

Loan type |1E | |.-’-‘u:|vance |

Object |‘IB | |'V'ari|:|us |
Lending institution |?‘ | |,£'.,FTZ |
Loan decigizion number

Decizion date | 01/0116

Guarantees | | | |

M ontant G 0.000

H

& Rounding

‘

taontant avant WP 0.00

Loan amount 180000.000 Finance amount 150000.000
Interest rate 0.000 Initial interest rate 0.000

Papment frequency | konthly I.,
Diuration [month]
Diayz number
Imstallernent amount 15000.000 Installerment amount

1zt inztallerment date |01/27 16
Payment Heading | TZ_REF_HD

Diuration [month]

Hy

[Soveeemte] Loviee [ cenee] Sumpens £ R 10 ar | Repor | ergng ]

[e~-a.

(1)  Click the “RMB TOT” Button

An entry screen appears:
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Remboursement totale — ~— = = 6

Fichier Edition Affichage Havigation Feﬁ:;“
e &l K4 M e 2EEE E H @

Code |GP-4FTZ-11-015 |
Title | Staff Loan |

L car amoumt | 1 50000, I:I|:||:||
kMantant restant di | 15DDDD.DDD|
Montant di RMB | 150000.000/

(1) Crate rembourzernent t I:l
2) » [late rmb t d prize I:I

| |Prrt

(1) Enter the total payment date

(2) Enter the effective payment date ©

(3) Click the OK button
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4+ Partial Payment:

Code | GP-AFTZ-11-015 Title: | Staff Loan |

emplovee id 023 | [MALEKD |
Loan status INDt urlocked = Generation type Ia‘-‘«utu:umatic |:|

Description Schedule
Calculation type
Calculation tppe | Warmal .I

Fiche number |

Characteristics

Loan type |1E | |Advance |

Obiect [15 | |Various |
Lending institution [ 7 - |aFTZ |

Loan decizizion number

Decizion date | 0101416

Guarantees | | | |

b ontant G 0.000

H

& Rounding
fantant avant WP
Loan amaut Finance amount
Interest rate Initial interest rate
Fayment frequency | Maonthly I.I
Diuration [month) 1|:|| Diuration [month)
D ays number

Installement amount 18000.000 Inztallement amount 15000.000

13t installement date | 01/27416
Payment Heading | TZ_REP_HD

Hy

[ | creste]] ostee [ anel} s to e 7er | iepor [ Herana [ end
= .

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

(1) Click the PAR PAY button

An entry screen appears:

3
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Remboursement partiel —

006

Fichier Edition Affichage Mavigation Fer.ﬁ:_:ﬁ_:

"ol

B &l 4D M e REEL E

Code |xxxxxxxx |

Intitulé | |

Statu prét | Débloc =

bontant de prét 1 25EIEI,EIEIE||
kantant restant di 12500,000

at] @
et

1) > Maontant RME 5000000
2) Date RME |30/09/16

Decizion n®

v

®

v

|

D ate prize decizion

Tope calcul (S

Montant di |:|
Echéance |:|
Date 1 echéance & I:I
Durée [moiz) I:I

v

(4)

Remboursement Partiel

Prét

Lo Pe

(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.
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+ Installment postponement:

This function postpones the repayment of one or many installments.

Code | GP-AFTZ-11-015 Title | Staff Loan |

emploves id [ 023 | [MaLEKD |

Loan status INc-t unlocked = Generation type I.-’-'«utu:umatic [~

Description Schedule

Calculation type

Calculation twpe | Mamal ,.,

Fiche number |

Characteristics

Loan tupe | 16 | |.~'-‘u:|vanu:e |

%E_CW'IB | |‘\-"ari0us |
Lending insttution |7 | |AFTZ |

Loan decizizion number

Decigion date |01/01 116

Guarantees | | | |

Montant G 0.000
& Rounding

H

Montant avant WFM
Loarn arnount Finance amount
Interest rate Initial interest rate
Payment frequency | kdonthiy I.I
Diration [maonth) jl Diration [maonth]
Drays number Ijl
Installerment amaount Inztallernent amount
13t installement date
Payment Heading

(St oeire [ Conee oebioce | RO o o j vt 5= rergng [ en]

£

o2 e—

(2) Click the Report button.

An entry screen appears:
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Fichier Edition Affichage Mavigation Fenétres 2 F"

Re-porldeséchéames e, 9@@

Hma K4bPM 2o EEE E - @@

-
Prét
Ciode PXXXXXXX

Irtituilé
Montant de prét 12500.00

Périodicité de mb | mensuel -

Mantant restant di 0.0a

"MHombre des périodes 1,000

P Hods d report [Décalage des échéances  [jm]

Decision numéra
Drate prize decision I:I

Huméro |Endep |Dale d'échéance |Eapital dii | Capital total | Capital Res | Interrét

1

[orc ][ Simuttion [ 7

Prét A

(©)]
(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:




@

HRM-002_02-Payroll

=
RS

|

e User guide INTEGRATION Y&
[ = — Ll
Code Title |Staff Loan |
employee id [ 023 | [MALEKD |

Loan status INDt unlocked

Generation type I,ﬂn,utgmatil:: =

Description Schedule
Merging |Humher Loan code Due date |Installemenl amount |Status
1V GP-4FTZ-11-0150 GP&FTZ11-015 01431416 15000.000 Mot calculated
—l 5 |V GP-&FTZ-11-0151 GPAFTZ11-015  02/29/416 15000.000 Mot calculated
3 IV IGPAFTZAMER GPAFTZA10E  03/31416 15000000 Nt caleulated
4 GP-4FTZ-11-0153 GPAFTZ1-015 04430416 15000.000 Mot calculated
5 GP-&FTZ-11-0154 GP&FTZ11-015  05/31416 15000.000 Mot calculated
B GP-4FTZ-11-0155 GPAFTZ11-015 06430416 15000.000 Mot calculated
7 GP-&FTZ-11-0156 GP&FTZ1-015 07431416 15000.000 Mot calculated
8 GP-4FTZ-11-0157 GPAFTZ11-015 08431418 15000.000 Mot calculated
g GP-&FTZ-11-0158 GP&FTZ11-015 09430416 15000.000 Mot calculated
10 GP-4FTZ-11-0159 GPAFTZ11-015 10431418 15000.000 Mot calculated
11
L] ¥
| Save [jj Create Jjj Delete i Cancel |} Deblocage | Report |l Merging Jjj nd
[Rready T
(1) Double Click on the merging field to select the schedules to merge. @)

(2) Click on the button Merging

An entry screen appears:
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@ B Cate decheance [

| -4
T

&)
(1) Enter the date of the merger
(2) Click the OK button.
+ Interruption:
This function is used to stop or interrupt the loan.
Code Title |Staff Loan |

emplovee id (023 | [MaLEkD |
Loan status [Hot unlocked [~ Gieneration type | Automatic [~]

Description Schedule
Calculation type
Calculation type | Rarmal ..

Fiche number |

Characteristics

Loan type |1E | |.f1‘-.dvance |

Object |1E | |"s-"aricuus |

Lending institution |? | |,-’.'-,FTZ |
Loan decisizion nurmber

Decizion date |01/ 16

Guarantees | | | |

Maontant G 0.000

H

& Rounding

hontant awant WPk 0.00

Loan amount 150000000 Finance amount 150000000
Interest rake 0.00 Initial interest rate 0.000

Papment frequency | Maonthly I.I
Duration [month)
Daysz number

Duration [rmorth)
Inztallement amaount 158000.000 Inztallement amount 15000.000

1zt inztallement date |01/27/16
Fayment Heading | TZ_REP_HD

i

Readw
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(1) Click on the "Interruption” button

An entry screen appears:

4 _— I ——

Hlmbl 4D 2o XLOELE E H @@
I —
Code |GP4FBF-08-001 |
Intitulé |F'ers-:| |
Statu prét | Débloqué -
Moantant restant di 20381,000
b ontant de prét

— ot d'arrét | Depart |

—»  [ate d'arét | 301116
Decizion amét n* |:|
—® &t date prize (3041146

| |Prrét i

4

(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.
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4. Loans Status:

The table below explains the different status of loans:

Status
Not unlocked

Comments

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




