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I. Introduction:  
 

This guideline will help you develop a whole post-pay process from wages payment 

to the payroll accounting.  

II. POST PAY PROCESS: 
 

Once the payroll checked and validated, you start the post-pay step, which includes 
several steps: 

 

 Entry of payments 

 Payment posting 

 Journal entry (Payroll MO) Calculation 

 Journal entry (Payroll MO) Validation 

 

1.  Entry of payments:  
 

This step allows you to make salaries payments. 

"Payroll     Payments  Entry of payments"  

 
 

The « Payment slip » can be "entered" or created automatically by the "Proposal" 

button: 
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(1) Click on the proposal button to create a payment slip. 
 

An entry screen appears: 
 

 

 
  

  
  

 

  

(1) 

(1) 

(2) 

(3) 

(4) 

(5) 
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(1) Enter the NP ‘Net amount to pay’  

(2) Enter the payment mode « VIR » which expresses the payment mode Transfer  

(3) Enter the Company code  

(4) Select the paying Bank. 

(5) Click the Ok button. 

 
The payment slip will be generated: 
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Then the generated payment slip will be printed using the "Printing the current record" 

button at the top left of the screen: 

 
 

 
 
The print screen appears: 
 

 
 

(1) Click on the "Print" button to print the payment slip.  

 

 

 

 

(1) 
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 This method of payment slip generation is common for the 3 

subsidiaries. 
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2. Payment posting: 
 

Once the payment slip printed (its status changes from "Entry" to "Printed"), 
and must be validated. 

 

 The validation of the payment slip can be carried out according to 2 methods 

 « Entry of payments » Screen :  

 (Payroll  Payments  Entry of payment) 

The "Post" button which appears in the function entering settlement validates 

the current payment slip: 

 

  

 

  
(1) Click the Post button 

  

(1) 
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Please note that 

 As long as the payment slip is not validated, it is possible to 

modify it (adding / delete / modifying lines). 

 Only printed payment slip can be validated. 

 « Payment Posting » Function  

 The "Payment posting" function validates the payment slip: 

 

 
(1) Enter the company code 

(2) Select the payment slip to validate 

(3) Click the OK button 

 

The payment slip status will pass to ‘Validated’ 

 

 

(1) 

(2) 

(3) 

XXX  
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3. Printing of the transfer letter: 
 

The following steps are required to print the transfer letter: 

 

 "Reports    Prints/Group  Payments"  
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 AFKE: 

A selection screen is displayed: 
 

 

 
Simply enter the date of the payment slip as described previously  

 

 
 

(1) Enter the payment slip date  

(1) 

(2) 
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(2) Click the Print button 
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 AFZM: 

A selection screen is displayed: 

 

 
Then enter the payment slip date as described previously  
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 AFTZ: 

A selection screen is displayed: 
 

 

 

(1) Enter the date of the payment slip 

(2) Insert the payment bank 

(3) Click the Print button 
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4. Payroll Journal entry:  

a. Journal entry Payroll Calculation: 

This step calculates the payroll journal entry  

 "Payroll / Payroll MO / Payroll MO calculation"  
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   To be included on the Payroll journal entry, the payslip must not be already 

booked or in progress of being booked.  

 Before performing the Journal entry calculation, you must check that all pay slips 

are in the status «PRINTED". 

 After the Journal entry calculation, the heading amounts already calculated in 

payroll are injected into the different accounting accounts. 
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(1) Enter the company code  

(2) Select the start and end dates of the payroll 

(3) Click the OK button 

Note: 

 (*): Generate a MO by payroll date option is used to distinguish journal 

entries regarding to the monthly payroll. 

 (**): The log file option: is used to generate an audit trail of the processing 

of the payroll journal entry  

 

 At the end of the calculation, the log file indicates the journal entry number  

 After the calculation, in the Employee Payslips function the "POSTED" field 

takes the value "in progress". This status can also be seen on the status of 

payrolls. 

 After the journal entry calculation, no more changes are possible. 

To recalculate a payslip at this point, you must first cancel the MO. 

(1) 

(2) 

(3) 

(*) 

(**) 
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b. Payroll Journal entry Printing: 

"Payroll     Payroll MO   Pay MO printing"  

 

 

 
 
3 reports are proposed: 
 
 BULODPAY: MO per payslip  

 CPTODPAY: The global MO 

 LISODPAY: MO’s list  

 PIECE : Accounting document 
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c. Journal entry Validation: 

"Payroll     Payroll MO   Pay MO Validation"  

 

 
 

 The validation generates the accounting document corresponding to the payroll  
 
 

 
 
 
 
 

 

(1) 

(2) 

(3) 

(4) 

(*) 

(**) 
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(1) Enter the payroll MO number 

(2) Select the category 

(3) Enter the accounting date 

(4) Click the Ok button 

 
The log file will indicate the name of the generated accounting document. 

The Validation of the MO will post the payslips. 

Note: 

 (*): The "simulation" option allows to check if the part is generated without error. 

 (**): The trace file option: It is used to generate a trace file that indicates the 

number of the automatic part. 

d. Journal entry Cancellation:  

"Payroll     Payroll MO   Pay MO cancellation"  

 

 

 The payroll journal entry already booked can’t be cancelled. 

When cancelled, Pay slips status will be changed from "Pending" to "Unaccounted". 

  Once cancelled, it will be possible to correct, modify the pay slips, recalculate, 

print again the payslip and restart the calculation of the payroll journal entry. 
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(1) Enter the payroll MO range, eg Payroll MO number: AFK00008. 

(2) Select Employee ID in the case of cancellation of the payroll MO for one 

employee or more. 

(3) Enter the payroll dates range. 

(4) Click the OK button. 

 

e.  Payroll journal entry Export Process:  

 
This step is to be carried out after the payroll journal entry validation. 

"Operating deprec    Imports / Exports  Exports"  

 

(1) 

(3) 

(4) 

(2) 
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 Model to use for the Export Process : XODPAYE3  

 Data to be entered in the "Range" table (see example below): 

 Company = Select the company 

 Accounting date = The validation date (the last step) 

 

 
 

 

(1) 

(2) 

(3) 
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(1) Select the company 

(2) Enter the accounting date 

(3) Click the OK button 

 
You must choose at this stage the location and the name of the file to be exported: 
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f. Payroll Journal Entry Import Process:  

The Payroll journal entry will be imported into the accounting system Sage 

X3Template to use: XGASPAI  

 

 

 

(1) Choose the Import template  

(2) Choose the client location 

(3) Click the OK button 
 

 Then, select the file exported from HRM to be imported  

  

(1) 

(2) 

(3) 

XGASPAI 
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5. Legal statements: 
 

 “Reports  Prints/group  Legal reports” 

 

 

 

 

 AFTZ Legal reports 
 

 
 

You have to select the legal report to print then insert the payroll dates.  

 

 NSSF REPORT: 
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 WCF: 
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 Statement and Pay: 

 

 

 



 

 
HRM-002_03-Post-paye 

User guide 
 

 

 

 

29 

 

 

 

 SKILLS AND DEVELOPMENT LEVY: 
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 AFKE Legal reports 
 

 
 

You have to select the legal report to print then insert the payroll dates as shown 
below 

 

 NHIF: 
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 NSSF: 
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 P9A: 

 

 
You must select the Employee ID: 
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 PENSION: 
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 AFZM Legal reports 
 

 

 

You have to select the legal report to print then insert the payroll dates as shown 
below 

 

 PERSONAL LEVY RETURN: 
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 NAPSA: 
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 SATURNIA: 
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