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|. Introduction:

This guideline will help you to manage all the Pre-pay process: from the employee hiring until

the contract creation.

ll. Pre-pay process:

1. Employees:

The function "Employees" records personnel data and information that are organized

by theme in different tabs.

To record all the Employee Data, you must follow this path:

"Personnel administration - Personnel data forms = Employees"

&-Personnel administration

é--F‘ersnnneI data forms

""" Employment contracts

--Cuztnmized entry
-- Ledgers

""" History extraction

The main screen displays a left list including the list of all the employees ranked by the

Employee ID.

Below are the main tabs of the “Employees” function:
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* « Civil status » tab: Employee ID, name, first name, and main data:

In this tab, you post the information concerning the civil status of the employee and his

or her marital status.

Some information on this tab are required for certain reports such as payroll or legal

statements:

Employ... |m |

Site Compary

Title

M arne

Mr.

[
LEKD

e |

=

First na... [ad] Active

Address ” Contract ” Admin ” Acct ” Deferred-based ” Course ” Others H Spec.

Mame |MALEKD

Gender | pale I.I

Mationality | TZ | Tanzania

Country | TZ | Tanzania

Muricipality |

Federal ID .. I:I

N*CNSS |

Departrment I:I
|

N* CHAMGS |

Initials

Iriitials

Marital status | Single

Spouse registration. .

Spouse name |

First name |

Marital status

Telephone |[+255]

Enfantz - B anz Ijl

Dependent child(ren) Ijl

Enfant Handicapé EI

Children

Hame

| First name

| Gender

| Birth date

| Comment

* « Address » tab: In addition to the address and NHIF, NSSF and PIN/ID Numbers,

you must check “Payroll Management” and “Time management”.

These two fields will impact the payroll:
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Ermploy... |E|23 | Title | s, i
Site Company Mame | MALEKD First na... s Achive
Civil status Address Contract H Admin H Acct ” Deferred-based ” Course ” Others ” Spec.l
Country |T2 |Tan2ania |
PO BOX 9813 | ID Murmber
\DAR ES SALASM | NHIF NO
| TANZANIA | NSSF Number

Posgtal code |:|

Social Security Mum | 38532832

City | DAR ES SALAAM

Federal ID code I:I

Details
Telephone |[+255]

Mabile phone | [+255) |
Fau |[+255] |

[ Ex-directory s Payrall mgrmt

[ Tirne managerner

E-mail | bt alek 0. gilead@aliozfinance. com |

& Emnail tra . —
Ernail transmission

Access code |:|

PErsons 1o wuiiswiii

Hame | Firzt name

| Telephone | Mobile phone | E-mail

« Payroll mgmt »: Not to be checked for the categories of persons excluded from the

Payroll Management, temporarily or permanently, like the Interim for example.

« Time management »: Same principle, in relation to time management

« Multi Contract mngt »: Check this field if the employee must have a multi-contract

management, ie several contracts of work on the same pay period.

* « Acct » tab: It is necessary to put the accounting code and the individual account of

the employee.
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Also, you must enter the employee's Bank Information, which will affect his / her

payment.

Employ... (023 | Title | M. ™

Site Company |AFTZ M ame | MALEKD First na. . |8 Active

Deferred-based ” Course ” Others ” Epecll

Civil status Address Contract

Accounts
Private account |SEIEIEIEE |

Accounting code |STD | |Sale|é normal |
Analytical dimensions [+
Dimenzion types | Dimensions Title Initialization

Dimenzion typel

Dimengion typed

Dimengian typed

Bank ID number
Type |I'-'Im:|e |Bank ‘Beneficiary Country IBAM code Bank ID number |Eunent:
MP VIR | CBA GILEAD MALEED TZ 12867100015 TZ5

1 ]

Parameter definition

Economic reazan | | | |

* « Contract » tab: This information is inherited from the employee’s contract input on

the system.

This tab displays the information related to the employment contract (a summary of the
main information of the contract).
You can use the magnifying glass to access directly to the contract management:
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Emplay... 023 | Title: [jr, -
Site Company Hame | MALEKD Firzt na... [ Active

[ Civil status ” Address Mdmin ” Acct ” Deferred-based H Course ” Others ” Epec.i

Date Contract Date 55
_1 |01/09/16 | 11CDIT603001 M ature |EDI |F'er Contract |
2] Fixed-term contract 1... | | |
Site |11 | |Dar E 25 alem |

Department |ME | |ﬁ-‘u::n::nunting |

Profile |LEIE |Lcu:a| |

Job type |Ful time [=]
FT rate
Job | CHIEF ACCOUNTANT |

! -
I 1

Executive status

Mo
Wieekly hours 35,000
Monthly haurs 151 670
Senionity date |01./09/2016

Temp agency | |

Collzctive agreemenl|ENK ||Elank |
Wit sk [T | | |

Reference planning | | ‘ |

End of contract
Contract end date |:| [ Final

End reazon | | |

Departure for leave | | |

@ Please note that the employee information must be entered in a
relevant way, because of the direct impact on payroll management

and the legal status to be reported to government institutions.

* « Course » tab: In this tab, you can enrich the profile of the employee by adding his
diplomas or his previous professional experiences:
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Ernplay... |EI23 |

Mr. =
Site Company [AFTZ Mame |MALEED Firzt na... [ Auctive

Title

Imin H Acct ” Deferrecl-bﬂsecll Course

Civil status ” Address ” Contr,

Date |
1 f30A1/2014
2 |31/10/2008

Deqree | CPa, | Hanor I:l

Clomnain |FIN |Financials & Accounting

|
Lovel | |
Organization |NEA |Natiu:una| Board of Accountants |

Location | DAR ES SALAAM |
[ Add

Date

Professional experi
Period

Status |

Function

Departrnent |

Compary |

anaﬂun|

E =perience | |

[ Add

2. Employment contracts:

This function allows you to enter all the information concerning the definition of the job,

the contract items, the position and the profile of the employee within the company.

T: "Personnel administration = Personnel data forms = Employment

contracts"
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-- Ledgers

E-Personnel administration

B-Personnel data forms

Employees

Histary extraction

You can also access to this function through the screen: "Personnel administration
- Personnel data forms = Employees = Tab « Contract": Use the loop to

access to the details of the employment contract”

& Carrer follow-up

Reason

[

Emplovee 1D [ 023 | [MALEKD Gilead | Contract chrona | 115011609001 | =
Date-Time |01/09/2016 | (0800 | Start reason [EMB | Hiring
Effective date ] Backpay Tvpe |CDI Fermanent Contract
End date [ Final exit Site [11 [ | [aFTz |
Contract E Declarative Declarative (next) Payroll Supervisors Acct Backpay

Trial peniod end l:l

Employment status

Salarié non conce =
Temps plein |

0,00

“whorking conditions

PT rate
wieskly hours
tonthly hours

Annualized no. days

“whorking time unit

Job type | Full time S| [ Student
“work abroad Mg |

Coll. agreement | EME. | |Bank | Diuration & Fenswed
Puosition Contract ... :I End 2nd test l:l
S tard sk Beplaces —|
Profile [LOC |Local |
: NTANT | Contract na. :I Reagister no. :l
Department |ACC | |Accounting | CEA signature —| CEA ref. —|
Temp agency | | |
Classification

a0 | [cadre

Bualification code

Qualification | Cadre

Executive statuz |pg

Coefficient

Index

Rank

I

Seniority date |01/03/416
Apprentice ref date l:l
Comparwy entry date |01/03416

Feference planning

By the hour | B T smoothing

Site entry date |01/09/16

Free date

P

P,

B &ppoint. letter
B Revision
[ Extracted DLIE

* « Start » tab:

In this tab, you manage the departure of the employee, inserting the date and the

reason of the departure:
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Emplosee 0 023 ' MALEKD Glead Contactchione |11CDI1605001 | E
Date-Tine Stat rezson | EME | Hing |
Effective date |:| [ Backpay Type |ED| |Permanent Cantract |
End date [ Finl e sien || ez |
—
Contract |™ 3tart™|§ Declarative H Declarative (next) H Payroll H Supervisors H Acct H Backpay ‘
d Start
End date i Fidl e Notfedon| |
End reasan |DEM |Hesignalion | Dismizsed an l:l
WTZ of totals In case of departure; Last presence l:l
B Agreement temina... l:l
e (N
[ Completed and paid Peiind l:l l:l Departure for leave | | |
[ Mot completed and paid ~— Period |:| |:| [ Mor-campettion clause
[ Meither completed norpaid — Period |:| |:| B llowance + stat min
[ Departure before advance ratice B Unemp allowarice

* « Declarative & Declarative (next) » tab:

In these 2 tabs, you must tab to fill the standard fields.

However, you must fill in the mandatory WA RISK field the standard code "T":




ALl

L
= =R O

1] (PN

[ ]

HRM-002_01-Pre-paye
User guide

oRwmy
"'
V"

INTEGRATION Yar

Enplovee D (123 | MALEKD Gilead

LContract chrono |11ED|1 B30

Date-Time {09/01/2016 | |0%:00
Effective date I:I [ Backpay
Enddete| | [ Finales

Start reason |EMB |Hiring

Tupe |ED| |F‘ermanent Contract |

e[|

Tz |

!

Contract E w

Declarative [ I]eclarati*.'e[ne:-ct] H Payroll H Supervisors ” Acct ” Eackpﬂyl

DADSU Social Security scheme

Socio-professional ... |EAD | Empl admin qualfié

| |543g | Sickness | GEN | Généial

PLS infometion| |

| SL|GEN |Générd

Cateq. status |I]B |Ern|:|lnyé adminiztratif

| Pension |I3EN |I3énéral

IRC status | |

B Alsace/MOsele

Whisk T

Deduction cateqary | |

Benefits by type I:I BNTIC B Tin (®) Single () Multiple () Mot known
CNEFcode [None b= Period | | |
Salary periodicty | Mok I.I
DHA-AC - Administrative
Admin stuation |Employes with a private confract i (#) Single © Muliple (&) Mot known
Foreign company Mo i v/ Main Site
Liable for Assedic | Compukzon iabiity af the activity to the unemplopment insui
Unemployment exem.. | Mot concemed i Body of electors W
Lisbl for 4GS [activiy e for AGS =l Seoto [gicubre  Jm
Holiday fund |Hone i Poling place W
CCP no. :I Object number I:I Contract nght W
i Kinship |Falher, mather ar child -

For the other fields, it is enough to tabulate to fill them with standard SAGE HRM
codes.

* « Payroll » tab:

In this tab you need to check the model of the standard pay slip assigned to the
employee, as indicated below:
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Emploves 1D |E|23

| MALEKD Gilead

LContract chrona |11EDI1EDEIEID1

Date-Time | 09/01/2M6 | | 03:00
Effective date I:I [ Backpay
Enddate| | [ Finslesit

=

Start reason|EMB |Hiring |
Tupe |EDI |Permanent Contract |
Siel11 || | |1z |

Contract H Start ” Declarative H Declarative (next) m

Pavslip | BULLETIN

Payslip

Supervizors ” Acct H Backpal,']

[ Hide time references

Het to gross payroll

[l Met to gross payn
Qbiective heading

Usual prepayment |:|

Obijective variable
Secondar variable

I

Remuneration

I:I Perind | | | | Initial basic: salany I:I
I:I Period | | | | Initial contractual hours I:I

I:I Period | | | | Zone libre I:I
I:I Period | | | | Zone libre I:I

Date | ‘

| Reason

drnual gross |:|
Total premiums |:|
Holiday vouchers |:|
Paid hours |:|
Variable |:|
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* « Supervisors » tab:

In this tab, you can add the employee professional relationship, or his / her substitute

in case of absence:

Expense notes Manager
Aasistant
Paprall marager

(perating manager DE WILLARD Jerome

Training manader

Emplogee D | 023 | MALEKD Gilead Coniract chiano | 11CDI1603001 | =
Date-Time Start reasan |EME |Hiring |

Effective date I:I (] Backpay Tupe |EDI |F‘ermanent Contract |
Enddate | [ Final et Sie 11 || ATz

Contract” StartH Declarative H Declarative (next) ” Payroll Supervisors Acct H Eackpayl

DETViS0 [+
Contact (relationship) ‘Supewisuls ‘Famil}l name-First name ‘ -
Supervisar
[Department Head
Director
HF Manager

List of substitutes

| MName ‘ Comment

Employee ID

05 NDAKIDEMI




