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I. Introduction:  
 

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

the contract creation.  

 

II. 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"  

 

 
 

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: 

 

 

* « 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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« 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. 

 

 

* « 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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  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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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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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” 

 

 

* « 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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* « 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": 
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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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* « Supervisors » tab: 

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

in case of absence: 

 

 


