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1. Purpose & Scope of Document

Solution User Guide of Microsoft Dynamics NAV & Microsoft Dynamics 365 Business Central
PAYPRO365 explains the following for,

* Master Details
* Payroll Team
* Accounts Team

Target audience of this document are,

 End Users

2. Master Records
2.1 How to create new employees?

. \ PayPro365

The biggest sales order ol i

o N AT B

1. Click on Payroll Employee List

(Path: PayPro365/Employees)

-— MNew
Click New

System will automatically generate Employee no.

Provide Employee details like,
Under General Tab

a. Salutation such as Mister, miss etc.,

Roles such as Accounts, Information Technology, Finance etc.,
First, Middle and last name

Employment Type such as Regular, Contract, etc.,

Grade such as A, B, C etc,,

Department such as Sales, Manufacturing, Purchase etc.,
Designation such as Manager, Executives, Administrator etc.,

=

Cost Centre such as Sales, Manufacturing, Purchase etc.,

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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i.  Shift as General

Location such as Dubai, Bahrain, etc.,

~

Pay group such as Management group, Administrator group, Staff group etc.,
Notice Period such as 30Days, 45Days, 1Month, etc.,

m. Immediate Manager - The person who responsible for the team/shift

n.

[a—)

Functional Manager - The person who responsible for the functionality of the
team.

Under Address tab,
Provide Current Employee addresses and Permanent Employee Address.
Under Communication tab,

Provide Employee Personal and Company Email id, Mobile Number, Lan
Number, etc.,

Under Administration tab,
a. Employee Status such as Active or inactive,
b. Date of Joining — Specify the date, when the employee join in the organization.

c¢. Employment Date — Specify the date, when the employment is conformed for
the employee.

d. Inactive date in case of Resigned employees,
e. Date of Confirmation — Specify the date of job confirmation.

Date of relieving — Specify the date, when the employee relieving the
organization.

g. Retirement type such as Voluntary retirement, Absconding, etc.,

Under Pay Details,

a. Employee Posting group, Specify the posting group contain the Payable account
& Expense account for pay process.

b. Probation period and Date- Specify the probation period and system will
calculate the end date for probation.

Under Bank Details,

a. Payment Mode such as WPS, Cheque, Cash, etc.,

b. Bank A/c No, Bank Name, Branch Name, Beneficiary Name, etc.,
Under Personal tab,

a. Gender, such as Male, Female, Transgender,
b. Date of Birth,

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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Qualification,

Nationality, such as Emirati, Saudi, Iraqi etc.,
Religion such as Islam, Christianity, Judaism etc.,
Mother Tongue, such as Arabic, English etc.,

Driving License No. and Expiry date

>®m ~ o0 oo

Passport Number and Expiry Date

Work Permit Number

j.  Visa validity
k. Marital Status such as Married, Single, widower, etc.,

5. Mandatory fields
a. Location code (under General tab)
b. Pay group Code (under General tab)
c. Employee Posting group [Under Pay details tab]
d. Employment Date [Under Administration tab]
e. Date of Joining [Under Administration tab]

Note:

It is necessary to mention that without any values in above mentioned mandatory fields system will still
allow you create employee, but salary process may not get calculated.

In notice period- system only validate a value like 30D,45D, 1M.

2.2 How to create Payroll Location?

ternational Ltd ale P 3sing A 3 elf-Service e « Exte PayPro365 tellige

1. Click on Payroll Location

(Path: Paypro365/Payroll location)

- New
2. Click New

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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Dynamics 365 Business Central

N
CRONUS Inf CATION CARD | WORK DATE: 1/28/2021 () +/ SAVED ayPro365
\_/
Payroll Locatic DX B =
CODE
Show Attached
ALA
a General
DUBAI Code DXB Address 2 Dubsai - United Arab Emirates
— Description Dubai Post Code DU-00001 d
SHI
Registered Name Al Ghurair Group City dubai v
Address 1950-Financial Center Rd Country/Region Code AE N

3. Location code must be created manually.
4. Provide location details like,

a. Description

b. Registered Company Name
c. Address1

d. Address 2

e. Postcode

f. City

g. Country / Region

Note:

1) Payroll location code must have the value since whole paypro365 works based on 3 level
hierarchy of Payroll location, Pay group and Pay component.

2.3 How to create new Pay Group?

nternational Ltd urchasing Self-Service Setup & Extensions PayPro365

1. Click on Pay Group list
(Path: PayPro365/Pay Group)

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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2. Click New +

3. Select the Payroll Location from the Drop-Down list.

Calendar Days

This will be used if workday calculation is based on full calendar days

— PAY GROUP CARD

DXB - DXB-ADMIN

Process Report Show Attached

Less options

CETIAS

Applying Intelligence

General .
Payroll Location DXB Leave Period End Date 31-01-19

Code DXB-ADMIN ala requen ™

Description Dubai-Administrator [ @)

Pay Start Date 01-01-19 Exclude Weekly o NS

Pay End Date 31-01-19 o ay Calculation

Leave Period Start Date 01-01-19 Pay Cycle Status Active v

Foreign Trade >

Exclude Weekly off

This will be used if workday calculation is based on exclude weekly off.

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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&  PAYGROUP CARD (£) - il >

Process Report  Show Attached Actions  Less options
General Show less
Payroll Location DXB Leave Period End Date 31-01-19
Code DXB-EXE Salary Frequency ™

' Description Dubai-Executive Calendar Days 1 )
Pay Start Date 01-01-19 Exclude Weekly off [ @)
Pay End Date 31-01-19 Work Day Calculation 2
Leave Period Start Date 01-01-19 Pay Cycle Status Active v
Foreign Trade >

Manual Work Day calculation
This will be used If company has the standard constant days used across month can enter.
& PAYGROUP CARD ('% + m 2
SN’

Process Report  Show Attached Actions  Less options
General Show less
Payroll Location DXB % Leave Period End Date 1/31/2019
Code DXB-MANAGE Salary Frequency ™ ‘

' Description Dubai-Management Calendar Days ]
Pay Start Date 1/1/2019 Exclude Weekly off e )
Pay End Date 1/31/2019 Wo 21.75‘
Leave Period Start Date 1/1/2019 Pay Cycle Status Active v ‘
Foreign Trade >
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4. Provide details for

a. Pay group code such as DXB-ADMIN, DXB-MANAGE, DXB-EXE in case if the
different structure and components are used for certain group of employees,
then that can be grouped based on their work group category.

b. Pay group description such as Dubai-Administrator, Dubai- Managerial, Dubai-
Executive groups. Etc,,

c. Pay start date - this would be the pay cycle starts date for the specified pay
group.

d. Pay end date - This would be Pay cycle end date for the specified pay group for
their attendance and salary calculation.

e. Leave period Start date - This would be Leave consideration for salary
calculation start date for the specified pay group

f. Leave period end date — This would be leave period consideration for the salary
calculation end date for the specified pay group.

g. Salary Frequency - The Salary cycle period such as Monthly, Weekly, Quarterly,
etc.

h. Calendar days and Exclude Weekly Off- which will be used if work day
calculations are differ based on Full calendar days or Exclude weekly off for the
salary processing month.

i. Work Day calculation - If company has the standard constant days used across
month can enter.

j.  Pay cycle status such as Active or Inactive. In case of Obsolescence of some Pay
group or void pay groups must be required in database hence it could have used
sometimes before. Such Pay groups must be making it as ‘Inactive’ to not
process any calculations or any further process unknowingly.

k. Under Foreign Trade, Pay-out currency code can be selected in case if the payout
happens in different currency rather than the base currency of customer

5. Mandatory fields
a. Pay Start date

b. Pay end date

c. Leave Period start date
d. Leave Period end date
e. Salary frequency

f.  Work day calculation,
g. Pay cycle status

* Location code - (Under General tab) This field must have location code of the employee who entitle
for the leave.

2.4 How to create Pay components?
1. Click on Pay components

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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(Path: PayPro365/Pay Group/Pay group card/Pay component)

=

PAY GROUP CARD

DXB - DXB-ADMIN

Process Report Show Attached
® Pay Components

E® Copy From Pay Component

Actions
Ed Copy To Pay Component

+#* Payslip Report Setup

Less options
#* Salary Summary Register Setup

#" Salary Register Setup

Intelligence

e[ DXB-ADMIN alar ™
Dubai-Administrator far [ - ‘
tart Date 01-01-19 e Week -
1 Dat 31-01-19 ri 3
1 at 01-01-19 3 Active .
Foreign Trade
2. Pay Components can be created in the listed Page as below
€  PAYCOMPONENTS <
O Search +New EREditlist XDelete @3 Openin Excel Y =
PAY
COMPONE COMPONE COMPONE COMPONE PAYCYCLE EXPENSE GRA PAY GROUP PAYROLL
CODE DESCRIPTION TYPE STATUS PURPOSE TYPE ACCOUNT NO. co CODEY LOCATION Y
BASIC SALARY Basic salary fixed Active Eamings Regular DXB-ADMIN
HA House Accommodation Formula Active Eamings Regular DXB-ADMIN
TA Formula Active Eamings Regular DXB-ADMIN
UA Variable Active Eamings Regula DXB-ADMIN
0A Active Eamings Regula DXB-ADMIN
TOT EARM Formula Active Others Regula DXB-ADMIN
SS Formula Active Deductions  Regula DXB-ADMIN DXB
EW Formula Active Deductions DXB-ADMIN DX8
M Medical Insurance fixed e DXB-ADMIN DXB
TOT DED Total Deduction Formula Active DXB-ADMIN DXB
3. Enter the following information

a.
Allowance etc.,

Description - Enter Pay component description

Pay Component code - Create Pay component / Element code. Such as Basic

Component Type - Select the nature of the component whether is it fixed all the
months / Variable from month to month / Formula - whether the component
value will be driven based on some formula computation defined in Formula

builder.

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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d. Component Status - Such as Active or Inactive must be selected for salary
computation.

e. Component Purpose - Purpose must be selected any of these based on its
attribute - Earnings / Deductions / Others.

f.  Pay cycle Type - Such as Regular or Off-cycle, If the component does not have
any split up in salary then specify the pay components as regular. If the
component has split up in salary, then specify the pay components as Off-cycle

g. Expense Account No - Map the relevant G/L Account to where the expense to be
posted in finance system.

h. Gratuity Component - If the component code created for Gratuity, then this flag
must be enabled to calculate provisions and will be maintained in this
component

2.5 How to create Work Calendar?

Pay Group

» PayPro365

1. Click on Work Calendar

. - Mew
a. Clickon to create

2019DXB - DXB - DXB-ADMIN

General

Work Calendar Line

WORK

NDAR ATION AY GF FIF £

b. Enter the work Calendar code such as 2019DXB.

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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c. Enter the work calendar description
Select the location code from the drop down for the application payroll location.
Select the Pay group code from the drop down for the applicable Pay group.

Generate Calendar

f.  Under Actions Menu, click on generate Calendar and click
OK.
EDIT - WORK CALENDAR GENERATION /‘
Options
StartDate 1/1/2019 =
PeriodLength 1m
Schedule... OK Cance’

Enter the Start Date for the work calendar to create

h. Enter the Period length for the calendar creation such as 1Y, 6M, 1M Etc,,
i. Click OK.

j-  Then Paypro365 creates the calendar for the said period.

@

2.6 How to create Holidays?
1. Click on Holidays.
Path (Paypro365/Holidays)

—+ New
2. Click NEW
CRONUS International Ltd Management Sales Purchasing Approvals self-Service Setup & Extensions PayPro365
Holidays: All © Search -+ New Manage Process Show Attached &8 Open in Excel Actions Less options =
FIRST SECO

WORK CALENDAR FULL HALF HALF LOCAL ATIO
LOCATION CODE PAY GROUP CODE CODE DATE DESCRIPTION DAY HOLID HOLID HOLID HOLID
DXB I DXB-ADMIN 2019DXB 01-01-19 New year v . v
DxB DXB-EXE 2019DXB 01-01-19 New year
DXB DXB-MANAGE 2019DXB 01-01-19 New year

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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© ® N Ve W

Enter location code for to where it applies.

Enter Pay group for the location.

Enter Work Calendar.

Enter the Holiday Date.

Description of the Holiday. Such as New year, Ramzan etc.,
Specify the Holiday is a Full Day or Half Day.

Specify if Half day, then select whether First half or Second Half.

10. Specify the Holiday as a Local Holiday or a National Holiday.

2.7 How to create Weekly off?

namics 365 Business Central | Holidays
CRONUS Internationa L:J\ Purchasing Approva f , etup & Extencion PayPro365
Pavroll Set Enr op leekivO Perrr g eave Cancella " I \tte S
! E
1. Click on weekly Off
(Path: PayPro365/Weekly Off)
- New
2. Click New
PayPro365
WeeklyOff:  All Search —+ New Manage Show Attached & Open in Excel =
DXB DX8-ADMIN 2019DXB Friday Al

DXB-ADMIN 2019DXB Saturday

DXB-E 019 4

DXB-EXE 2019DXB Saturds

DXB- 019

XB- 019 rday

3. Select location code for where the weekly Off needs to be define.
4. Select the Pay group which will get it defined.
5. select Work Calendar.
6. Select the Weekly Off day to be set.
7. Week wise / Week off - Setup the Week off definition for the week.
8. Full Day - Set up Full day if the weekly off is ‘Full Day’

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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9. Half Day - Set up Half day whether is it First or Second half.

2.8 How to define Employee Salary?
1. Click on Payroll Employee List

(Path: PayPro365/Employees)

2. Click on Employee Pay Component

“— PAYROLL EMPLOYEE CARD (7 o

0006 - Peter - Saddow

Show Attached Navigate  Less options

5]

Family Details  Employment History @ Employee Pay Components Sendto GL  Dimensions

Emp. Code 0006 Designation TEAM-ADMIN
Role TL Location Code DXB
' First Name Peter Pay Group DXB-ADMIN
E MR Notice Period 2M
En ent Type REGULAR
Address
CURRENT ADDRESS PERMNENT ADDRESS
Address 47 Main Street Address 47 Main Street

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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3. Employee Pay components will be tagged automatically while we attach location and
Pay group code with the employee.
Assumption - Pay components are always tagged with Location and Pay group.

Search T New ¥ Edit List X Delete @8 Open in Exce Actions Less options =

EFFECTIVE OMPONE CALCULAT OMPONE COMPONE COMPONE PAYCYCLE

DATE ODE DESCRIPTION ORDER  TYPE STATUS

01-01-19 *  BASIC SALARY Basic salary 1 fixed Active Eamings Regular smee—gtiy 25.000.00
01-01-19 HA ouse ommodaticn 2 B Active Earnings Regularemme— 7.500.00

4. If Component type is ‘Fixed’ and the Amount must be entered manually for the first time.

5. If Component Type is ‘Formula’, those components are always auto calculated based on
the formula definition. That cannot be entered manually by any chance. The formula
builder can handle ‘If’, ‘Else’, “Then’, ’And’, ‘Or’ Scenarios.

6. If some pay component calculate basis on other component then specify the component
and how the component going to calculate from other component by using arithmetic
operator such as +, -, *, / etc., and specify the type such as percentage, fixed value etc.
and specify the amount or percentage value.

7. If the pay component calculation needs to differ by some value that time Then, Else
formula type useful. Specify the component value and specify the condition such as =, <,
> etc., then specify the fixed value for the then value and then specify the else value. If
the condition is true, then value will be taken for pay calculation. If condition is false,
Else value is taken for pay calculation.

Pay Component Formula Manage
CALCULATION COMPUTED FROM ARITHMETIC CALCULATION
TYPE COMPONENT CONDITION OPERATOR TYPE PERCENTAGE
Component BASIC - percentage 30.00

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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Pay Component Formula Manage

CALCUL CONDITI CONDITION LOGICAL THEN ELSE AR
TYPE TOTALING CONDIT! TYPE VALUE OPERAT TYPE THEN VALUE TYPE ELSE VALUE OPER

totaling 1.2 = Fixed Value 50,000.00 Fixed Value 5.000.00 Fixed Value 1.500.00

8. If Component Type is ‘Variable; that must be entered manually month and month hence
the nature would be vary month. So, it cannot be forwarded to the next month.

9. Initial salary entry must be entered in this screen to process Salary.

2.9 How to setup Gratuity?
1. Click on Gratuity Setup

(Path: PayPro365/Gratuity Setup)

o GRATUITY SETUP

O Search + New EREditlist X Delete Show Attached @8 Open in Excel

MINIMUM YEARS FOR

PAYROLL LOCATION PAY GROUP CODE CALCULATION NO. OF DAYS

DXB DXB-ADMIN 1.00 21.00

DXB DXB-ADMIN 5.00 30.00

DXB DXB-MANAGE 1.00 21.00

DXB DXB-MANAGE 5.00 30.00
—+ New

1. Click on New
2. select Payroll location and Pay group

3. Setup minimum years of Service for to eligible Gratuity and enter No. Of days

2.10 How to manage Employee Dependents?
2. Click on Employees

(Path: PayPro365/Employees)

Family Details
4. Clickon _ under Navigate Menu

5. Enter Dependent details such as Name, Relationship, Passport Details, Expiry Details,

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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.- DEPENDENT MASTER Ve
£ Search + New BREditlist XDelete Show Attached @8 Open in Excel Y =
DRIVING DRIVINI
DATE OF CONTACT LICENSE LICENS
NAME RELATION.. BIRTH AGE NO. NO. NO EXPIRY
Robert Henson FATHER 22-03-42 77 +66 871897...
Sansa Henson MOTHER 13-04-46 73 U
Karan Henson i spouse 16-11-76 2 +66 847518..
3. Leave Management
3.1 How to define Leave?

1. Click on Leave List

Path (PayPro365/Leave List)

CRONUS International Ltd. < durchasing Approvals Self-Service Setup & Extensions » PayPro365 Intelligent Clou
Payroll Setup WeeklyOff Apply Permission/On-Duty  Leave Cancellation = Monthly Attendance Salary Register
Payroll Location =~ Work Calendar  Leave List Apply On-Duty Leave Transactions  Rule Engine Revision List
Pay Group Holidays / Leave Setup  Leave Application Daily Attendance Detailed Salary Register  Gratuity Setup
e . L

. + New

2. Click NEW

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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€& LEAVECARD V4 - ]

CL

Show Attached

General

.
Casual Leave &
2 Lo
- o

WeeklyOff & Holiday
A el - e H .

3. Under ‘GENERAL’ tab, enter the following information
a. Code - Enter the Leave code such as SL, CL, AL.
b. Description —Enter the Leave description.

c¢. Max Allowed Days - Enter as per the leave policy for maximum allowed
continuous leave days for the specified leave type.

d. Carry Forward - enable if the Leave carry forward allowed

Max Carry Forward Days -if carry forward enabled, then enter the maximum
carry forward days

Encashment Leave -Enable if the encashment allowed for the specified leave
Paid Leave -Enable if its paid leave.

@

h. Future Date allowed -Enable if the future dated leave request allowed for the
specified leave.

i. Clubbed - Enable if the specified leave can be clubbed with other leave types.

3.2 How to define Leave Setup?

1. Click on Leave Setup
(Path: PayPro365/Leave Setup)

CROMNUS International Ltd. < Purchasing Approvals Self-Service Setup & Extensicns\ PayPro365 Intelligent Cloud Insights
Payroll Setup Employees WeeklyOff Apply Permission/On-Duty  Leave Cancellation =~ Monthly Attendance Salary Register ~ Gratuit
Payrall Location ~ Work Calendar Apply On-Duty Leave Transactions  Rule Engine Revision List Resign. pe
Pay Group Holidays sessle- Leave Setup  Leave Application Daily Attendance Detailed Salary Register  Gratuity Setup  Final S¢

_ - Mew
2. Click New

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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3. Select Location code for where the leave going to define.
4. Select Pay Group where it going to define.
5. Select the Leave code.
6. Start date - From which date the leave going to applicable.
7. End date - Last date to apply for leave.
8. Select Leave Applicable for Full day or Half day.
9. Full day - If it is a full day then the employee can’t take Half day leave.
10. Half day - If it is a Half day then the employee can take Half day as well as Full day as
leave.
11. Select Leave Credit Frequency for Year or Month. If it is year then leave credit once in a
year, if it is a month then leave credit once in a Month.
12. Select Leave Credit Day as Beginning or End of the Month.
13. Leave Entitlement- Enter as per the company policy how many Leave days the employee
entitled.
14. Leave carry forward date- If the leave can carry forward then specify the date which the
carry forward leave going to credit.
15. Rule code- Select the Rule code which link to this Leave setup.
16. In Actions menu- Select Credit Leave Balance, it will credit the leave to the Employees
LEAVE SETUP CARD .
DXB - DXB-ADMIN - CL
Process  Show Attached Actions  Less options
Credit Leave Balance Credit Carry Forward Leave B Copy From Holiday E® Copy To Holiday
MIN jinning
w (
1 B3 i 0 2 i
1-12 m i
; 1alf Ds
Note:

Please make sure following fields in Purchase order has correct values

* Location code - (Under General tab) This field must have location code of the employee who entitle for

the leave.

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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3.3 How to create Leave Request?
1. Click on Leave Application List.

(Path: PayPro365/Leave Application)

CRONUS International Ltd Approva Self-Service

ayroll Setup Employees WeeklyOff Apply Permission/On-Dut Leav

Leave List Apply On-Duty Leav

Holidays Leave Application Dai

Select whether the leave is going to apply for Self or On Behalf of other persons.
Select the Employee no. who is going to take / request leave.
Select the Leave code for the employee.

vk W N

Start date- Specify the date which the leave going to take and specify it is a First or Second
Half or full day.

6. End date- Specify the date which the leave going to end and specify it is a First or Second Half
or Both.

7. Leave Days- Automatically calculate using Start date and End date
Reason- Specify the Reason for the Leave.

Request Leave- Select the Request Leave then it will debit against the employee Leave
balance.

LEAVE APPLICATION (2 I G R
< ¢

Request

New  Show Attached Actions  Less options

Request Leave a
Person Self ™ End Date 23-01-2019 2w
Employee No 0006 End Date First Half ®
Leave Code CL End Date Second Half &
Start Date 22-01-2019 B Leave Days 2.00
Start Date First Half L @) Reason Personal

tart Date Second Half ® ) Status Open

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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3.4 How to Cancel approved Leave.
1. Click on Leave Cancellation List

(Path: PayPro365/Leave Cancellation)

CRONUS International Ltd Purchasing Approvals Self-Service 1,— ip & :—r\ PayPro365 ntelligent Cloud Insights
ayroll Setup WeeklyOff Apply Permission/On-Dut Leave Cancellation = Monthly Attendance Salary Register
ol App u esig
Gro egiste inal S
_ —+ New
2. Clickon to create cancel leave Request
&  LEAVE CANCELLATION % + i 7
New  Show Attached Actions | Less options

Show Approved Leave  Cancel Leave Request -~

Person Self v End Date 1/23/2019 5=
Employee No 0006 Reason cance
Start Date 1/23/2019 B Status Open v

3. Select the Person whether leave cancellation of their own or on behalf of the team
members whom they assigned for

Select the Employee number to whom approved leave would be cancelled,

5. Select the leave cancellation start date. It will be the full or partial approved leave
cancellation possible by the system.

6. Select the end date for the day which it should be cancelled
7. Reason for cancellation can be entered manually

Cancel Leave Request
8. Click on to get cancelled.

© Copyright 2019, CETAS Information Technology Pvt Limited. All rights reserved
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3.5 How to view leave Transaction ledger?
1. Click on Leave Transaction

(Path: PayPro365/Leave Transaction)

CRONUS International Ltd >urchasing \pprovals Self-Service Setup & Exte ,\p_aypmsss

iter t a 1 1 PayPro365

Leave Transactions: Al earch New Manage how Attached ﬂ§ Exce
XB IXB-MANAGE 20190XB CL 01-01-19 0005 1000 Positive Leave Credit CETASVEGA.S
1 Negat
legat
ADMIN 20190XE L ( 1-19 JOO¢ ( Positive Leave Credit
DXB-ADMIN  20190XB 22-01-19 000 1.00 | Negative Leave Appr..
A Negat
MIN 190XE 23-01-19 Y006 Positive Leave Cancs CETASUEGA

2. Leave Ledger can be viewed using multiple filters such as Location, Pay group, Employee,
etc., to reconcile the leave balances in case of any discrepancy.

3.6 How to create Rule Engine?
1. Click on Rule Engine
(Path: Paypro365/Rule Engine)

CRONUS International Ltd P a ova Self-Service Setup & Exte s PayPro365 telligent

Annette ACCOUNTING ACCOUNTS 4465-4899-4543 ah@cronus-demosite.com

- Mew
2. Clickon
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o RULE ENGINE P -~ Tl

RE-0003 - CIT Leave Setup - CIT Leave Code

Show Attached Actions Less options
Rule Applicable Employees -+

DE NNN2 APPLICABLE

escription Matemity Leave

Applicable Field Name CIT Leave Entitlement

Table ID 33062576

: Successful Outcome 90
able Name CIT Leave Setup

Field Name Leave Code

Field Value SL

Rule Engine Line Manage

Rule code - System will generate Rule code number.

Description - Specify the Rule Engine name.

Table ID - Specify the Table id which need to use for the Rule Engine.

Table name - System will Automatically flow the table name by the reference of table id.

Field ID - Specify the Field id which going to use in the table.

Field name - System will automatically flow the field name by the reference of field id.

Applicable Field ID - Specify the Applicable field id which going to use in the field.

10. Applicable Field Name - System will automatically flow the Applicable field name by the
reference of Applicable field id.

11. Successful Outcome - Specify the number of leave days allowed for the employee if the rule
engine condition satisfied.

12. Failure Outcome - Specify the number of leave days allowed for the employee if the rule engine

condition not satisfied.

O 0Nk w

Rule Applicable Employees

13. Click on to see the which employees are applicable for the
rule.

3.6.1 How to set Rule Engine Line?
1. Table ID - Specify the Table id which the rule going to get value.
2. Table Name - System will automatically flow the table name by the reference of table name.
3. Field ID - Specify the Field id which going to use in the table.
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Field Name - System will automatically flow the field name by the reference of field id.
Field Caption - System will automatically flow the field caption by the reference of field id.
Operator - specify the operator use in the Rule such as =, <, >, =<, => etc,,

Value type - Specify the value as a Field Value or Fixed value.

Value - Specify the Value according to the value type.

Rule Engine Line Manage
LUE
TABLE ID TABLE NAME D NAM ELD CAPTION OPERAT. TYPE AL
4. Attendance Management
4.1 How to create Daily Attendance?
1. click on Daily Attendance
(Path: PayPro365/Daily Attendance)
CRONUS | al Ltd >urchasing Approva Self-Service etup & Exter "\PayPrOBGS
H - e = -y Daily Attendance C e :

Location Code - Select the Location code from dropdown to where the Daily attendance
to be captured

Pay Group Code - Select the Pay Group code from dropdown which are associated with
the location to be captured

Work Calendar Code - Select the Work Calendar code from Dropdown which are
associated for the combination of Location and Pay group

Employee No- If we want to enter employee wise daily attendance, then select or else
system will create daily attendance for the all the employees except Absent / Present
details for the day.

Start Date - Enter the start date from when the daily attendance details to be created
End date - Enter the end date till when the daily attendance details to be created for the
selected combination (Location - Pay group - Work Calendar]
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@ Create Entries

8. Then click on to create the details automatically for the
selected filters. (Purpose would be making user easy to get the details other than the
attendance.

9. The data will be loaded like below for to enter attendance details by the user.

& DAILY ATTENDANCE

DXB 12019 =

New Manage Actions Less options
FIRS
RS HA ST HALF

LOCATION PAY GROUP ATTENDA HALF STAR HALF END EC. HAL AR S
CODEY ODEY DATEY EMPNO. Y EMPLOYEE NAME ATTENDA TIME TIME ATTENDA TIME
DXB DXB-ADM 01-01-19 ater H H
DXB :  DXB-ADMIN 02-01-19 0006 Peter

DXB DXB-ADMIN

10. User must enter manually ‘First half Attendance’ and ‘Second Half Attendance’ for the
attendance details such as Present or Absent.

11. In case of leave approved request will be considered as leave else it will be marked as
‘Absent’.

12. Assumption would be in case of non-selection present would be marked as ‘Absent;
13. System will auto mark it ‘Weekly Off’s and Holidays in the Daily attendance.
14. User must only enter the working days alone.
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- DAILY ATTENDANCE

DXB . Employee No
DXB-ADMIN - Start Date
2019DXB - End Date

New Manage Actions  Less options

[Zimport @ Generate Monthly Attendance | @ Create Entries

LOCATION PAY GROUP CALENDAR ATTENDA

CODEY CODEY CODEY DATEY EMPNO. T EMPLOYEE NAME

DXB DXB-ADMIN 2019DXB 01-01-19 0006 Peter

DXE BEloxe-aDMN - 20190XB 020119 0006 Peter

DXB DXB-ADMIN 2019DXB 03-01-19 0006 Peter

DXB DXB-ADMIN 2019DXB 04-01-19 0006 Peter

DXB DXB-ADMIN  2015DXB 05-01-19 0006 Peter

DXxB DXB-ADMIN 2019DXB 06-01-19 0006 Peter

DXB DXB-ADMIN  2019DXB 07-01-19 0006 Peter

DXB DXB-ADMIN 2019DXB 08-01-19 0006 Peter

CETI

Applying Intelligence
¢
»
o E
1/1/2019 .
1/31/2019 -
v
HALF START HALF END SEC. HALF START SEC. K.
ATTENDA. TIME TIME ATTENDA. TIME ENDTI
Holiday Holiday
Present Present
Present ‘ Present
WeeldyOff WeeldyOff
Present Present
Present Present
Present Present

[ S

[ S

15. On completion of month, System has the Provision to convert Daily Attendance in to
Monthly Attendance.

16. Click on

® Generate Monthly Attendance

Monthly Attendance.
17. System has processed the Monthly attendance from Daily Attendance and message will
be notified like

o Monthly Attendance Successfully Calculated

to convert Daily Attendance in to a

4.2 How to Process Monthly Attendance?
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Click on Monthly Attendance.

(Path: Paypro365/Monthly Attendance)

CRONUS International Ltd Self-Service Setup & Extensions PayPro365 ntelligent Cloud Insights
Payroll Setup Employees On-Du eave Cancellatio Salary Register Gra
Payroll Location = Work Calendar Revision List Resign.) =
Pay Group Holidays Daily Attendance Gratuity Setup Final St
1. Select Location Code where salary going to calculate.
2. Select Pay Group from which pay group from the location.
3. Select the Work Calendar.
4. Select Employee No.
5. Start date- From which date the monthly attendance going to Process.
6. End date- last date of the monthly attendance.
. MONTHLY ATTENDANCE
Group Code DXB-ADMIN Start Date 1/1/2019 B
20150X 1/2019 =
New Manage Actions  Less options Y
Ciimport i Reopen Daily Attendance | Create Entries |l PrepareSalary’ ¥ Salary Buffer @ Arrear Register &% Close Period =
.EDEEY. CODEY . CODE . DATEY 7 o EMPNO. Y EMP NAME DAYS DAYS PRESENT DAYS ABS
DXB : DXB-ADMIN  2019DXB 1/1/2019 1/31/2019 0006 Peter 31.00 22.00 20.00
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Calendar Days
& MONTHLY ATTENDANCE 2
Location Code DXB v Employee No. 0006
Pay Group Code DXB-ADMIN Start Date 11172019 08
Work Calendar Code 2019DXB End Date 113172019 7 0an
New  Manage Actions  Less options Y
SALARY
LOCATION CALCULATL. WORKING WEEKOFF PAID LEAVE UN-PAID ON-DUTY
CODEY DAYS DAYS PRESENTDAYS  ABSENT DAYS HOLIDAYS DAYS DAYS LEAVE DAYS DAYS
ox E me 20 20 10 10 80 10 10 00
Exclude Weekly Off

4~  MONTHLY ATTENDANCE

Location Code
Pay Group Code

Work Calendar Code

New  Manage | Actions

SALARY
LOCATION CALCULATIL..
CODEY DAYS
DXB

DXB

v ‘ Employee Ne.
DXB-EXE e ‘ Start Date
2019DXB ‘ End Date
Less options
WORKING
DAYS  PRESENT DAYS ABSENT DAYS HOLIDAYS

0008
1/1/2019 =]
1/31/2019 =]
Y
PAID LEAVE UN-PAID ON-DUTY
DAYS LEAVE DAYS DAYS

Manual Work Day Calculation

& MONTHLY ATTENDANCE

Location Code

| DXB

v Employee No. 0005
Pay Group Code | DXB-MANAGE ] Start Date 1/1/2019 g
Work Calendar Code | 20190X8 End Date 13172018 B8
New  Manage Actions  Less options Y
SALARY
LOCATION CALCULATIL. WORKING WEEKOFF PAID LEAVE UN-PAID ON-DUTY
CODEY DAYS DAYS  PRESENT DAYS ABSENT DAYS HOLIDAYS DAYS DAYS LEAVE DAYS DAYS
Dx8
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11.
12.

13.

14.

15.
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Applying Intelligence

Salary calculation days- salary calculate date will take from the Pay
group ‘Work day calculation’.

Working days- How many days the company working in the month. (Working
day calculation = Total days in the month — Weekly off — Holidays)

Present days- In the month how many days the employee present. (Present
days = Working days — Paid Leave days — Un-paid Leave days)

Absent days- In the month how many days the employee absent.

Weekly off- In the month how many days are weekly off.

Paid & Unpaid leave- In the month how many leaves are paid, and unpaid
leave taken by the employee.

On-duty- How many days the employee in on-duty.

Prepare Salary

In Action menu Click Prepare Salary
salary and create liability for the salary.

to prepare the

<) Salary Buffer

Click salary buffer to see the employee salary Details.

4.3 How to View the Employee Salary?

1. Click on Salary Buffer

%) Salary Buffer

(Path: PayPro365/Monthly Attendance)

Calendar Days

SALARY BUFFER

in Monthly Attendance.
d @8 Open in Excel =
PAY ALARY COMPON MPON RO EFFECTI PLO AYSTART  PA
> 4 TYPE 0DE DESCRIPTION PURPOSE TODA CODEY DATE DA
DXB-ADMIN  Regular Sal.. BASIC SA Basic salary amings 1-01-19 0 0006 0 19 1-0
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& SALARYBUFFER <
O Search Show Attached @ Open in Excel =
RE.. EFFECTL.  EMPLOY.  PAYSTART PAYEND CALENDAR PRESENT  PAID LEAVE UNPAID
AC. TODATE CODEY  DATE DATE DAYS DAYS DAYS  LEAVEDAYS
. 310119 0006 010118 310119 31.00 13.00 1.00 1.00
310119 0006 01-01-19  31-01-19 31.00 19.00 1.00 100
310119 0006 010119  31-01-19 31.00 19.00 1.00 100
31-01-19 0006 01-01-19  31-01-19 31.00 13,00 1.00 1.00
31-01-19 0006 01-01-13 310113 31.00 19.00 1.00 100
31-01-19 0006 01-01-19  31-01-19 31.00 19.00 1.00 1.00
310119 0006 01-01-19  31-01-19 31.00 19.00 1.00 1.00
31-01-19 0006 01-01-19  31-01-19 31.00 19.00 1.00 1.00
31-01-19 0006 01-01-19 310113 31.00 19.00 1.00 100
31-01-19 0006 01-01-19  31-01-19 31.00 19.00 1.00 1.00
Exclude Weekly Off
& SALARYBUFFER g
P Search Show Attached @8 Open in Excel Y =
PAYROLL PAY EFFECTL.
RE LOCATION  PAYGROUP  SALARY  COMPON COMPON.  FROM EFFECTL.  EMPLOY.  PAYSTART PAYEN
AC. v v TYPE CODE DESCRIPTION PURPOSE  DATE TODATE  CODEY  DATE DATE
. DXB DXB-EXE Regular Sal. BASICSAL.. Basic salary Eamings  01-01-19  31-01-19 0008 01-01-19 3101
DXB DXB-EXE Regular Sal.. HA House Accommodation  Esmings  01-01-19  31-01-19 0008 01-01-19  31-01-
X8 DXB-EXE Regular Sal.. TA Travel Allowences Eamings  01-01-19  31-01-19 0008 01-01-19  31-01-
DX8 DXB-EXE Regular Sal.. UA Uniform Allowences Eamings  01-01-13  31-01-19 0008 01-01-19  31-01-
X8 DXB-EXE Regular Sal. OA Other Allowences Eamings  01-01-19  31-01-19 0008 01-01-19 3101
DXB DXB-EXE Regular Sal.. TOTEARN  Total Earnings Others 01-01-19  31-01-19 0008 01-01-19  31-01-
X8 DXB-EXE Regular Sal.. SS Social Security Deductions 01-01-19  31-01-19 0008 010119 31-01-
DXB DXB-EXE Regular Sal.. EWS Employee Welfare scheme Deductions  01-01-13  31-01-19 0008 01-01-19  31-01-
DXB DXB-EXE Regular Sal. MI Medical Insurance Deductions 01-01-19  31-01-19 0008 01-01-19  31-01-
DXB DXB-EXE RegularSal. TOTDED  Total Deduction Others 01-01-19  31-01-19 0008 01-01-19  31-01-
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€ SALARY BUFFER o
O Search Show Attached @8 Open in Excel =
EXPECTED
RE. EFFECTI EMPLOY.. PAYSTART  PAY END CALENDAR PRESENT PAID LEAVE UNPAID SALARY
AC TO DATE CODEY DATE DATE DAYS DAYS DAYS LEAVE DAYS AMOUNT
. 31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 25,000.00
31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 7.500.00
31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 2.500.00
31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 1.500.00
31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 4.875.00
31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 41,375.00
31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 1.500.00
31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 640.00
31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 2.200.00
31-01-19 0008 01-01-19 31-01-19 23.00 19.00 1.00 1.00 4.340.00

2. In the Salary Buffer, Employee Monthly salary will be shown.
3. Expected Salary Amount- The original salary amount for the employee shown in the field.

4. Actual Salary Amount- In this field the salary amount after deduction for unpaid leaves will
be shown.

Manual Workday calculation

&  SALARYBUFFER
O Search Show Attached B8 Open in Excel Y =
PAYROLL PAY EFFECTI.

RE LOCATION PAY GROUP SALARY COMPON COMPON.. FROM EFFECTI EMPLOY.. PAYSTART PAYEN
AC ¢ b 4 TYPE CODE DESCRIPTION PURPOSE DATE TO DATE CODEY DATE DATE

. DX8 DXB-MANAGE Regular Sal.. BASIC SAL.. Basic salary Eamings 01-01-19 31-01-19 0005 01-01-19 31-01-

DXxB DXB-MANAGE Regular Sal.. HA House Accommodation Eamings 01-01-19 31-01-19 0005 01-01-19 31-01-

DX8 DXB-MANAGE Regular Sal.. TA Travel Allowences Eamings 01-01-19 31-01-19 0005 01-01-19 31-01-

Dx8 DXB-MANAGE Regular Sal.. UA Uniform Allowences Eamings 01-01-19 31-01-19 0005 01-01-19 31-01-

Dx8 DXB-MANAGE Regular Sal.. OA Other Allowences Eamings 01-01-18 31-01-19 0005 01-01-19 31-01-

Dx8 DXB-MANAGE Regular Sal.. TOT EARN Total Eamings Others 01-01-19 31-01-19 0005 01-01-19 31-01-

DXB DXB-MANAGE Regular Sal.. SS Soaal Secunty Deductions  01-01-19 31-01-19 0005 01-01-19 31.01"

DXB DXB-MANAGE Regular Sal.. EWS Employee Welfare scheme Deductions 01-01-19 31-01-19 0005 01-01-19 31-01-

DXxB DXB-MANAGE Regular Sal.. MI Medical Insurance Deductions  01-01-19 31-01-19 0005 01-01-19 31-01-

Dx8 DXB-MANAGE Regular Sal.. TOT DED Total Deduction Others 01-01-19 31-01-19 0005 01-01-19 31-01-
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EXPECTEL ACTUAL

EFFE EMPLOY ALENDAF PRESEN AID LEAVE UNPAIC SALARY SALARY
T EY EAVE DAY AMOUNT AMOUNT
0005 01.01-19 31-01-19 21.75 19.00 1.00 1.00 25.000.00 23.850.57

7.500.00 7.155.17

2385.06

1.500.00

465086

35472.70

143103

640.0( 61057

209885

4,340.00 414045

Note:
Calendar Days
Salary Calculation Formula: (Pay component amount / Workday calculation in pay group) *
(Workday calculation in pay group - Un-paid leave days)
In the above case pay component amount is 25000
Workday calculation in pay group is 31
Un-paid Leave is 1
So (25000/31) * (31-1) = 24193.55

Exclude Weekly off

Salary Calculation Formula: (Pay component amount / Workday calculation in pay group) *
(Workday calculation in pay group - Un-paid leave days)
In the above case pay component amount is 25000
Workday calculation in pay group is 23
Un-paid Leave is 1
So (25000/23) * (23-1) =23913.04

Manual Workday Calculation
Salary Calculation Formula: (Pay component amount / Workday calculation in pay group) *

(Workday calculation in pay group - Un-paid leave days)

In the above case pay component amount is 25000
Workday calculation in pay group is 21.75
Un-paid Leave is 1

So (25000/21.75) * (21.75-1) = 23850.57

Variable component doesn’t change for any reason.
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4.4 How to Close Month Once the Salary Process Completed?

B Close Period
1. Click Close Period in Monthly Attendance.

(Path: PayPro365/Monthly Attendance)

2. Once the period is closed system will generate the message like this

o Period Closing completed successfully.

OK

3. Once the Period is Closed the user can’t change any details of the closing period.

Note:
Please make sure all the data entered are correct, if anything wrong change before close period, once

the period is closed no changes can make.

4.5 How to Revise Salary?
1. Click Revision List
(Path: PayPro365/Revision List)

CRONUS International Ltd urchasing Approvals Self-Servic 8 ,:wr\ PayPro365
Monthly Attendance ary Register  Gratuity Registe Benefit Master

gine === Revision List

ary Register Gratuity Setup

Benefit List

Payslip report

T Mew
Click New

Revision no. will Automatically flow in the field.
Select Payroll Location for which location Revision going to happen.

Select Pay Group for Which pay group the Revision going to happen.

o N
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6. Revision Processing date- From which date the Revision Processing start, Specify the
date.

7. New Effective Date- From which date the Revised Salary Effective start, from this date
only the Revised amount Calculate.

®

Select Revision based on by Amount or Percentage.

0

If it is Amount, then specify the Amount.
10. Ifitis Percentage, then Specify the Percentage.

B Get Pay Components
11. Click Get Pay Components to get the Existing Pay

Components for
Revision.
12. Enter the Revision Amount In the fixed components only.
13. Click Calculate to calculate the Revised Salary.
14. Click Post Revision to Post the New Salary to the Employee Pay Components.

& REV

SION CARD y 4

REV-0008

Show Attached Actions Less options

B Get Pay Components | & Cakulate | = Post Revision

Revision Subform Manage

EMPLOYEE EFFECTI COMPONE COMPONENT AR COMPON COMPON EFFECTI REVISION CURRENT REVI
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& REVISION CARD (& - 0]

REV-0008

Show Attached Actions  Less options

Revision Subform Manage

NEW
EMPLOYEE AR COMPON COMPON EFFECTI REVISION REVISION CURRENT REVISED DIFFERENCE
CODE AP. TYPE PURPOSE DATE BASED ON AMOUNT AMOUNT AMOUNT AMOUNT
’ 0006 § fixed Eamings 01-05-19 Amount 5,000.00 25,000.00 30.000.00 5.000.00

0006 Formula Eamings 01-05-19 Amount 5.000.00 7.500.00 9,000.00 1.500.00
0006 Formula Eamings 01-05-19 Amount 5.000.00 2.500.00 3.000.00 500.00
0006 Variable Eamings 01-05-19 Amount 5.000.00 1.500.00 0.00 -1.500.00
0006 Formula Eamings 01-05-19 Amount 5.000.00 4,875.00 5.850.00 975.00
0006 Formula Others 01-05-19 Amount 5.000.00 41.375.00 47.850.00 6475.00
0006 Formula Deductions  01-05-19 Amount 5.000.00 1.500.00 1.500.00 0.00
0006 Formula Deductions 01-05-19 Amount 5.000.00 640.00 640.00 0.0¢
0006 fixed Deductions 01-05-19 Amount 5.000.00 2.200.00 7.200.00 5.000.0C
nnne Cmarns h~ o N1 NE 10 Ao £ NN NN A D40 0N Q24N NN

Note:

1. Revision can be only made for ‘FIXED’ Components type Only.
2. Pay Components Formula also can Revisable.

4.6 How to do Employee Movements?

1. Click Employee Movement List

(Path: PayPro365/Employee Movement List)

‘ CRONUS International Ltd. < durchasing Approvals Self-Service Setup & Extensions PayPro365 ntelligent Cloud Insights
n  Monthly Attendance Salary Register  Gratuity Register Custom Field Definition Benefit Master List  Salary Register Report
<{is Rule Engine Resignation Form Employee Movemenet Setup  Benefit List Salary Summary Register Report =
Detailed Salarv Reqister  Gratuity Setup  Final Settlement Emplovee Movement List Payslip report

. —+ New
Click NEW

Movement No. will Automatically Flow in the field.

Select the Employee No. who going to move One place to another.
Select the Employee Name who going to move.

Enter the Effective Date from which date the change is going to apply.

o 1AW
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7. Select the Movement Type from Which Category the movement going to happen such as
Location, Pay group, Role, Designation etc.

8. Move From- If it is by Location the present Location of the Employee flow Automatically, if it
is by Pay Group the present Pay group of the Employee Flow Automatically.

9. Move To- If it is Location Select the Other Location the Employee Going to move, if it is by
Pay Group select the other Pay Group the employee going to move.

10. Select the Pay group code if the movement is between the location, in that Location which
Pay Group the Employee going to move.

11. Click Request Employee Movement to Release the Employee movement.
12. Click Cancel Employee Movement to cancel the Movement.

« @ + ®
Employee Movement

Show Attached Actions  Less options

Request Employee Movement | Cancel Employee Movement

Movement No EMPMOV-0005 Effective Date

5/1/2019 =
mployee No 0006 - Status Open
ee Name Pete
Movement
Movement Type Pay Group v e DXB-EXE
Move From DXB-ADMIN roup e
4.7 How to Apply for Resignation?
1. Click Resignation Form
(Path: PayPro365/Resignation Form)
CRONUS International Ltd Surchasing Approvals Self-Service Setup & :—\ PayPro365
n  Monthly Attendance a e r egiste el e Benefit Master List Re: r Report
Rule Engine evision List Resignation Form  Employee Movemenet Setup Be t List Sumir r Report =
Detailed Salary Register Gratuity Setup Final j—:f'e**:"\ Payslip report

2. Click NEW’
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3. Resignation No. Will Flow Automatically.
Select the Employee No. Who going to Resign.

vl

Employee name, Date of Joining, Experience, Notice Period Flow Automatically from the
Employee card.

Enter the Reason for the Resignation.
Submission Date- Enter the date of submission of Resignation.
Click Submit Resignation to Release the Resignation.

O ® N

Click Cancel Resignation to cancel the Resignation if in case not done any settlement on
the Submitted Resignation

Resignation Card

Show Attached Actions  Less options

# Submit Resignation | X Cancel Resignaticn +

Resignation RESI-0003 Experience 258
nployee No 0006 Notice Period 2M
ployee Name Peter Reason for resignation RESIGNED

Date of Joining 1/1/2017 Status Open

4.8 How to do the Full and Final Settlement?

1. Click on Final Settlement List
(Path: PayPro365/Final Settlement List)

\

CRONUS International Ltd durchasing Approvals Self-Service Setup & Extensions PayPro365 ntelligent Cloud Insights

Gratuity F»:r_fwi Final Settlement

- Mew
Click on

Settlement No. Will Flow Automatically.
Select from the dropdown list for Resignation approved employee.

v W N

Other details such as Notice Period, Experience, DOJ will be loaded automatically
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FINAL SETTLEMENT CARD

SETT-0004

Show Attached Actions

Less options

B Get Settlement Lines X Cancel Settlement

CETIAS

Applying Intelligence

Settlement No SETT-0004 Date of Joining 112017
Resignation No RESI-0003 Expenence 258
' Employee No. 0006 Resignation Submission Date 5/2/2019
Employee Name Peter Notice Period M
Revision Subform Manage
PAY
RESIGNATI EMPLOYEE DATE OF NOTICE SUBMISS. NOTICE SETTLEM COMPONE
NO. NO EMPLOYEE NAME JOINING EXPERIENCE PERIOD DATE DUE DATE TYPE CODE cC
RESI-0003 - 0006 Peter 17172017 258 2M 5/2/2019 7/2/2019 Salary BASIC SALARY Bz
RESI-0003 0006 Peter 01-01-17 258 2M 02-05-19 02-07-19 Salary HA Hc
RESI-0003 0006 Peter 01-01-17 258 2M 02-05-19 02-07-19 Salary TA T
FINAL SETTLEMENT CARD (2) + @ 2
Show Attached Actions  Less options
unproyes vanme e NOUCE FENOU am
Revision Subform Manage
PAY
RESIGNATI NOTICE SUBMISS NOTICE SETTLEM. COMPONE.. SETTLEMENT
' NO PERIOD DATE DUE DATE TYPE CODE COMPONENT NAME AMOUNT
RESI-0003 - 2M 5/2/2019 7/2/2019 Salary BASIC SALARY Basic salary 3,000.00
RESI-0003 M 02-05-19 02-07-19 Salary HA House Accommodation 3.000.00
RESI-0003 M 02-05-19 02-07-19 Salary TA Travel Allowences 3.000.00
RESI-0003 2M 02-05-19 02-07-19 Salary uA Uniform Allowences 3,000.00
RESI-0003 M 02-05-19 02-07-19 Salary 0A Other Allowences 3.000.00
RESI-0003 M 02-05-19 02-07-19 Salary ss Sodal Security 3,000.00
RESI-0003 M 02-05-19 02-07-19 Salary EWS Employes Welfare scheme 3.000.00
RESI-0003 M 02-05-19 02-07-19 Salary Mi Medical Insurance 3,000.00

Click on Get Settlement details to unprocessed / Hold salary details and End of Service
benefits to be loaded in the settlement Screen

Verify the calculation in the screen and add/modify or delete some components which
company wants to do can be done in the screen and click On ‘Post Settlement’ to

complete Full and Final Settlement

In case if employee retains, then click on cancel settlement to do normal process.
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5.Payroll Reports

5.1 Payroll Reports

Reports and Analysis
PaySlip

Salary Summary Register
Salary Register
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