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1. Working with directories

1.1 Directory - Subdivisions/Department

Purpose — This directory is designed to store list of different subdivisions or departments in a
company. The values from this directory gets referenced in other directories and documents like

Employee directory and more.

Menu — Directories > Personnel and Salary > Subdivisions/Department

(B 1 *Subdivisions/Departments: OrgPattern S Od X
IY | 2] o) | %] [ show deleted
J Name ! Branch
2 'General Office OrgPattern
3 Logistics OrgPattern
4 Marketing OrgPattern
5 Purchase OrgPattern
g Sales OrgPattern
7 Technology OrgPattern
g Warehousing OrgPattern

Fig. Directory — Subdivisions/Departments
Input and Editing —

All the editing in the directory is done through directory display window. Display of the directory
shows list of the subdivision names. Following buttons are present on directory display:

o |- Add new subdivision, creates a new record to add name

° J - Edit existing record, allows to change name of existing record

e _— |- Copy existing entry and create new one, duplicates selected record
. ﬂ - Save the directory

° M - Delete existing record
All directory data is available in all functional units and units of the information system.

Directory Fields -
There are two fields in this directory:

e Name —indicates name of the subdivision/department. Editable, text field.
e Branch —indicates the branch in which this record was created. Non-editable field.
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1.2 Directory - Employee Categories
Purpose — This directory is design to store the list of possible employee categories in a company

Menu - Directories > Personnel and Salary > Employee Categories

@ 1 Employee Categories: OrgPattern - O X
+ | /,lwlxl [] show deleted
/ Category

, 1gb&éziak[Euérmmmmmmmmmmmmmmm. b :

2 Manager

3 Senior Manager
4 Junior Manager
5 Entry Level

g Team Lead

Fig. Directories - Employee Categories
Input and Editing -
The input and editing in this directory is done inline from the directory window using buttons
present. After making changes, the directory must be saved using save icon. All directory data is
available in all functional units and units of the information system.

Directory Fields -

There is only one field in this directory:
o (Category —indicates name of the record. Editable, text field.

1.3 Directory — Job Positions

Purpose — This directory is designed to store the list of job positions in a company. The values
from this directory gets referenced in other directories and documents like Employee directory

and more.

Menu — Directories > Personnel and Salary > Job Positions
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B 1 Job Positions: OrgPattern - | X
Bz e] % LI Show deseses
/ Job Position v Branch v
»

Accountant OrgPattern

System Analyst OrgPattern

Sales OrgPattern

Store Keeper OrgPattern

Receptionist OrgPattern

Developer OrgPattern

Project Manager OrgPattern

Fig. Directory — Job Positions, Directory Display

Input and Editing —

All the creation and editing in the directory is done through editing form. Display of the directory
shows list of the job positions in the system. All directory data is available in all functional units
and units of the information system.

1 Job Position: OrgPattern - O X
Position Title: [EET |

Sales KPI (Key Performance Indicators) I

[#] o[ %]

J. KPI v Percent of KPI v

» Customer to Door 40.00
Contract Generation 25.00
Lead Generation 25.00
Support Service 10.00

Save Close

Fig. Directory — Job Positions, Add/Edit Window

Directory Fields -

The input and editing form consists of:
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e Position Title — editable text field to store name of the job positions
e Table “Sales KPI (Key Performance Indicators)” — this table stores the KPI for a job
positions.
o When entered, the percentage sum for all KPI should be 100%
o Any number of KPI can be entered to store performance evaluator for a job position
o KPI can be added, edited or deleted using the buttons at the top of table

1.4 Directory - Marital Status

Purpose — This directory is designed to store the list of marital status. The values from this
directory gets referenced in other directories like Employee directory.

Menu — Directories > Personnel and Salary > Marital Status

€8 1 Marital Status: OrgPattern — O X
how deleted
7|1 % s
y Name
, Smgle S
Married
Divorced

Fig. Directory - Marital Status
Input and Editing -

The input and editing in this directory is done inline from the directory window using buttons
present. After making changes, the directory must be saved using save icon. All directory data is
available in all functional units and units of the information system.

Directory Fields -

There is only one field in this directory:
e Name —indicates name of the record. Editable, text field.

1.5 Directory — Schedules

Purpose — The directory is designed to store working time schedules for a company. The solution
can support multiple time schedules being worked upon in an organization.

A time schedule needs to be generated for each month indicating working days, time-offs and
more. The solution can support multiple time schedule being worked upon in a company like 5-
day schedule, 6-day schedule, night shift and more. The schedules created are further used in
calculating the hours worked by employees for a given month/time period, which in turns
automate the payroll calculations.
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Menu - Directories > Personnel and Salary > Schedules

€ 1 Schedules: OrgPattern - 0O X
o[ 2] 2¢ [ show deleted
/ Name
\ [ofice st
Night Shift
Cleaning Staff

Fig. Directory Display - Schedules

Input and Editing —
All the creation and editing in the directory is done through editing form. Display of the directory
shows list of the job positions in the system. All directory data is available in all functional units

and units of the information system.

Directory Fields —

1 Schedule: OrgPattern h - O X
Name: [Fechricai Tean |
Calendar |Day'sTmeiable]
~Information by schedule for selected month —Working hours by week days
, | [ Total: First day of the week:
L4 January » 42018 | || Hoyrs: 241.00 tlxl 4
SMTWTF S Monda:
31123456 Lok 2 . 2] | OMercer
78 9101112 13 /- No. = Hours |~ Working ... Working ... (O Tuesday
14 15 16 17 18 19 20 r~Hours for selected day: — > 1 9.0 09:00 18:00 O Wednesday
B2 22 23 24 25 26 27 ) o .
28203031 1 2 3 Day.21.01:13 ‘ 2 9.0{09:00 18:00 O'I'hl.rsday
4 5 6 7 8 910 9.00 3 9.0/09:00 18:00 z
| [ ] OFrday
i 4 9.0{09:00 18:00
Today | Edit (@ saturday
5 9.0/09:00 18:00
(O sunday
Calculate schedule for selected month | 6 9.0/09:00 18:00 N
Save | Close

Fig. Directory — Schedules, editing a schedule

The input and editing form contains text box to store schedule name. The window consists of:
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Tab “Calendar” -

This tab displays the calendar wise information for the working schedule of the selected month. It
consists of following section:

Section “Information by schedule for selected month”
This section contains:

e (Calendar — The month selected in the calendar is the active month. For the months where
schedule has been made, all days in black indicates working days and selecting a day will
display working hours. The red days are the non-working days. Months whose schedule is
not yet made appear in red.

e Section “Total”— this section contains 2 labels. Total hours indicates total working hours in
the selected month. Total days indicate total working days in the selected month.

e Section “Hours for selected day” — this section displays the date and hours for the selected
day. If for any day the working hours are less than the working hours entered in working
hour’s section, the user can manually edit the hours.

When editing the hours the, the system would confirm via a display message that the
working hours will be edited for a particular date.

Section “Working hours by week days” —
This section contains table to input working hours in a day in a week. The table consist of:
e No. — Displays serial number for the week. By default 7 days added.
e Hours —displays number of working hour in the day, editable. By default 8 hours.
e Working Day Start Time — displays time of starting of work day, editable. By default, 9:00.
e Working Day End Time — displays time of ending of work day, editable. By default, 18:00.

Section “First day of the week” —
This section allows user to setup first day of the week. Example for UAE, the first working day of
the week for offices is Sunday hence, Sunday should be selected.

Button “Calculate Schedule for selected month” —

e Clicking on this button will add the days in the active month in the Day’s timetable tab.

e The hours added in each day will be taken from section “Working hours by week days”
starting based upon the selection made in the Section “First day of the week”.

e Once added, the user can also make edits in the working hours using the section “Hours for
the selected day”

e After adding a month, users can still edit the working hours from working hour’s section.
Re-clicking on this button will update the working hours in Day’s timetable tab.

Tab “Day’s Timetable”
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1 Schedule: OrgPattern — O
Name: ITechnicaI Team

A
y, Date Hours Working day start time Working day end time
» 101012018 9,00 09:00 18:00
2 02.01.2018 ‘ 9.0009:00 | 18:00
3 03.01.2018 [ 9.0009:00 k 18:00
4 04.01.2018 9.00/09:00 18:00
5 05.01.2018 | 0/00:00 00:00
6 06.01.2018 9.00/09:00 18:00
707.01.2018 ' 9.00/09:00 | 18:00
2 08.01.2018 | 9.00/09:00 18:00 b
Save | Close

Directory — Schedule, Tab — Day’s timetable

For the added months, this tab displays all the dates. It is a tabular view containing following
columns:
e Date —displays the date of month
e Hours — displays working hours of the date. Editable, if user edits this working hours, total
working hours for the month gets adjusted.
e Working day start time — displays the working day start time for the date. Editable.
e Working day end time — displays the working day end time for the date. Editable.

In one schedule, multiple months can be added. It is up to user preference to create schedules
weekly, bi-weekly, monthly, quarterly, semi-annually, annually or more.

1.6 Directory — Employees
Purpose — This directory is designed to store the details about employees in a company.

Menu — Directories > Personnel and Salary > Employees
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i-{Z] Manufacturing

7 Singh Raj K

8| Main Company

€ 1 Employees: Branch FZE - m] X
2% e [ show Dismissed Employees |:|
B Employees
=+ Logsstics J Full Name Personnel ... Registered to co... ~ Reception Date Dismissal Date Access Settings
"] Packagi
ackaging
.1 StoreKeepers » 1 Jahan Noor 9 Main Company 25.11.2017
53 Office Administration » Khan Rashid 5 Main Company 25.10.2017
{1 Accounts
i H Manag 3 Muhammad Noor 3/ Main Company 25.10.2017
{_] Purchase Muhummad Abdul Khan 6 |Branch - Deira 15.10,2017
- 4
Sales
8 '._j‘P_—'mdudiun 5 Rehman Abdul 7 Main Company 01.10.2017
{22 Finishing & Singh Jashan Kumar 4/ Main Company 25.10.2017 27.01.2018

23.11.2017

19.01.2018

Input and Editing —

Fig. Directory - Employees

This directory has a hierarchical structure and the data is only available in the branch in which they
are created. All the input and editing is done through input and editing form. Buttons to create,
edit and delete and employee are available based on user access settings.

The directory display consists of:
e Employee folder hierarchy — the records in this directory can be organized under different
folder. Root folder is Employee and further folders can be created based upon
departments, seniority and more. Selecting sub folders would display employees present in
the folder in the directory display table.

¢B 1 Employees: OrgPattern

u |/|x|li

=y Employees
=42 Logistics

{_] Packaging
'__] — A M N
i 4 Add
-4 Office i
{_] Accol Remove .
a
',—l Mana Rename
{&3 Pu g rrarramn

— W I

Fig. Directory — Employees, Editing Sub folders

e Directory Display — Following columns are present in the tabular display. Fields in this table
are editable via editing form or order document:
o Full Name —text field displaying name of the employee
o Personnel Number — unique numeric field assigned to each employee on reception.
Every new employee record must be first created via order document which assigns
them a unique personnel number. This field cannot be edited via employees or any
other document once assigned. Can only be edited by super user.
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o Registered to Company —indicates the company in which employee is registered.
Added via order document.

o Reception Date — indicates the date of joining of the employee. Added via order
document.

o Dismissal Date — indicates the dismissal date of employee. Added via order
document.

o Access settings — displays the name of organizations access setting assigned to
employee. Useful when multiple organization data is running in one ERP system.

e Customizing display — Following flags are present to customize directory display:

o Flag “Show Dismissed Employees” — Be default, dismissed employees are not visible
on the directory display. Selecting this flag would display dismissed employee.

o Flag “Show Deleted” — Be default, deleted employees are not visible on the
directory display. Selecting this flag would display deleted employee.

Directory Fields —

1 Employee: Branch FZE (1) - O X

N
ISR oesh Singh) ]
Full Name in Other Language iRa]esh Singh ,

Personnel Number: l53 [ Key code: l12300-902323 ] i
Tax Number: [ [ Marital Status: |Married
Date of Birth: [15.07.87 T Dismissal Date: | :
Reception Date: |03.07.18 [CINon-resident
| %<2

Registered to Company: Screen Software DMCC

Contact Information |Salary Data] Access Settings] Additional Sett‘ngs] Bonus] Relatives | Performance Review I Test Resdts] D Recordsl

Mailing Address: [202, al rayan road, deira, near maktoum bridge

Physical Address: [202, al rayan road, deira, near maktoum bridge

Phone: [+971 553399067

Email Address: {rajesh@screen.com
Skype: [ra}esh_sk
IM/1CQ: [rajesh_sk

Notes: [Cashier ]

Report on personnel orders | Save | Close |

Fig. Directory — Employees, Input and Editing Form

The Input and editing form consist of:

General details —
Following can be stored in general details:
e Full Name — editable text field to store full name of employee
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Full Name in Other Language — editable text field to store full name of employee in other
language

Personnel Number — non-editable numeric field assigned via order document on employee
reception

Key Code — editable text field to store key code number of the employee

Tax Number — editable text field to store tax number for employee

Marital Status — editable field to store marital status of employee. Select value from
marital status directory.

Date of Birth — editable date field to store date of birth of employee

Reception Date — non-editable reception date assigned via order document on employee
reception

Dismissal Date — non-editable dismissal date assigned via order document on employee
dismissal

Flag “Non-resident” — Editable flag field indicating if the employee is a resident in the
country of employment

Registered to Company — non-editable detail assigned via order document on employee
reception

Notes — editable text field to store notes about employee

Section “Upload Photo” —

. 4002

Fig. Uploading employee photograph

System allows to upload photograph of employee in the jpeg format.

Clicking on Add button will open a file select dialog box, where a jpeg image file can be
selected and saved.

Clicking on delete button will delete the uploaded image

Clicking on view button will open the image file

Tab “Contact Information” —

This tab contains fields for:

Mailing Address — editable text field to store mailing address of employee
Physical Address — editable text field to store physical address of employee
Phone — editable text field to store phone number of employee

Email Address — editable text field to store email id of employee

Skype — editable text field to store skype id of employee

IM/ICQ — editable text field to store other messenger ID’s of employee
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Contact Information £

1| Access settings | Additional Settings | Bonus | Relatives | Performance Review | Test Results | ID Records
bdivision/Department:  Technology
Job Position:  Sales
\Work Schedule:  Night Shift
Salary:  5000.00 AED
Accrual Operation:  Staff Salary Accrual

[[J1s head of department
Contract

VISA number: I I
Full name VISA: | ] nR|@

Tab “Salary Data” —
This tab contains fields for:
e Subdivision/Department — Display only field added via order document on employee
reception.
e Job Position — Display only field added via order document on employee reception
e Work Schedule — Display only field added via order document on employee reception
e Salary — Display only field added via order document on employee reception
e Accrual Operation — Display only field added via order document on employee reception
e Visa Number — editable text field that can be used to store bank account or card details for
an employee
e Full Name Visa — editable text field that can be used to store name of employee on bank
account/card.
e Contract — System allows to upload contract file with the employee record.
o Clicking on Add button will open a file select dialog box, where pdf/word/text file
can be selected and saved.
o Clicking on delete button will delete the uploaded file.
o Clicking on view button will open the uploaded file.

Contact Information | Salary Data AC

|Add|bonal Set'lings[ chusl Relah'vesl Performance Reviewl Test Results] D Recufdsl

Login: ‘rajesh ‘ Organization Access Settings Isranch FZE &LLC

[ Authorize to send emails from system [[J Authorize to send emails from company email

— Employee from other Organization
] %]

/ Branch Employee
) Branch FZE (1) Rajesh Singh

Tab “Access Settings” -
This tab contains fields for:
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e Login —displays the login name of the employee for the ERP system

e Flag “Authorize to send emails from system” — If selected, user will be able to send emails
from the system else not.

e Flag “Authorize to send emails from company email” — If selected, user will be able to send
emails from company email settings.

e Organization Access Setting — displays the name of access setting for the employee. For
ERP systems having multiple organizations in one system, this field defines to what all
organization’s data the employee will have access to. Set by admin.

e Table “Employee from other organization” - For cases where an employee is working in
multiple organizations, this table links all employee names under one login name.

:E]Bonus | Relatives | Performance Review [ Test Results | ID Recordsl

Storekeeper Form's Refresh Time (in minutes): 0

Counterparty(By Default): ICust_3

Store(By Default): IStore Location - FreeZone1

% Default employee: IRajesh Singh

Tab “Additional Settings” -
This tab contains fields for:

e Storekeeper Form's Refresh Time (in minutes) — If employee is involved in storekeeping,
this field can be used to set time in which the storekeeper form should refresh.

e Counterparty (By default) — If employee is involved in sales, this field can be used to set the
counterparty he make most sales to. In invoice documents, this counterparty will come
pre-selected.

e Store (By default) - If employee is involved in sales, this field can be used to set the store
he make most sales to. In invoice documents, this store will come pre-selected.

e Default Employee — display field for cashier form document.

Tab “Bonus” -

This tab contains a text box to store comments about the bonus details of employee.

Contact Information ] Salary Data I Access Settingsl Additional Settings] Bonus| Relatives| Performance Review | Test Results JD

halk i

/ I’\\5 Document Record Type Document Num... Issue Date Expiry Date File

» IDRecords No. 0-IDRec-00000014 on 15.... |Passport P03578f 15.07.2013 16.07.2023 1
ID Records No. 0-IDRec-00000015 on 15.... |Emirates ID Eid-290305476563 | 15.07.2017 15.07.2020 0
ID Records Mo. 0-IDRec-00000016 on 15.... |UAE Visa 898-hdjh-367267 | 15.07.2016 15.07.2020 0
ID Records No. 0-IDRec-00000017 on 15.... | Labour Card Labour-26763 15.07.2017 15.07.2019 0

Tab “ID Records” —

This tab displays all the ID records attached to the counterparty.
Users can also add new records or delete existing records using add and delete icon.
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e Clicking on add icon will load a new ID records document with this employee pre-selected,
user can further select record type and upload new record.
e Clicking on delete icon will prompt user for confirmation, if confirmed, the Id record
document will be marked for deletion.
The data in the tab is loaded from the posted ID record documents linked to this employee and
displayed in ascending order for posting date.
Clicking the row opens the posted Id record documents for further analysis.

Buttons —
Following Buttons are there:
e Report on Personnel orders — Clicking on this button generates report on the order
documents issued for the selected employee.
e Save and Close

i:_'&.apurt on personnel orders - a X
& Print... ~® Eportto.. ~ [ Update [ Close + ¢
A [ [ c ] ) E F [ 9 H I 1 K L M
Main Compan}

The register of orders for personnel for the penod from 01.01.2018 1 06.03.2018

Ordernumber |Orderdate | Date of Fullname ofthe | Registered in the N Transfertothe |Amount Comment
receipt Typeoforder ! L Posiion | position United Arab Ditham
9 170118 |01.01.18  |Reception Jainp. Main Company | Marketing Project Manager 10000.00 B omonto
19 29.01.18 01.01.18 Movement Jain p. Main Company Marketing Project Manager |12000.00 Salary Negotiated
20 200118 010118 |Movement Jain p. Main Company  |Marketing ProjectManager |15000.00 E;:fvm;‘:';;d
< >

Fig. Report on Personnel Orders

Note - It is required to first enter employee via order document using type — reception. Further
data should be added using this directory.

1.7 Directory - Salary Operations

Purpose — This directory is used to store salary operations defining accrual and deductions for
employee salary. They are used in multiple directories and documents.

Menu - Directories > Personnel and Salary > Salary Operations

@ 1 Salary Operations: Demo 1 - O X
#a|z ,5 ® l_ M [[]show deleted
B4y Salary Operations
[——l Consultancy J Full Name Debit Account Credit Account Calculation Type
.Salary Payment - Cash, Foreign Curre... | 3520 - Accrued salary 1120 - Cash in foreign currency Salary Debit
Salary Payment - Cash, National Curre... | 3520 - Accrued salary 1110 - Cash in national currency Salary Debit
Bonus, Bank, National Currency 3522 - Bonus accrued. Employees 1210 - Bank accounts in national currency | Salary Debit
Quarterly Bonus 8000 - General and administrative expenses 3522 - Bonus accrued. Employees Salary Credit
Phone Bills 8000 - General and administrative expenses 3520 - Acaued salary Salary Credit
Flight Tickets 7500 - Trade expenses 3520 - Accrued salary Salary Credit

Fig. Directory — Salary Operations
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Input and Editing —

The directory display consist of operations hierarchy displaying root folder Salary operations and
user customizable folders. New sub-folders can be created by right clicking the selected folder and
exercising the options.

(% 1 *Salary Operations: OrgPattern

Slofe[xfm

-‘:]l gz:ﬂ;"an J Full
1 artpaoct : -
Add l,'\@
Remove
Rename

v

Fig. Directory — Salary Operations, Customizing hierarchy folders

The directory window shows the list of salary operations and associated credit and debit account
with them.

The set of buttons on the toolbar depends on the user's access rights. A user can:

o Filter records by groups or display them in a common list, click the buttong. Press F5 to
perform text search on the grid
e View detailed information by double-clicking on a record or selecting an entry and clicking

on the button IL

+
e Create a new entry, click on the button —| - in the window that appears, fill out the form
and click on save.

e Mark / unmark the deletion of the selected record, press the button L‘
e Copy the selected entry, press the button i‘
e Edit the current record, press the button \L - a window will appear with a half-

filled and s. Click on the button ﬂ , carry out the necessary changes and save.
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1 *Salary Operations: Demo 1 - O X

Name: IReimburse Phone Bills

Full Name: IReirnburse Phone Bills

Calculation Type: |Sa|ary' Credit Y

[CIMain Operation

Debit Account Credit Account

8000 - General and administrative expenses I3520 - Accrued salary

/ Analytics / Analytics Value

) iIncome expenses

Expenditure Object

Main Company

Save Close

Fig. Directory — Salary Operations, Add/Edit Window
Directory Fields -

The directory add/edit window contains following fields:

e Name — editable text field indicating name of the operations

o Full Name - editable text field indicating full name of the operations

e Calculation Type — filed to indicate if the operation is to accrue salary or deduct salary. The
dropdown contains 2 options — Salary Credit and Salary Debit.

e Flag “Main Operation” —indicates if this operation is majorly used for salary accruals.
When this flag is selected, the operation appears for selection in order document > accrual
operations

Section “Debit Account” —
This section consist of:
e Debit account selection — select the debit account for the salary operation
e Analytics table — this table displays the analytics associated with selected chart of account
in debit account. If the table shows analytics user must select them to save the operation.

Section “Credit Account” —
This section consist of:
e Credit account selection — select the debit account for the salary operation
e Analytics table — this table displays the analytics associated with selected chart of account
in debit account. If the table shows analytics user must select them to save the operation.
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Creating Salary operations —
Salary operations acts as a base to accrue or deduct amounts from calculated salary of an
employee.

e When calculation type selected is Salary Credit, the credit account should be a salary or
bonus account as such operations will accrue amount on employee salary. The debit
account should be the expenses account.

e When calculation type is salary debit, the debit account should be a salary or bonus
account as such operations will deduct amounts from employee salary. The credit account
will the expenses account.

Some example:
Name

Debit Credit Calculation Type

Leaves

3520 - Accrued Salary

7500 - Trade Expense

Salary Debit

Reimburse Phone bills

8000 - General Expense

3520 - Accrued Salary

Salary Credit

Reimburse Travel bills

8000 - General Expense

3520 - Accrued Salary

Salary Credit

Quarterly Bonus

7500 - Trade Expense

3522 - Bonus

Salary Credit

1.8 Directory — Organization Access Settings

Purpose — The directory is designed to created different combinations of access settings, to be
used when multiple organizations are running in one ERP system.

Please note, users will see options to select/switch between different organizations across
reports and set organization option based upon the organization access setting assigned to them
in employee directory > access setting tab.

Menu — Directories > Personnel and Salary > Organization Access Settings

@ 1 Organization Access Settings: Branch FZE - X
AP [[] show Deleted
7/ Name

Branch FZE

p iBranch FZE &LLC
Al Branches

Fig. Directory Display - Organization Access Settings
Input and Editing —

All the creation and editing in the directory is done through editing form. Display of the directory
shows list of the job positions in the system. All directory data is available in all functional units
and units of the information system.
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1 Organization Access Settings: Branch FZE - O X

Igumber
Name: IBranch FZE

Main Organization: |Branch FZE v

Organizations |

Branch FZE

Root
Subordinate

_> |
_<|

Save | Close

Fig. Directory - Organization Access Settings, Add/Edit Form

Directory Fields —

The directory add/edit window contains following fields:

Note —

ID — displays non-editable unique ID for each access setting. Assigned automatically on
creation.

Name — Name of the access setting. Editable text field.

Main Organization — indicates the main organization in the access setting.

Organizations - list of all available organization, allows user to select one or more
organization for the access setting.

This directory is useful in ERP systems running multiple organizations in one system. The

access settings allows to create combinations of organization access that can be given to an
employee. Example — a system has 3 organization/branches running in it and an employee is a
part of 2 branches then then an access setting can be created for 2 branches and assigned to the
employee.

1.9 Admin Access

The Employee directory have some tabs and field which are only visible/editable for the admin
login. Some of them are:

Employee Directory > Access Settings Tab —
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"'_'E]Addih'onal Settings [ Bonus l Relatives l Performance Review| Test Results | ID Records

Login: 'rajesh } Organization Access Settings IBranch FZE &LLC

Authorize to send emails from system [[J authorize to send emails from company email

Employee from other Organization
)] %]

/ Branch Employee
» Branch FZE (1) Rajesh Singh

The field Organization Access Setting can be only edited by admin. This field grants access to a
user to multiple branches data. The values can be selected from organization access setting
directory.

Tab “Access Settings” -
This tab contains fields for:

e Login —displays the login name of the employee for the ERP system

e Flag “Authorize to send emails from system” — If selected, user will be able to send emails
from the system else not.

e Flag “Authorize to send emails from company email” — If selected, user will be able to send
emails from company email settings.

e QOrganization Access Setting — displays the name of access setting for the employee. For
ERP systems having multiple organizations in one system, this field defines to what all
organization’s data the employee will have access to. Set by admin.

e Table “Employee from other organization” - For cases where an employee is working in
multiple organizations, this table links all employee names under one login name.

Employee Directory > Relatives Tab —

Contact Information | Salary Data | Access Settings | Additional Settings | Bonus Rel 1| Performance Review | Test Results | ID Records

F. Relationship Name Date of Birth
p Mother Mrs Karuna Singh 14.07.55

Father [}' Mr Raj Singh 23.03.52

Wife Mrs Pia Singh 10.09.90

This tab allows to store information about the relative of employee. The table contains following
fields:

e Relationship — Select the relationship of the employee with the relative

e Name — editable text to store name of the employee’s relative

e Date of Birth — editable date field to store the date of birth of the relative
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This tab can be useful for storing information on the dependents of employee.

Employee Directory > Performance Review Tab —

Contact Information I Salary Data I Access Setmgsl Additional Setthgs] Bonusl Relatives Pefforma Test Results | ID Records

x|

7/ l:e Date Text
» 15.07.18 |Probation cleared

This tab allows to store the texts on performance review of the employee. A company can have
multiple performance reviews through a year and the same can be stored in the system.
Fields in this tab are:

e Date —editable date field to store the date of review

e Text — editable text field to store the text/notes on the review done

Employee Directory > Test Results Tab —

Contact Information ] Salary Data| Access Setﬁngsl Additional Setﬁngs' Bonusl Relatives | Performance Review Test Results ]ID Records
[ #] 2|0

7 Name
Blood Test - 1 Dec 2017
Blood Test - 1 Oct 2017

TEST REFPORT

» iHBC Count

This tab allows users to upload the test results of an employee. This can be used to store result
files for medical tests, performance tests and more.

2. Working with documents

2.1 Document - Order

Purpose — The purpose of this document is to store different movements of an employee in a
company including reception, position change and dismissal.

Menu - Document > Personnel and Salary > Order
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1 +Order: OrgPattern - a X
ol e -
No. [0-156 (3 | from: 16.01.18 00-00-0C ~ Created by: Ritika Login Posted/ Canceled:
Date of transfer: I15.01. 18 00:00:00 v Type of employee lBasic v
Document type: IRecephnn v [CJpismissed person hiring ~ Subdivision/Department: I
Personnel Number: :15 | Job Position I
Registered in company: |Ma|n Company Accrual Operation: |

Currency: [United Arab Dirham |~ Salary: 0.00 A

Surname:

Name:

Middle name: Bonus:

Working Hours:

Base: .

Print Post Save Close

Fig. Document — Order, default load
Structure of the document -
This fields in this document are governed by the document type selected.

General Fields present for all document types are:

e Document number, date and time — prefilled document number, date and time of posting
document.

e Document Type — editable dropdown field containing three options — Reception,
Movement and Dismissal. Based upon the document type selected, other fields
appear/disappear on the document.

e Action Date — editable date field indicating the date for the selected action in the
document. Example for type — reception, action date becomes the date of reception of the
employee. This date can be different than document posting date. When posting
successive document types for an employee, action date should be greater than last
document’s action date. Example — If for an employee, action date for document type
reception is 10 Jan 2018, the dismissal or movement date should be post 10 Jan 2018.
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1 $Order: OrgPattern = [m] X
jo|n|®) . 5
No. O-ISGIE from: |16.01.18 00-00-... Created by: Ritika Login Posted/ Canceled: Ritika Login
Date of transfer: |16,01.18 00:00:00 v Type of employee. [Basrc v
Document type: |Reception v [[JDismissed person hiring ~ Subdivision/Department [Sales
Personnel Number: |45 Job Position [Saies
Registered in company’ IMan Company Accrual Operation [Salary Payment - Bank, National Currency
Employee: |'01aﬂ R. Currency: ‘Unlted ArabDirham |v|  Salary 3,000.00 =4

Bonus: | 10% of the sales made

Working Hours: |Office Staff

Base: |For Deira and local market sales

Print Post Save Close

Fig. Document Order, Type - Reception

Fields for document type “Reception” —
Following fields are present in the document:

e Personnel Number — Editable numeric field. Preselected with 1 greater value than last
saved personnel number. This is unique for each employee.

e Registered to Company — select the company in which employee will be working. Required
field.

e Flag “Hiring Ex-Employee” — this flag should be selected if hiring back any old dismissed
employee.

e Employee — For the movement type reception, if flag “Hiring Ex-Employee” is selected, this
field is visible and allows user to select a record from employee’s directory.

e Name fields - For the movement type reception, if flag “Hiring Ex-Employee” is not
selected, three name fields are visible namely, Last Name, Name and Middle name. They
are editable text field and can be used to enter name of the employee. Required field.

e Work Schedule — Editable required field, select a schedule for employee from schedule
directory

e Subdivision/Department — Editable required field, select a value from
subdivision/department directory

e Job Position — Editable required field, select a value from Job positions directory

e Accrual Operation — Editable required field, select a value from salary operation directory.
Only those operations marked as Main operation appear for selection here.

e Currency — Editable required field, select a value from currency directory. Be default, the
currency selected in solution settings as salary currency appears here.

e Salary — Editable required field, enter salary amount of the employee

e Bonus — Editable field to store comments about employee bonus.

e Base — editable text field to store comments about the document.
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[A 1 5Order: OrgPattern - [m] *
g
=

No. _0-156-|ﬂ from: /W Created by: Ritika Login Posted/ Canceled: Ritika Login
Date of transfer: W Type of employee: |Eas.c v
Document type: |Moving ~ Subdivision/Department: |Sales
Personnel Number: |45 Job Position |DVEC“JY
Registered in company: |Main Company Accrual Operation: [Salary Payment - Bank, National Currency
Employee: [KhanR. Currency: [United Arab Orham || Salary: | 6,000.00 [

Bonus: | 10% of the sales made

Working Hours: |Office Staff

Print Post | Save Close

Fig. Document Order, Indicating type Movement

Fields for document type “Movement” —
Following fields are present in the document:

e Personnel Number — Non-editable numeric field indicating the unique id of the employee.

e Registered to Company — displays the company in which employee will be working.
Editable. Required field.

e Employee — Allows user to select the employee for movement. Once employee selected
from employee directory, all other fields display the data from last order document posted
for this employee.

e Work Schedule — displays work schedule for the employee. Editable required field, select a
schedule for employee from schedule directory

e Subdivision/Department — displays department of employee. Editable required field, select
a value from subdivision/department directory

e Job Position — displays job positions of the employee. Editable required field, select a value
from Job positions directory

e Accrual Operation — displays last accrual operations. Editable required field, select a value
from salary operation directory

e Currency — displays last salary currency. Editable required field, select a value from
currency directory. Be default, the currency selected in solution settings as salary currency
appears here.

e Salary —displays last salary of the employee. Editable required field, enter salary amount of
the employee

e Bonus —displays last comments about employee’s bonus. Editable field to store comments
about employee bonus.

e Base — editable text field to store comments about the document.
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1 $Order: Branch FZE - O X

o|m|®)| ¢ =
No. :0'155[3 | From: |1501.18 18:00:... Created by: Ritika Login Posted/ Canceled: Ritika Login

Action Date: |15.01.13 18:00:00 v

h Document Type: IDssmissaI v

Personnel Number: |9

Employee: IJahan N,

Base: :ﬁred

Print Post Save Close

Fig. Document Order, Indicating type Dismissal

Fields for document type “Dismissal” —

Following fields are present in the document:
e Personnel Number — Non-editable numeric field indicating the unique id of the employee.
e Employee — Allows user to select the employee for dismissal.
e Base — editable text field to store comments about the document.

Following buttons are present —
e Print
e Post, Save and Close

Filling out the document —

This document can be used for following actions:

e Admitting new employees — Create a document with type as Reception, enter dates and
other required fields as explained in section above. On posting the document, a new
employee record will be created and visible in employee’s directory. Further details about
the employee can be added in the employee’s directory.

e Admitting ex-employees — Create a document with type as reception, select flag Hiring ex-
employees and select a dismissed employee from the employee’s directory. Edit the
required details and post the document. The employee will get new reception date.

e Movement of employees — this type can be used to store job position changes, salary
changes, branch changes, department changes and more for an employee. Create a
document with type as Movement, select required employee, edit required details and
post the document.

e Dismissal of employees — Create a document with type as dismissal, select employee for
dismissal and post the document.
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Once filled the document can be saved, posted and printed.

85! Transfer Order = O

&Print... v@}Exportto w v [2) Update ﬁCIose $ 1t

Al s el o e T e T T T [ e
% Main Company

name of company

Order Document number Date
aboutthe transferofan ! 1o another job 0-156-00000012 17.01.2018
Date
Transfer to another job from 15.01.2018
to

Jahan Noor [ Personnel Number
Full name | 9

type of transfer (permanently, temporarily)

Previous place | Store Keeper |
works [ the name of the profession (position), rank, grade (category) qualifications ]
reason for transfer
Store Keeper |
the name of the profession (position), rank, grade (category) qualifications ]
New place salary 3000 com
works (in figures)
surcharge com
(in figures)
Base:
Change to an employment contract (contract) from year N¢
Head of the organization Director Ivan

post, signature, decryption of signature

With the order acquainted and agree

17 January 2018 Year

Fig. Print form, Order document

Movement of Entries —

This document do not have any movement of entries. The data is stored in accumulators and used
across different documents, directories and reports.

2.2 Document — Timesheet

Purpose — The purpose of this document to store the details of hours worked by employees in a
given time period. This document forms basis for salary accruals.

Menu — Document > Personnel and Salary > Timesheet
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1 +Tifnesheet: Demo 1
olH® -t
No. [0-160- |15 from: [5501.18 12:29:42 ~ Created by: 3dmin

(® From 1st to 15th Day For period Posted / Canceled
(O From 16th to 31st Day
(O For Complete Month
O spedific Time Period

Subdivision/Department:

[[JEntire Enterprise

Employees List l

Employee Hours(By Schedule) Days(By Schedule) Hours Worked(Actual) Days Worked(Actual) Overtime Hours(Days Off) Overtime Hours(Holdays) Overtime Hours(Night) Sick leave hours Vacations hours

Fill Print Post Save Close

Fig. Document — Timesheet
Structure of the document —

This document contains general details and Employees list table. General details consists of:
e Document number, date and time — prefilled document number, date and time of posting
document.
e Time Period Selection — User can select out of following 4 options to post timesheet
document:
o From 1%t to 15% Day
o From 16% to 31t Day
o For complete month
o Specific Time period — If this option is selected, then the timesheet can be created
for any range of dates.
e Subdivision/Department — This allows user to select department for the employees of
which the timesheet needs to be generated. If Flag “Entire enterprise” is selected, then this
field is greyed out.

Table “Employees List” —

This table gets populated by clicking on button fill. If a subdivision is selected, the employees in
the selected subdivision which have order document posted for them will load in the table for
calculation of hours worked in the selected time period. These hours worked will be further used
in calculation of salary.

This table consist of following columns:
e Employee — indicates the name of employee for which time sheet is being made. In one
timesheet can contain many employees.
e Hours(By Schedule) — This field shows the working hours required to be completed by the
employee in the selected time period, derived from the schedule selected in the employee

order document. Non-editable.
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e Days(By Schedule) — This field shows the working days required to be completed by the
employee in the selected time period, derived from the schedule selected in the employee
order document. Non-editable.

e Hours Worked (Actual) — This field indicates the working hours actually completed by the
employee. On load, this field is equal to Hours (By Schedule). Editable.
Note — If an employee took leaves for which pay needs to be deducted, users can deduct
the time from hours worked and payroll will be adjusted accordingly.

e Days Worked (Actual) - This field indicates the working days actually completed by the
employee. On load, this field is equal to Days (By Schedule).

e Overtime Hours (Off Hours) — indicates any overtime hours done by the employee out of
fixed working timings or on weekends. Editable field.

e Overtime Hours (Holidays) — indicates any overtime hours done by the employee on public
or government declared holidays. Editable field.

e Overtime Hours (Night) — indicates any overtime hours done by employee during night
hours. Editable field.

e Sick Leave Hours — non-editable field which takes value from posted document
Vacation/Sick leaves Deduction for type sick leaves.

e Vacation Hours — non-editable field which takes value from posted document
Vacation/Sick leaves Deduction for type vacations.

Following buttons are present —
e Fill - Clicking on this button populates the Employees list table with the employees having
schedule set in the selected time period.
e Print
e Post, Save and Close

Filling out the document -

1 STimesheet: Branch FZE = a X
No. [0-160- [FE] | From: [o6 63 18 12:56:15 Created by: Ritka Login
@ From 1t to 15th Day For period: Posted / Canceled Ritika Login
OFrom 16th to 31stDay From: [01,03.2018 12:00 Subdivision/Department
O For Complete Morth To: [15.03.2018 11:59 [[ogstes
(O specific Time Period
[Jentire Enterprise
Employees List |
e
Employee Hours(By Schedule) - Days(By Schedule) | Hours Worked(Act... Days Worked(Actual) ~ Overtime Hours(D.... Overtime Hours(H...  Overtme Hours(... Sick Leave Hours Vacations Hours
) 1 Muhammad N. 208.0 % 104.0 13 10 0 0 0 0
2 KnanR. 2010 27 98.0 13 0 18 0 3 0
3 Muhummad A. K. 208.0 % 104.0 13 0 0 7 0 0
4 Rehman A, 2010 27 8.0 13 0 18 7 0 0
Fill Print Post Save Close

Fig. Document Timesheet, with values

To fill out this document there are two pre-requisites:
1. For the selected dates, there should be a schedule created with defined hours of work.
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2. Forthe selected department/enterprise, there should be at least one employee with order
document created with the schedule where hours of work have been defined for the

selected period.
If either of the condition is not true, system will show error message to fix schedule or create

employees with defined in the selected division.

For employees with defined schedules, users can select the department or chose to create time

sheet for the complete enterprise at one.
Clicking on Fill button will load the employees. Following hours can be added/edited as per the

hours worked by the employee:
e Hours Worked (Actual)
e QOvertime Hours (Off Hours)
e Overtime Hours (Holidays)
e OQOvertime Hours (Night)

Once filled the document can be saved, posted and printed.

o' Timesheet - a X
(? Print... - "‘} Exportto.. - lﬂ Update ‘] Close 3

A [} \ c [ D [ E [ F G H

Timesheet Ne0-160-00000023 o1 06 .03.2018

Subdivision Logistics
Employee Hours(By Schedule) | Days(By Schedule)| Hours Worked(Actual) | Days Worked{(Actsal) | Overtime Hours(Days | Overtime Hours(Holidays)| Overtime Hours(Night)
Muhammad N. 208 26 104 13 10 0 0
Khan R. 201 27 98 13 0 18 0
Muhummad A K. 208 26 104 13 0 0 7
Rehman A. 201 27 98 13 0 18 7

Fig. Print Form, Timesheet

Movement of Entries —

This document do not have any movement of entries. The data is stored in accumulators and used
across different documents, directories and reports.

2.3 Document - Payroll

Purpose — This document is designed to automate payroll calculations for employees in company.
Payrolls are created based upon posted timesheet and can be done at once for one or many

employees.

Menu — Document > Personnel and Salary > Payroll
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1 +Payr?l\1: Branch FZE - m] X
ot -
No. |0-144- Im | From |2105.18 12:15:49 + Created By. Ritika Login Posted / Canceled by:
Timesheet: J b During Period Currency: ’@——
SLbSiviS;?-t;Eﬁ:) From |Dlw35‘13 To: [31.05.18 Exchgstg: o0
[Jentire Enterprise Comments: |
Employees ]
[ ]mix]
/ Employee Hours(By... Hours W... Currency Salary(... Salary(Nig... Salary(Days Off) Salary(Holidays) Total Salary Analytics Distribu. ..
Fill Amount  0.00 Post Save Close

Fig. Document - Payroll
Structure of the document —

This document contains general details and Employees table. General details consists of:

e Document number, date and time — prefilled document number, date and time of posting
document.

e Timesheet — This field allow users to select posted timesheet document on which salary
needs to be accrued. Once a timesheet is selected, clicking on document fill will populate
employees table with the employees present in the timesheet.

e Subdivision/Department — display only field to show the subdivision/department selected
in the timesheet. Non-editable fields.

e Time Period — this field indicates the time period in the selected time sheet. Non-editable
fields.

e Currency — displays main currency of the system for salary payment.

e Comments — editable text field to store notes about the document.

Timesheet selection window —
Clicking on timesheet selection window opens up a window with list of posted time sheet. The
selection window shows following column:

e Date Time — Date time posting of the timesheet document

e Number — Document number of the timesheet

e Subdivision/Department — displays the subdivision/department, if selected in the

timesheet.
e Created by — displays the name of the employee who created this timesheet.

The timesheets can be further filtered based on dates. Once a timesheet selected, click on Choose
button.
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K
=) il el
Timesheet a X
No. [0-14—— - - -
Times / Date, Time Number Subdivision/Department: Created by
S“m""sa'?_{r 1 06.03.18 12:56:15 0-160-00000023 Logistics Ritika Login
P 2 28.02.18 10:55:44 0-160-00000022 Sales Ritika Login
P3 22.02,18 11:15:33 0-160-00000019 Marketing Ritika Login
Employees
Pa 15.02.18 11:11:02 0-160-00000018 Technology Ritika Login
[ i
/ vtics Distribution
From: [30.01.18[v| Tor [os.03.18 (v | Filter | Chocee | concel_|
At | et | Amount  0.00 Post |  save | Close

Fig. Document Payroll — Timesheet selection window

Employees Table —
This table is populated based upon the employees present in the timesheet document.
This table consist of following columns:

31| U

Employee — indicates the name of employee for which payroll is being generated.
Hours(By Schedule) — This field shows the working hours required to be completed by the
employee in the selected time period, derived from the schedule selected in the employee
order document. Non-editable.

Hours Worked (Actual) — This field indicates the working hours actually completed by the
employee, derived from timesheet document. Editable in case of manual changes.
Currency — Indicates the currency in which the employee will be paid. Taken from
employee’s directory. Non-editable.

Salary (Hours Worked) — indicates the amount in respective currency, for the scheduled
hours worked by the employee. Non-editable, calculated based on hourly wages and hours
worked by employee.

Salary (Night Shift) - indicates the amount in respective currency, for the overtime night
shift hours worked by the employee. Editable.

Salary (Days Off) - indicates the amount in respective currency, for the overtime days off
hours worked by the employee. Editable.

Salary (Holidays) - indicates the amount in respective currency, for the overtime holiday
hours worked by the employee. Editable.
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e Total Salary —indicates employees total salary based in currency as in currency column.
Calculated as sum of all salary columns.
e Analytics distribution — indicates the department which the employee is a part of.

System allows to set special salary coefficients for overtime hours, which are used when
calculating salary for overtime hours worked by an employee.

Example — If as per company policy, employee working in nightshift is entitled to get 1.5 times of
normal wages, the coefficient can be set in the solution settings.

Following buttons are present —
e Post, Save and Close

Solution Settings -
It is required to setup following in the solution settings for this document to work.

Setting up salary coefficients -

Go to Solution Settings > Employees tab and set respective coefficients in following fields:
e Salary coefficient, Overtime (Off Hours)
e Salary coefficient, Overtime (Holidays)
e Salary coefficient, Overtime (Night)

Filling out the document —

To fill out this document, it is necessary to have posted timesheet document. A timesheet
document contains details about the hours worked by an employee.

Once a time sheet document is selected, user needs to click on Fill button to load the employees
in the timesheet. The following fields are fields automatically populated based upon employee’s
hourly wages, hours worked and company’s salary coefficient settings.

User can further adjust the amounts in case of changes.

On posting, the document looks into the salary operation attached to each employee and accrue
salary accordingly.
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[&) 1 Payroll: Branch FZE - a X
[ 1Pay |
o|m|® -2 &

No. |0-144- IE’,] From Iospa_]s 13:30:27 ~ Created By: Ritika Login Posted / Canceled by: Ritika Login
i o Pen
Timesheet. [TmesheetNo. 0-160-00000023 0n 06.03.2018 ] | r9 Peried Currency: |AED
Subdivision/| From |01.03.18 To: [15.03.18
Msémznef |Logistics | I E““E:f: 1.0000 [
DEnxre Enterprise Comments: l
Employees l
Bl
7 Employee Hours(By... ~ Hours W... Currency Salary(... ~ Salary(Nig... Salary(Days Off) Salary(Holidays) Total Salary Analytics Distribu...
» 1 KhanR. 2010/ 98.0| AED ‘ 2,492.54‘ 0 0 1074.63 3,567.17 | Logistics
5 Muhummad A. K. 208.0 104.0 | AED 3,153.85 403.85 0 0 3,557.70 | Logistics
3 Rehman A, ‘ 201.0| 98,0 AED 3,007.47 391.79| 0| 1343.28 4,742.54| Logistics
Fill Amount  8,653.86 Post Save Close

Fig. Payroll Document, Posted

Example — Payroll Calculations

Total Salary | Scheduled Hours | Hourly Salary

10000 250 40
Scheduled Hours | Night Hours | Holidays | Days Off
Hours Worked 250 10 8 8
Salary Coefficient** 1 1.5 2 2
Wages Rate 40 60 80 80
Salary(by Hours) 10000 600 640 640
** From solution settings Total Salary 11880

Movement of Entries —

For every employee, based upon the salary accrual operation tagged to the employee, the amount
calculated on payroll is credited to account 3430 and debited to respective expense account.

a5l Postings (Entries) - a X
& Print ... | ~|4X Exportto... ~ (@) Update [ Close L 2K &
A B C D E F G H I
Currency -
Analytics 1 Analytics 1 c ~ Amount e Quantity
No | Debtt Analytics 2 ey Analytics 2
Analytics 3 Analytics 3 Reverse rate Posting content
Analytics 4 Analytics 4 Rate
3000 Staff Salary 3520 5767.64] o] 0
1 Technology Payroll
0.0000
0.0000

Please note all salary amounts will always be stored in main currency of the system.
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2.4 Document — Vacation/Sick Leaves Deduction

Purpose — This document is designed to allow users to post salary deductions for vacations and
sick leaves taken by the employee.

Menu — Document > Personnel and Salary > Vacation/Sick Leaves Deduction

1 +Vacation/Sick Leaves Deduction: Branch FZE - O X
=11 T

No. |0-150- [5] ]From Iz]_&_]s 12:21:15 |v Created By: Ritika Login

Posted/ Canceled:
Employee Name: I
Currency:
Period From: |21.os. 18 |v| To |21.05_ 18 |v [Jvacation [Jvacation compensation
Number of Days: I 0 [sickLeave  []Paid Leave
Salary Distribution Analytics: |
[Imanual calculation

Average Hourly Rate: 0.00 Sick Leave Days: v
Amount: 0.00 Sick Leave %: ID i |

Comments: |

Calculate | Order print out I Post I Save Close |

Fig. Document — Vacation/Sick Leaves Deduction
Structure of the document —

This document contains following fields:

e Document number, date and time — prefilled document number, date and time of posting
document.

e Employee Name — allows to select the employee for whom the deductions need to be
made.

e Currency — displays the salary accrual currency of the employee. Non-editable field taken
from the employee directory.

e Period From and To — editable date field to enter dates on which the employee was on
vacation or had taken sick leaves.

e Number of Days — calculated as per the From and To dates.

e Vacation Type — Following three flags can be selected depending upon the vacation type

o Flag “Vacation” — Select this flag when employee went on vacation and 100% salary
needs to be deducted for the vacation hours.

o Flag “Sick Leave” — select this flag when employee went on sick leave and 0-100%
salary needs to be deducted for the sick leave hours. This flag allows to deduct
salary as per percentage rather than deducting 100% salary

o Flag “Paid Leave” — select this flag when employee went on leave but his/her salary
should not be deducted as the leaves are part of annual leaves.
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o Flag “Vacation Compensation” — select this flag when employee went on vacation
and but shall be compensated for the vacation taken.

e Salary Distribution Analytics - indicates the subdivision for the salary distribution. Editable
field, select from subdivision/department directory.

e Flag “Manual Calculation” - Allows to manually enter the amount to be deducted for
leaves. If selected Average hourly rate field is greyed out.

e Average Hourly Rate — indicates the average hourly basic pay of the employee. Non-
editable. Calculated as per the basic pay and monthly scheduled hours for the selected
employee.

e Amount —indicates the amount for deduction from the employee salary.

o If flag Vacation or Vacation compensation is selected then gets calculated as a
product of Number of days * Average Hourly Rate * % entered in solution settings
for vacation calculation.

o |If flag sick leave is selected then gets calculated as a product of Number of days *
Average Hourly Rate * % entered in sick leave % field.

o If flag paid leave is selected, amount deducted would be ZERO.

e Sick Leave, Days — indicates number of days taken sick leave by employee. Editable.

e Sick Leave % - indicates the % of salary that needs to be deducted for the sick leaves taken.

e Comments — editable text field to store notes about the document.

Following buttons are there —
e Calculate — Calculates the value in number of days, average hourly rate and amount based
upon the employee selected, dates added and % for salary deduction
e Order Print out
e Post, Save and Close

1 +Vacation/Sick Leaves Deduction: Branch FZE - O X
o1 @ - N
No. {0—150— 148 From |21.05.18 12:20:32 Created By: Ritika Login

Posted/ Canceled:

Employee Name: IAhmed Khan

Currency: AED
Period From: |08.05. 18 v| To: I 10.05.18 «  [vacation [[] vacation compensation
Number of Days: 3 [Jsick Leave Paid Leave

Salary Distribution Analytics: l
[Manual calculation

Average Hourly Rate: (0.00 Sick Leave Days: l

Amount: |0.00

Sick Leave %: ID [ |

Comments: |Three Paid leaves

alculate Order print out Post I Save Close

Fig. Paid Leaves
Solution Settings -

It is required to setup following in the solution settings for this document to work.

35|USER MANUAL - HR OBJECTS



Screen

e Salary Percent for Vacation Calculation — set value to the percentage of salary that needs
to be deducted for the vacation taken by employee.

e Vacation Payment Accrual — select a salary operation which debits account 3520 and
credits expenses account.

e Sick Leave Payment Accrual — select a salary operation which debits account 3520 and
credits expenses account.

e Leave Schedule — select working schedule.

e Schedule of vacation — select working schedule.

1 $Vacation/Sick Leaves Deduction: Branch FZE . O X
K 3|
No. &150- I@ from |07_o3_1s 13:27-40 Created by: Ritika Login

Posted/ Canceled: Ritika Login

Employee Name: |S|ngh K.
Currency: United Arab Dirham

Period From: |04.03. 18 v| To: |04.03. 18 « [vacation [[J vacation compensation

Number of Days: 1 [Isick Leave
Salary Distribution Analytics: I
[JManual calculation
Average Hourly Rate: 21.63 Sick Leave Days: ‘ ‘
Amount: 173.08 Sick Leave %: IO =

Comments: |Vacation Deduction, 4-Mar-2018 ‘

Calculate | Order print out I Post | Save | Close I

Fig. Document — Vacation/Sick Leaves Deduction, posted for vacation leaves
Filling out the document —

To fill out this document, it is necessary that the employee has been created via order document
and has a schedule and salary attached.

The user needs to select the employee for salary deduction, enter From and To dates and click on
button calculate. The amount will get calculated for the number of days based upon deduction %
and the employee average hourly salary.

User can also enter amount manually, by selecting flag “Manual calculation”.

On posting, the document looks into the salary operation for vacation/sick leaves in solution
settings and the amount gets debited from the account 3520.

Movement of Entries —
The movement of entries for this document are based upon the operation selected in the solution

settings. The debit account should always be 3520 and credit account will be the expense account
for salaries.
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85! Postings (Entries)

&% Print ... [~|8% Exportto... ~ [Z] Update [ Close T
A ¥ B c D E F G H I
o Currency )
e Analytics 1 coed Analytics 1 Carrency Amount Pl Quantity
No £ Analytics 2 roctt Analytics 2
Analytics 3 Analytics 3 Reverse rate Posting content
Analytics 4 Analytics 4 Rate
3520 7500 Staff Salary 173.080000] of 0
1 Vacation
0.0000
0.0000

2.5 Document — Additional Accruals/Deductions

Purpose — This document is designed to allow users to post additional accruals and deduction on
salary like bonuses, company paid expenses, deducting fines and leaves and more.

Menu — Document > Personnel and Salary > Additional Accruals/Deductions

1 +Additional Accruals/Deductions: Branch FZE - [} X
[=]f )R
No. ‘0-004— IE | Fro |30.04.18 12:10:09 |~ [JEntire Enterprise Created By: Ritika Login
[JFilin Lateness / Absence y
Subdivision/Depart I @® sum Posted/ Canceled:
ment: From: I To:
Operation: ’ (O Percent
Base: | 0.00
Currency: [United Arab Ditham || STan® [
Employees I
X
/ Amount (Main Cu... Amount(Currency) Analytics Distribution
Total: 0
Fill Post Save Close

Structure of the document —

Fig. Document — Additional Accruals/Deductions

This document contains general details and Employees table. General details consists of:
e Document number, date and time — prefilled document number, date and time of posting
document.
e Subdivision/Department — This allows user to select department for the employees of
which the additional activity needs to be done. If Flag “Entire enterprise” is selected, then

this field is greyed out.

e Operation — This allows user to select a salary operation. This operation could be a salary
credit with credit account as 3520 or salary deduction with debit account as 3520.
e Base — editable text field to store notes about the document.
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e Currency — select the currency for accrual or deduction
e Exchange Rate — displays exchange rate between main currency and selected document
currency. Non-editable.

Section “Amount” —
This section allows user to update amounts for all employees in one action. If for a salary
operation same amount or same percentage of salary needs to be accrued/deducted, this section
can be used.
e To accrue/deduct amount, select amount and enter value in text box. Same amount will
appear for employees.
e To accrue/deduct amount based on salary percentage, select percentage enter value in
text box. The amounts in each row will be calculated based on salary and percentage of
each employee.

Section “Fill in Lateness/Absence” -
This section is not functional in basic version.

Table “Employees” —
This table contains following columns:

e Employee — Employee for which the operation is being performed.

e Percent — This column appear if percent is selected. Editable, based upon the percent
added and employee salary, the amount gets populated.

e Amount (Main Currency) — indicates the amount to be accrued/deducted in the operation
in main currency. Editable field. Can be auto-calculated from percent or amount or added
individually for each employee.

e Amount (Currency) — indicates the amount to be accrued/deducted in the operation in
currency. Editable. Gets adjusted when Amount (Main Currency) is adjusted.

e Analytics Distribution — indicates the department. Non-editable taken from the employee
directory.

e Toolbar Buttons — There are three buttons - - ‘ : ‘ .- ‘ They can be used to add, copy or
delete employees from this table.

Following buttons are there:
e Fill - Clicking on this button loads the employee of the selected department.
e Post, save and close.

Filling out the document —
This document can be used to perform any salary related accrual or deduction operation.

Adding employees -
e Select the subdivision/department in the field and click on fill. All employees of that
department will load.
e Employees can be added/removed individually by selection from employee directory

Adding amount for deduction/accrual —
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e Select amount and add value, the same amount gets added for all the employees added in
the table. Example — to accrue fixed phone bill reimbursement to employees, enter
amount and the same amount gets displayed for all employees.

e Select percentage and add the percentage. Based upon the employee salary and
percentage, the amount gets added in the table. Example —to accrue 15% bonus to
employees, enter 15 in percent field and amount will get calculated for all employees as
per their salary.

Once employees and amount has been added, the document can be posted. The amount gets
deducted or accrued on account 3520 based upon the salary operation.

Movement of Entries —

The movement of entries for this document are based upon the operation selected in the
document.

For all additional accrual operations, the credit account will be 3520 and debit account will be the
expense account.

o
& Print... ~®XExportto.. ~ [Z) Update [ Close vt
A B c D E F G H 1
. e Currency -
e Analytics 1 coet Analytics 1 CaTrey Amount i Quantity
No t Analytics 2 redit Analytics 2
account account
Analytics 3 Analytics 3 Reverse rate Posting content
Analytics 4 Analytics 4 Rate
8000 Emplovee Cell phone bills 3520 1500] 0] 0
1 Purchase
0.0000
0.0000

For all additional deduction operations, the debit account will be 3520 and credit account will be
the expense account.

85 Postings (entries) - O X
!@ Print ... .v}ﬂg Exportto.. = ﬂ Update E| Close ¥ 1t
A B C D E F G H I
g e Currency v
- Analytics 1 . Analytics 1 S Amount e Quantity
No AL Analytics 2 Senect Analytics 2
account account
Analytics 3 Analyties 3 Reverse rate Posting content
Analytics 4 Analytics 4 Rate

3520 7500 Staff Salary 500.000000 | 0] 0

0.0000
0.0000

2.6 Document - Salary Cash Payment

Purpose — This document can be used to create records for cash payments done against employee
salary.

Total salary payable for a tenure can be calculated by posting payroll document and Additional
accrual/deduction document for an employee. The total amount accrued/deducted on account
3520 for the respective employee is automatically available on the salary cash payment document.

Menu - Document > Cash > Salary Cash Payment
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1 +§élary Cash Payment: Branch FZE - a X
O @ -
No. -0-115- FE] From: |21.05.18 12:28:45 - Created By: Ritika Login Posted/ Canceled:
Accrual Date: [21.05.2018 |
S"bd""‘séﬂrfﬁif ==+ [“]Entire Enterprise
Currency: |AED v Exchange Rate: 1.0000
Percent: 100 [Jrounded off [[]From Employee Advance:
Comments:
Employees |
il 1
/ Employee Balance Salary for Pay... Payment(Curre... Analytics Distribution
Fill Print Salary Pay Slip Total: 0.00 Total in currency: 0.00 Post Save Close

Fig. Document — Salary Cash Payment

Structure of the document -
This document consists of general details and employee table.

General details consists of:

e Accrual Date — indicates salary payment date.

e Flag “Entire Enterprise” — This flag is selected by default. On clicking fill button, the
employees from all divisions of the company will be loaded in employees table for salary
payment.

e Subdivisions/Department — This field is greyed out by default. Available on unchecking the
Flag “Entire Enterprise”. User can select the department for which the salary payment
needs to be done.

e Currency — indicates the currency in which salary is being paid. By default loads as main
currency.

e Percent —allows the user to enter a percentage of wages that needs to be paid in this
document. Editable numeric value. By default, 100% i.e. total balance for the employee on
account 3520 will be paid.

e Flag “Rounded Off” — allows the user to round of the Payment (Currency) column for all
employees to the nearest fils/decimal place.

e Comments — editable text field to store the comments about the document.

e Flag “From Employee Advance” — checking on this flag will allow user to select an
employee who is paying the salary of the employees added in the table.

e Exchange Rate — displays the exchange rate between main currency and document
currency.

Employees Table consists of:
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e Employee — indicates the name of employee to whom the salary is being paid in cash.

e Balance — indicates the payroll balance for the respective employee. This cell shows the
balance for the employee on the account 3520.

e Salary for Payment — indicates the salary being paid to the employee in main currency.
Editable field. Auto-calculates if payment (currency) field is changed.

e Payment (Currency) — indicates the salary being paid to the employee in document
currency. Editable field. Auto-calculates if salary for payment field is changed.

e Analytics Distribution — displays the subdivision/department of the respective employee.

Following Buttons are there:

e Fill - Clicking on this button will load employees in the employees table which have
accrued balance on account 3520. If a subdivision is selected, the employees of that
subdivision loads.

e Print — Generates print report of the employees table.

e Salary Pay Slip — Generates salary slip for the selected employee.

e Post, Save and Close

Solution Settings -

It is required to setup following in the solution settings for this document to work.
Solution Settings > Employees Tab:

e Operation of salary payment in National Currency — select a salary operation where debit
account is 3520 and credit account is 1110 with analytic as cashier who pays employee
salary.

e Operation of salary payment in Foreign Currency — select a salary operation where debit
account is 3520 and credit account is 1120 with analytic as cashier who pays employee

salary.
1 +Salary Cash Payment: Branch FZE - m] X
Ot @ -*
No. 0-115- |29 From: |21‘05_13 12:28:45 ~ Created By: Ritika Login Posted/ Canceled:
Accrual Date: |21,05.2018 v
Sum‘.-ls;::ln;zﬁﬁ I % B8] 2 Entire En
Currency: |AED v Exchange Rate: 1.0000
Percent: 100 [JRounded off [JFrom Employee Advance:
Comments: ‘
Employees |
[#2] 0] |
V. Employee Balance Salary for Pay... Payment(Curre... Analytics Distribution
y 1 Rahim Mahan 12474.92 12,474.92 12,474.92 | Sales
y 7 Priyank Sharma 15053.54 15,053.54 15,053.54| Technology
'K Ivan 500.00 500.00 500.00 | Purchase
[ 4/Ahmed Khan 6552.78 6,552.78 6,552.78 Purchase
Fill Print Salary Pay Slip Total: 3458124 Total incurrency: 34.581.24 Post Save Close

Fig. Document — Salary Cash Payment
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Filling out the document —

This document can be used to pay cash salaries for following use cases:

Paying salary for whole company —
e Select Flag Entire enterprise and click on button Fill
e All employees with balance on account 3520 will load.
e Adjust amount to be paid and click on post.

Paying salary for a department in the company —
e Select the department in the department field and click on button Fill
e All employees with balance on account 3520 will load.
e Adjust amount to be paid and click on post.

One employee paying salary to others —
e Select the flag “From Employee Advance”, on selecting the flag, select the employee
paying the other employee’s salary.
e Add employees for salary payment through fill button.
e On posting, account 3520 gets debited for the amount paid and employee account 1520
gets credited of employee already has advance issues from company. If not, account 3630

gets credited.

ol Payment statement
& Print... ~@XExportto., : ) Update [ Close + t
A B " c | D [ E ] F

Salary Cash Payment No. 0-115-00000029 on 21.05.2018

Currency: AED
Month Year: May 2018
Accrual Date: 05/21/2018 12:28:45

S No. Personnel ID Employee Name Sum Department Notes
1 1 Ahmed Khan 6552.78 | Purchase
2 10 Ivan 500.00 | Purchase
3 47 Privank Sharma 15053.54 | Technology
4 46 Razhim Mzhan 12474.92 | Sales
Total: 34581.24
Management:

Chief Accountant: |

Fig. Print Report — Salary Cash Payment Document
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g Salary Pay Slip
| & Print.. v &% Exportto.. ~ [#) Update [Jd Close L 2 3
A | 8 | c [ D [ E | F

Company Name

ADDRESS - Office - 1807, Gold Crest Executive, JLT, Dubai
PO BOX - 720021
PHONE - 0312 997700, FAX -
EMAIL - info@screen.ae. WEBSITE - www_screen.ae

Salary Pay Slip

Employee Name: Ahmed Khan Month & Yearr May 2018
Designation: Project Manager Currency: AED

N
Earnings Amouﬁk Deductions Amount
Basic & Overtime 6,000.00 Leaves 22222
Reimburse Phone Bills 300.00
Quarterly Bonus 2,000.00
Total Additions 8.300.00 Total Deductions 22222

Net salary 8.077.78

Amount in words: AED Eight thousand seventy-seven Dirhams and seventy-eight Fils ONLY
Mode: Cash Payment
Date: 05/31/2018 23:59:57

Signature of Employee: Director:

Fig. Print Report — Salary Pay Slip
Movement of Entries —

The posting entries for this document, debits the account 3520 for the total sum being paid in the
document. The credit account depends upon the salary in which the amount is being paid. If the
salary is equal to national currency, credit account is 1110. If the salary is being paid in any other
currency, the credit account is 1120.

#@ Postings (entries O

& Print.. ~ ®XEBxportto... - [F) Update [ Close 1 |

A B C D E F G H I
) Analytics 1 ) Analytics 1 c - Amount iy n::ty Quantity
No| Debit Amalytics 2 e Amaltc 2
Analytics 3 Analyties 3 Reverse rate Posting content
Analytics 4 Analytics 4 Rate
3520 1110 Cashier - Main Counter United Arab Dir 4052.00] 4052] 0
! 1.0000
1.0000

Fig. Document — Salary Cash Payment, Payment in national currency
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85 Postings (entries) - m]
& Print... ~®XEportto... - [ Update [ Close 1t
A B C D E F G H I
- L Currency -
. Analytics 1 ) Analytics 1 c — Amount Jiintos Quantity
No Debit . Analytics 2 Credit Analytics 2
Analytics 3 Analytics 3 Reverse rate Posting content
Analytics 4 Analytics 4 Rate
3520 1120 Cashier United Srates D | 475.000000]  129.080000]
! 02717
3.6800
Fig. Document — Salary Cash Payment, Payment in foreign currency
o Ent
& Print... ~®% Exportto... -|[Z] [adate | ] Close + t
A B C D E F G H I
Analytics 1 ) Analytics 1 ey Amount o ‘Quantity
No L Analytics 2 e Analytics 2
Analytics 3 Analytics 3 Reverse rate Posting content
Analytics 4 Analytics 4 Rate
3520 3630 Rahim M. EURO 2100.00] 467.72]
! 0.2227
4.4900
Fig. Document — Salary Cash Payment, Amount payable to employee
85 Postings (Entries) - [m]
& Print... ~®XExportto.. - [Z) Update [ Close ¥ t
A B C N D E F G H I
. Currency _
) Analytics 1 ; Analytics 1 e Amount s Quantity
No| Debit Analydics 2 ECh Analyfics 2
Analytics 3 Analyties 3 Reverse rate Posting content
Analytics 4 Analytics 4 Rate
3520 1520 Khan R. United Arab Dir 400.00 | 400.00]
! 1.0000
1.0000

Fig. Document — Salary Cash Payment, Amount paid from advance with employee

2.7 Document - Salary Bank Transfer

Purpose — This document can be used to create records for bank payments done against

employee salary.

Total salary payable for a tenure can be calculated by posting payroll document and Additional
accrual/deduction document for an employee. The total amount accrued/deducted on account
3520 for the respective employee is automatically available on the salary cash payment document.

Menu - Document > Bank > Salary Bank Transfer
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1 +Salary Bank Trar;\sfer: Branch FZE - O X
ot -t *
No. mlm— From: |21.05.18 12:36:39 |~ Created By:  Ritika Login Posted/ Canceled:
Bank Account: | [ Entire Enterprise
Accrual Date: lmt [JRounded off Subdivision/department: |
Bank Charges l—oﬁ Currency: |

Exchange Rate: 0

Employees |

7/ Employee Balance Salary for Pay... Amount(Curr... Subdivision/Departm...

Fill form N21 Print Salary Pay Slip Post Save Close

Fig. Document — Salary Bank Transfer

Structure of the document -
This document consists of general details and employee table.

General details consists of:

e Accrual Date — indicates salary accrual date. Can be different than the document date.

e Bank Account — Select the bank account from which the amount will be transferred to the
employees. Mandatory to select bank account before loading payroll data.

e Currency — Displays currency of the bank account. Non-editable.

e Flag “Rounded Off” — allows the user to round of the Payment (Currency) column for all
employees to the nearest fils/decimal place.

e Bank Charges — allows user to enter any charges paid to bank

e Flag “Entire Enterprise” — This flag is selected by default. On clicking fill button, the
employees from all divisions of the company will be loaded in employees table for salary
payment.

e Subdivisions/Department — This field is greyed out by default. Available on unchecking the
Flag “Entire Enterprise”. User can select the department for which the salary payment
needs to be done.

Employees Table consists of:

e Employee — indicates the name of employee to whom the salary is being paid in cash.
e Balance - indicates the payroll balance for the respective employee. This cell shows the
balance for the employee on the account 3520.
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e Salary for Payment — indicates the salary being paid to the employee in main currency.
Editable field. Auto-calculates if payment (currency) field is changed.
e Amount (Currency) — indicates the salary being paid to the employee in document
currency. Editable field. Auto-calculates if salary for payment field is changed.

Following Buttons are there:

e Fill - Clicking on this button will load employees in the employees table which have
accrued balance on account 3520. If a subdivision is selected, the employees of that
subdivision loads.

e Print — Generates print report of the employees table.

e Salary Pay Slip — Generates salary slip for the selected employee.

e Post, Save and Close

Solution Settings -

It is required to setup following in the solution settings for this document to work.
Solution Settings > Employees Tab:
e Salary Bank Transfer Operation — select a salary operation where debit account is 3520 and
credit account is the bank account which pays employee salaries.

Filling out the document —

This document can be used to pay salaries via bank account for following use cases:

Paying salary for whole company —

o Load document and click on button Fill

e All employees with balance on account 3520 will load.

e Adjust amount to be paid.

e If bank account is selected, the respective bank account gets credited. If bank account is
not selected, the bank account added to the operation specified in solution settings “Salary
Bank Transfer Operation” will be credited.

s Payment statement — O
& Print... ~ ®X Exportto... ~ [F] Update [ Close FI
A B [ c [ D [ E [ F

Salary Bank Transfer No. 0-146-00000020 on 21.05.2018

Currency: AED [2?
Month Year: May 2018
Accrual Date: 05/21/2018 12:35:28

S No. Personnel ID Employee Name Sum Department Notes
1 1 Ahmed Khan 8552.78 [ Purchase
2 10 Ivan 500.00 | Sales
3 47 Privank Sharma 15053.54 | Technology
< 46 Rzhim Mzhan 12474.92 | Sales
Total: 36581.24
Management: ___________________________________

Chief Accountant:

Fig. Print From
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a! Salary Pay Slip -— O
& Print... ~ ®XExportto... ~ (2] Update [ Close L A
A | 8 | c D | E [ F
N Company Name

ADDRESS - Office - 1807. Gold Crest Executive. JLT. Dubai
PO BOX - 720021
PHONE - 0312 997700, FAX -
EMAIL - info@screen.ae. WEBSITE - www_screen.ae

Salary Pay Slip

Employee Name: |Ahmed Khan | Month & Year: May 2018
Designation: Project Manager Currency: AED
Earnings Amount Deductions Amount
Basic & Overtime 12,000.00 Leaves 22222
Reimburse Phone Bills 300.00
Quarterly Bonus 4,000.00
Total Additions 16.300.00 Total Deductions 22222

Net salary 16,077.78

Amount in words: AED Sixteen thousand seventy-seven Dirhams and seventy-eight Fils ONLY
Mode: Bank Payment
Date: 05/31/2018 23:59:57

Signature of Employee: Director:

Fig. Salary Bank Transfer — Pay Slip
Movement of Entries —

The posting entries for this document, debits the account 3520 for the total sum being paid in the
document. The credit account depends upon the bank account selected. If no bank account
selected, the account added to the bank account in the salary bank transfer operation in solution
settings gets debited.

85! Postings (entries) - a X
& Print... %X Exportto.. - [F] Update [ Close &t
A B C D E F G H I
- . Currency i
) Analytics 1 ) Analytics 1 ) Amount ot Quantity
|| Analytics 2 (e Analytics 2
— account - 5
Analytics 3 Analytics 3 Reverse rate Posting content
Analytics 4 Analytics 4 Rate
3520 1210 Commercial Bank of Dubai 1988820105105533 United Arab Dir 32-!1380000' 3247 580000' 0
1
1.0000
1.0000

3. Working with report

3.1 Salary Turnover Report

Purpose — This report can be used to view employee wise turnover on salary accounts.
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Menu — Reports > Personnel and Salary > Salary Turnover Report

%1 Salary Turnover Report - Settings - O X

Salary Turnover Report

Period From: I v Tor |31.05.13 v _,

Branch: |Branch FZE v

Subdivision/Depar
tment:

Employee:

[JGroup

Operation:

Currency: IAED v

[ show Details

0K Close

Fig. Salary Turnover Report, settings

Customizing data in the report —

Following parameters can be set to customize this report:

For Period — The time period for which the history report is needed. The default selected
period which loads can be set from solution settings and is usually set to month. Users can

further customize it by clicking on «- ‘ and selecting time period. Required field.

Branch — the unit for which the report is generated. Required field, current branch is
preselected.

Subdivision/Department — select the department for whose employees the report needs to
be generated. If no value selected, the report generated shows all employees.

Employee - select the employee for whom the report needs to be generated. If no value
selected, the report generated shows all employees.

Operation — select the salary operation for which the report needs to be generated. If no
operation selected, the report generated shows all operations. Use case — Viewing report
for deduction done for leaves. Select the appropriate salary operation.

Customizing display of the report —

Users can use following options to customize data in the report:

Currency — select the currency in which to view payroll data. By default national currency
selected.

Flag “Group” Period — Generating report with this flag checked will display the
accrual/deduction amounts under each employee grouped by the operation names

Flag “Show details” - Generating report with this flag checked will display the details of the
document under which the accrual or deduction was done.

Display and Exporting —
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Based on the parameters specified and display options selected, the report generated shows the
turnover for each employee on the account 3520 and 3522.

Users can click on each account and further view account records.

g Salary Turnover Report _ O
& Print ... vbg Exportto.. v [Z] Update [ Close L 2 3
e | c [ D [ E [ F 6 | wu 1 [

Turnovers by salary

Period from 01.01.2018 to 01/31/2018 23:59:59
Branch Demo 1
Subdivision Purchase

Personn End
Ne el Employee Start balance Accrued withheld bal Note
Nussber alance
1)1 Ahmed Khan 2,574.07 2,574.07
Additional Accruals Deductions N20-004-00000004 ot 0.00 25.00 -23.00
17.01.2018
Additional Accruals Deductions Ne0-004-00000009 ot -25.00 300.00 475.00 Reimburse phone
21.01.2018 bills
Payroll Ne0-144-00000017 o7 21.01.2018 475.00 2,074.07 2,549.07
Salary Cash Payment Ne0-115-00000012 o1 21.01.2018 2,349.07 2,549.07 0.00
2[10 Ivan 11,462.96 500.00 10.962.96
Additional Accruals Deductions Ne0-004-00000004 ot 0.00 500.00 -300.00
17.01.2018
Additional Accruals/ Deductions N20-004-00000009 ot -500.00 1,000.00 300.00 Reimburse phone
21.01.2018 bills
Payroll Ne0-144-00000017 oz 21.01.2018 300.00 10,462.96 10,962.96
Total: 0.00 14,037.03 3,074.07 10,962.96

Fig. Salary turnover report, display with details

g Salary Turnover Report - m}
& Print... ~®XExportto.. - [Z] Update [ Close + t+
Al B | c [ D [ E | F | & | H I

Turnovers by salary
Period from 01.01.2018 to 01/31/2018 23:59:59

dénch Demo 1
Subdivision Purchase
Personn End
Ne el Employee Start balance Accrued withheld balance Note
Number
1]1 Ahmed Khan 2,574.07 2,574.07
Staff Salary Credit 2,074.07 2,074.07
Remburse Phone Bills 500.00 500.00
Leaves Deduction 25.00 -25.00
Salary Payment - Cash, National Currency 2,549.07 -2,549.07
2|10 Ivan 11,462.96 500.00 10,962.96
Staff Salary Credit 10,462.96 10,462.96
Remburse Phone Bills 1,000.00 1,000.00
Leaves Deduction 500.00 -500.00
Total: 0.00 14,037.03 3,074.07 10,962.96

Fig. Salary turnover report, group by operation

The report is in print friendly format and can be printed on printer connected to system.
The report can be exported to Excel, HTML and XML formats for further analysis.

3.2 Salary Report (Employee)

Purpose — This report is created for logged in employees to view the payroll accrual and
deductions done on their name.
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Menu - Reports > Personnel and Salary > Salary Report (Employee)

1 Salary Turnover Report - Settings - O X

Salary Turnover Report

I}PeriodFromt | v To: |31.05.18 |~ _,

Branch: IE. anch FZE

Subdivision/Depar

tment:
Employee: |_:: tika Login
Operation: I S
Currency: |AED o
(1 show Details
0K | Close

Fig. Salary Report (Employee), Settings
Customizing data in the report —

Following parameters can be set to customize this report:
e For Period — The time period for which the history report is needed. The default selected
period which loads can be set from solution settings and is usually set to month. Users can

further customize it by clicking on «- ‘ and selecting time period. Required field.
e Branch —the unit for which the report is generated. Required field, current branch is
preselected. Greyed out.
e Subdivision/Department — displays the department of the current employee. Greyed out.
e Employee — displays the logged in employee. Greyed out.
e Operation — All operations by default. Greyed out.

Customizing display of the report —

Users can use following options to customize data in the report:
e Currency — select the currency in which to view payroll data. By default national currency
selected.
e Flag “Show Details” - Generating report with this flag checked will display the details of the
document under which the accrual or deduction was done.

Display and Exporting —

Based on the parameters specified and display options selected, the report generated shows the
turnover for the logged in employee on the account 3520 and 3522.

Users can click on each account and further view account records.
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85! Turnovers by salary
& Print... ~®XExportto... - [Z) Update [ Close L 2 3

Al 8 | c | D [ E [ | e [ I
Turnovers by salary

Period from 01.01.2018 to 01/31/2018 23:59:59

Branch OrgPattern
Employee Ahmed Khan
Personn End
Ne el Employee Start balance Accrued withheld Note
i ) balance
Number
111 Ahmed Khan 2,574.07 2,574.07
Additional Accruals Deductions Ne0-004-00000004 ot 0.00 25.00 -25.00
17.01.2018
Additional Accruals Deductions Ne0-004-00000009 ot -23.00 300.00 475.00 Reimburse phone
21.01.2018 bills
Payroll Ne0-144-00000017 o1 21.01.2018 475.00 2,074.07 2,549.07
Salary Cash Payment Ne0-115-00000012 o7 21.01.2018 2,349.07 2,549.07 0.00
Total: 0.00 2,574.07 2,574.07 0.00

Fig. Salary turnover report for logged in employee

The report is in print friendly format and can be printed on printer connected to system.
The report can be exported to Excel, HTML and XML formats for further analysis.

3.3 Payroll Balance

Purpose — The purpose of this report is to view current payroll balance i.e. salary which needs to
be paid to the employees.

Menu - Reports > Personnel and Salary > Payroll Balance

1 Payroll Balance - Settings - O X

R Payroll Balance

Date. Time: |eEREl |«

Branch: [granch Fze v
Subdivision/Departm
ent: £

Employee: I e

Currency: lUnibed Arab Dirham v

(®) Sort by personnel ID
(O sort by balance

(O Sort by name

oK Close

Fig. Payroll Balance, Settings

Customizing data in the report —

Following parameters can be set to customize this report:
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e Date —indicates the date. By default, current date and time but can be generated for any
point in past and future as well.

e Branch —indicates current unit;

e Subdivision/Department — select the department for which the payroll balance needs to be
viewed. If not selected, will show data for all departments.

e Employee - select the employee for which the payroll balance needs to be viewed. If not
selected, will show data for all.

e Currency — select the currency in which the payroll balance needs to be viewed

Customizing display of the report —

Users can use one of the following sort options to sort the data in the report.
e Sort by personnel ID
e Sort by balance
e Sort by name

a5 Payroll Balance - O

& Print... - ®XExportto.. - [Z) Update [ Close

A [ C | D
Payvroll Balance
Date: 30.04.18
Branch: Branch FZE
Division: Technology
Currency: AED
Ne | Personnel Employee Balance
1147 Priyank Sharma 15,053.54
Total:| 15,053.54

Fig. Payroll Balance, Data
Display and Exporting —

Based on the parameters specified and display options selected, the report generated shows the
balance for each employee on the account 3520 and 3522. Only those employees will come in the
list which have outstanding salary debt on the company.

The report is in print friendly format and can be printed on printer connected to system.
The report can be exported to Excel, HTML and XML formats for further analysis.

3.4 Salary Accruals and Deductions Report
Purpose — This report can be used to view the details on salary accruals and deductions.

Some of the business use cases that can be achieved through this report —
e Employee leaves accounting — Check which employee took how many leaves
e Employee Payroll accounting — Track how the payroll was awarded to an employee, cash
or bank transactions
e Summarized report of all additional deductions and accruals
e Complete salary turnover for a branch
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Menu - Reports > Personnel and Salary > Salary Accruals and Deductions Report

1 Salary Accruals and Deductions Report - ... ~ — O X

Salary Accriyals and Deductions Report

Period From: |01.04.18 S To: |31.05'13 v |

Branch: |Branch LLC v

Employee: I

Currency: IAED v

(® Order by Full Name
(O Order by Personnel Number

Close

Fig. Salary Accrual and Deductions Report, Settings
Customizing data in the report —

Following parameters can be set to customize this report:
e For Period — The time period for which the history report is needed. The default selected
period which loads can be set from solution settings and is usually set to month. Users can

further customize it by clicking on - | and selecting time period. Required field.

e Branch —the unit for which the report is generated. Required field, current branch is
preselected. Greyed out.

e Employee — select the employee for viewing salary transactions.

e Currency — select the currency in which the payroll balance needs to be viewed

Customizing display of the report —

Users can use following options to customize data in the report:
e Order by Full Name
e Order by Personnel Number

Display and Exporting —

Based on the parameters specified and display options selected, the report generated shows the
details of the accruals and deductions done for one/more employee.

w5 Salary Accruals and Deductions Report

& Print .. ~ &% Exportto.. + [#] Update [ Close + t

Al s | c [ o [ e [ F [ & | H | 1 I 3 [ K [ L M N [ ) P
Salary Accrual and Deduction Report

Period: 01.04.18 - 31.05.18
Branch: Demo Company 1 - Lear

Currency: AED

. . Vacation | Sick leave | Paid Begin . Vacation Sick Leave Additional Additional | Paid through . i
e [ Tab. Employee Days Days | Leaves | Balanee Payrol(*) | peductions(-) | Deductions(-) | Accruals(+) | Deduetions(-) | TotalSalary ash Paid through Bank | End Balance
112 [Gunr 3.00] 186389 500000 200.00 520000 635609
210 [Kma 5.00 0.96 6.000.00 6.000.00 6,00096
3[11 [Kums.s. 3,000.00 3,000.00 8,000.00

415 |iomars 1.00 10.961.54 38462 35002 1092654 1092694

[t [smenM 100 859971 28311 400.00 871660 §,71660
6)13 |SmenT. 3.00 4,000.00 FITY) 335558 333558
Total: 100 1.00 5.00] 136485 1256124 529.04 100 950.02 239912 19,643.54 2391262

Fig. Salary Accruals and Deductions Report
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The report is in print friendly format and can be printed on printer connected to system.
The report can be exported to Excel, HTML and XML formats for further analysis.

3.5 Salary Certificate

Purpose — This report can be used to quickly generate salary certificate for employees working
with the company.

Menu — Reports > Personnel and Salary > Salary Certificate

1 Salary Certificate - O X

I}Salary Certificate

Employee: |

oK Close

Fig. Salary Certificate, Settings

Generating Salary Certificates —

To generate salary certificates for employees, users need to select the employee name and the
most recent salary and position of the employee would be printed in the salary certificate print
form.

gl Salary Certificate — 0

& Print... ~ @3 Exportto... v [#) Update [fd Close $ 1t

A [ B [ c [ p | E | F — T I
Main Company

ADDRESS - Office - 1807, Gold Crest Executive, JLT, Dubai
PO BOX - 720021
PHONE - 0312997700, FAX -

EMAIL - info@screen.ae, WEBSITE - www._screen.ae

Salary Certificate
Date: 24-April-2018
To whomesove%t may concern

Project

This is to certify that ~ Jain p. . is working with our organization under the title of Manager

The employee is drawing a monthly gross salary of 12000.00 g:::::lnl\mb

since 01-January-2018

We are issuing this letter on a specific request of our employee without accepting any liability on behalf of this letter or part of this
letter on our company.

Manager
Authorised Signatory

Fig. Salary certificate, Print Form
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4. Working with Registries

4.1 Orders

Purpose — The purpose of this registry is to view order document which details about all hiring,

movements and dismissals.

Following documents are included:
e Order

Menu — Registry > Personnel and Salary > Order

[y 1 Orders: Branch FZE - O X
MMV [~ ]x PRI ET:
Ledger | optons |
From: [or.01.18[v| To [s0.04.18[v] CreatedBy: [Ritkalogn [ Subdivision/Department: |
Status: IAI 5 Posted By: [—— Apply
A

/ Date, Time © Number Document Employee Date Document Type Job Position
P 207.03.18 00:0... 0-156-00000037 | Order Karanvir 107.03.18 Movement Accountant
P 306.03.1800:0... |0-156-00000036 |Order Muhammad N. 06.03.18 Movement | Store Keeper
P~ 406.03.18 00:0... |0-156-00000035 |Order Muhammad N. 06.03.18 Movement Store Keeper
P 5 06.03.1800:0... |0-156-00000034 |Order Muhummad A. K. 106.03.18 Movement Store Keeper

6 06.03.18 00:0... |0-156-00000033 |Order Jahan N, 06.03.18 Movement Store Keeper

7 06.03.18 00:0... io-iééioooooosz Order Jahan N. 06.03.18 Movement Store Keeper
P 8 06.03.1800:0... 0-156-00000031 |Order KhanR. 06.03.18 Movement Store Keeper
P> 9 06:03.18 00:0... 0-156-00000030 | Order .Rehman A. |06.0.18 Movement | tore Keeper
P 10 06.03.18 00:0... |0-156-00000029 |Order Kumar P 06.03.18 Reception |Project Manager
P~ 11 06.03.18 00:0... |0-156-00000028 |Order Muhammad N. 06.03.18 Movement Store Keeper
P 12 22.02.1800:0... |0-156-00000027 |Order SinghK. 20218 Reception Marketing Executive
P 13 15.02.18 00:0... |0-156-00000026 | Order Ahmed Khan 15.02.18 Movement Project Manager
P 14 15.02.1800:0... |0-156-00000025 |Order [khanP. |15.02.18 Reception | Store Keeper
P 15 14.02.18 18:0... |0-156-00000024 |Order Anand M. 114.02.18 Dismissal System Analyst
P~ 16 14.02.18 00:0... |0-156-00000023 | Order Anand M. 14.02.18 Movement | System Analyst v

Fig. Registry - Orders

4.2 Personnel and Salary

Purpose — The purpose of this registry is to view all documents related to HR Modules in one

place.

Following documents are included:
e Document - Order
e Document - Timesheet
e Document — Payroll
e Document — Vacation/Sick Leaves Deduction
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e Document — Additional Accruals/Deductions
e Document - Salary Cash Payment
e Document - Salary Bank Transfer

Menu - Registry > Personnel and Salary > Personnel and Salary

[}y 1Personnel and Salary: Branch FZE - m] X
& - s|o%| -%|4]
Ledger | Options |
From: Jo1.01.18v| T [31.12.18 [v| CreatedBy: [ [ SubdvisionDepartment [ [
Setis: [ - PostedBy: [
/ Date, Time - Number - Document v Author ~  Subdivision/Department | Comment
|p- 12.02.2018 00:00:00 0-156-00000002 Order |Manaoer HR

p- 12.02.2018 00:00:00 0-156-00000003 Order Manager Warehouse
p- 13.02.2018 00:00:00 0-156-00000004 Order admin Managment
p- 15.02.2018 00:00:00 0-156-00000005 Order Analyst 1 Warehouse
p- 15.02.2018 00:00:00 0-156-00000006 |Order | Analyst 1 | Warehouse
p- 15.02.2018 16:21:% 0-160-00000001 | Timesheet |Analyst 1 |
p- 15.02.2018 16:23:30 0-144-00000001 Payroll Analyst 1

15.02.2018 16:23:49 0-146-00000001 | Salary Bank Transfer |Analyst 1
p- 24.02.2018 00:00:00 0-156-00000007 |Order | analyst 1 |sales
p- 01.04.2018 00:00:00 0-156-00000003 Order Analyst 1 Sales
pr 22.04.2018 12:41:18 0-144-00000002 Payrol Analyst 1
P 22.04.2018 12:43:31 0-160-00000002 | Timesheet |analyst 1 [sales

22.04.2018 12:44:18 0-115-00000001 | salary Cash Payment | analyst 1 [sales

22.04.2018 12:45:28 0-004-00000001 Additional Accruals/Deductions Analyst 1 Sales

Fig. Personnel and Salary Registry

Appendix 1 — Suggested Workflows

HR Scenarios - Maintaining employee DB
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HR Module - Mantaining Employee Database

§ Hiring Employee O Employee Dismissed/
g Resigned

2

& Changes to

w existing

3 employee

z

=

w

]

<

2 (st Order Document with Employee N

4 Type = Reception Promotion/ BasicInformation Post Order Document
g Use Flag Hiring Ex-employee Eepartment Changes with Type = Dismissal
. incase of rehiring hange

=]

=]

2

5]

=

e

T

&

Past Order Document Go to Employee Directory,

with Type = Movement Edit details and save

HR Scenarios - Monthly Payroll
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HR MODULE - MONTHLY PAYROLL PROCESS

Monthly
Payrolls

Create different work
schedules in Schedules
directory based on work

timings, working days

Monthly
Activity

HR MODULE - MONTHLY PAYROLL

&deate Schedule for
Month
Add holidays and
calculate month-specific
paid working hours

Leave Deduction?

Post Vacation/Sick

Reimbursements/
Deductions?

Document

{ Leave Deduction

Post Additional

Mo Adjustments

Post Payroll document
based on Timesheet
([Expected Monthly Salary +
Overtime)

End of Month?

Create & Post Timesheet for
Employees.

’lAcld Overtime Hours worked

Document

,l Accruals/Deduction

Mode?

Pay Salary

 —
Create and
Post Salary

Bank Payment

—

 EE—
Create and
Post Salary

Cash Payment

—
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