payroll .
Payroll User Guide

Fully Updated 01/26

This document introduce the first steps on how to:

prepare staff data

prepare plannings

add public holidays

add banks

prepare profiles

add departments

add staffs
advances/accounts and loans
prepare payrolls

print/email payslips and reports
discontinue a staff
Attendance Report

Wages GL extraction
Clockings management
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Assuming you already have Payroll installed with a proper license, with at least one clocking
machine, and you have admin rights in Payroll.
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0. Prepare staff data to enrol staff.

For this, we usually propose the business to pare an excel file with such information:

Family Name (as on VNPF / Bank account)

First Name (as on VNPF / Bank account)

Their ID if they have (ID should be integer between 1 and 999 999)
VNPF number

Department

Date of birth

Date of employment

Current salary (hourly rate for hourly profile or monthly total for fix month salary)
Payroll period (12,24 or 26 per year)

Leaves remaining on last payroll

Sick leaves remaining on last payroll

Payment type: Bank name and account number, cheque or cash

With these data you will be able to quickly start employment recording.
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b. Setup a planning:

Go to Payroll parameters:

Payroll User Guide
Prepare plannings

P PAYROLL & CLOKEY Manager (Springlife® 1996-2025) V:27.6«

Eiles... Administration Payroll Advances.. Miscell
& 1 Stalf |-

[::9 Maticnal and Company Parameters

X

Employer M [ Export (FIC)
E Create / Modify six predefined weekly plannings.
Company Standard Daily Select one line (copy)in left table and paste in weekly
| Fard plannings or schedules anning./schedule selected (1to 6). Import Clocking rules: ]
= = — 7 2 | 3 | 4 | 5 | & Two consecutive Clocking for zame
07:30 00 0 0 Weekly schedule 1 (default) |H user on same Terminal must be separated
Rules 0830 11:30 - e o o0 e '
| 1] 07:30 11:45 1315 17 8.25 Monday 0745 12:00 1315 17:15 074512001315171! Minutes
Scheﬁiule 07:45 12:00 13:00 17:00 8.25 Tuesday 45 12:00 13:15 17:15 074512001315171! g C‘;rjsidmhe _sect_r:fnd as new o
. . . . . . g locking .(Waming: if you use roun
Plaring + 07:45 12:00 1315 1715 8.25 Wednesday \GaMb 12:00 1315 17:15 074512001318171!|| Ciocting " you must apply ot least same
10.00| ||825 Thursday  (07:45 1200 13:15 17-15) 074512001315171!|| value)
oo 3.00| |(800 Friday @5 1200 1375 1700 0745120013151701| e - -
|| o745 12:00 12:30 16:30 3.00 Saturday 08:30 11:30 08301130 Waiting line: In a clocking sequence
Sislere 07:15 11:40 1315 16:30 Sunday separated from previous one by less
olders
08:00 12:30 Sec.
| Met Admi Planning first one will be considered
Ik KXIKH KXIRH HMIXH HMIXR IIl hrs Days  Weekly Planning can be modfy for: '
Taxes & _ i B K - Each employee
| Corrbutions Schedules {(empty planning) e - Each department
eg. &hr, dhr....do not allow L Bonheto = - Each profile
use of rules and assistants. el . .
|Rlit: w {only overtime and absence managment) Day time start:
Might time start; -E:r:']
Gl You can set 10 daily plannings or fou can set & weekly plannings or shedules
Payroll Ledger| schedules (eg. Mo, TuWe Th,Fr = 0730-1130 1330-1700 and Sa = 0730-1130)
[ eq. 0730 1130 13301700 {eg. Mo, TuWe Th.Fr = 7.5hms et Sa = 4.0hrs)
Banks or 8.0 hrs
| PayDisk...
Last modfication: 03/12/2024 Company Informations by: PASCAL IJ gk] Cancel IE]
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c. Setup a planning:

1 Click the menu

2 Add/select daily planning*

3 Select a schedule (1 to 6, can be replaced after planning is applied to the staff)

4  Click on the day you want to assign the selected daily planning from point 2. Any
mistake you can reset the dp kly
current weekly planning by 1
clicking the red cross top/right:

5 Click ok to close the planning
window.

g

TI
L

by

*Note: you can set a planning as a number of hours the staff should work. You can see in
screenshot “10” and “3” which is the total of hours for a day. In that case, there is a possibility to
set a lunch break for period >5 hours (see paragraph 4 on adding Departments)

1- Add public holidays

¥ Mational and Company Parameters *

Expart (FIC)

1 " L. X - Public Holiday paid are paid according hours set for that day
Al [B|1S/ 10022 | dene Jourférié Paid except when the employee profile specifically indicate:
I & _29;"11,-’21]22 Tuesday Public Holiday Paid - "Public Holiday paid are not paid™.
| [26/12/2022 |Monday Fubkic Fobday Fiad v Unpaid Public Holiday define the real hours reguired to calculate
Rules | |[27N2/2022  Tuesday Public Holiday Paid - nion attendance hours.
|—€F (G202 Monrjlaﬂ,' PUth' I_-l?hda? Paﬁd 7 On Public Holiday, paid or not:
Schedule || [21/02/2023 Mardi Jour férie Paid b - Hours worked are paid at rate defined in profile of employee
| | |06/03/2023 Lundi Jour férié Paid - -and in additionto if it is 2 Public Holiday paid.
Planning + _GTIMKZ\DZH Vendredi Jour férig Paid -
| =8 10/04/2023  Lundi Jour férié Paid - g Add
Misc. _ﬂ1fﬂﬁf’2ﬂ23 Lundi Jour féra Paid - — Add'rtidons / modffications / deletions are
. | immediate
Preference | 18/05/2023 Jeudi Jour ferie Paid - x Delete
Folders | loa07/2023  Lundi Jour férig Paid -
| Nag - _31;"07;’21]23 Luridi Jourférig Paid - Regicnal Public Holiday:
min. i oo : (Apply only to one part of the staff)
15/08/2023 Mardi Jourf Paid <  Pply only p )
2 C _I — ene a? Use |3rtafer§1bl5-I Backpay / Adjustment or Additionnal day off
051042023 Jeudi Jour férié Paid hd {f p.h paid) in payroll sheet.
29/11/2023  Mercredi Jour férié Paid <
25/12/2023  Lundi Jour férié Paid hd Day off (option 3 in Paid col )
. ) y option 3 in Paid column):
26/12/2023  Mardi Jourférie Paid h Aplies to the whole company ffor annual or exceptional closure...).
Payroll .Ledger _1]1;’1}1,-’21]2 Lundi Jour férig Paid - Equivalent to authorized absence for statistics)
fizd Notpaid « =
| Banks &
PayDisk...
Last modffication: 03/12/2024 Company Informations by: PASCAL IJ Ok ‘ Igance{ Eg

a. Select Public Holidays tab

b. Click Add
Enter the date of PH. You can set Paid (monthly staff will get the days paid, hourly
staff will get the hours paid following the schedule of that day of the week)

d. Once you add public holidays as needed, click Ok. We recommend to set the PH of
the year once you have the official list from Government.
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2- Add Banks
72 PAYROLL & CLOKEY Manager (Springlife® 1996-2025) V:27.64Gz \\srv-payroll-c2\Payroll-files\t
Files... Adminiztration Payroll Advances... Miscelaneous Reportz Maintenance Clokey
Birthdays
Children '
Memos staff
‘ Public Holidays
.\;‘é.i Staff q Information
Events
T B 1 epenmerts 1]
72 Bank list ¥

Clic Add and enter Bank code (3
characters) and full bank name as you
wish.

Then Exit when done.

Payroll Doc Draft V.1.0

Waming: The banks will always appear in this order in the
list.

Any change of number will affect the employee’s file.
which will have to be modified accordingly, as the number

no longer comesponds to the same bank.
Values 1 and 2 are reserved for cash and cheque

payments .
For Diskpay or Tansactive option. go to Parameters._

Y

[] L_IOHE B
3 BRE  BRED -
4  BSP BSP
5 ANZ  ANZ
& NBY  NBY
-
3

O & o | = |
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3- Prepare Profiles

Mizcelal

From main menu, go to P PAYROLL & CLOKEY Manager (Springlife® 1996-2025) Vi27.64(
Administration” then “Profile” and Files.. Administration | payrol Advances...
“Browse”

Adminiztrator —I

Profile Browse

Departments

Employees L4

Annual closure

.':);“ Clear passwaord

o = New
. Payroll

[Riight bukton Far casual)

There is 2 default profile: monthly and hourly profile.
You can select existing profile (see below, sumup of profile on the right, and list of staff with
this profile at the bottom). You can edit current or create new profile to design payroll
features as you need.

7 Update Profile

STAND: Standard

* 26 pericds per year.

* No gratuity

* Public Holiday Paid are paid
*

*

*

*

*

Sunday hours rate: .+50%
P.Holiday hrs rate: +50%
Maternity leaves: 84 days x &6%

record.

Default weekly planning:

g P [ Moﬁlx_ Delee| |

i
H

Overtime calculation after 44 hrs
Night hours rate: ..+75% {(2000-4000)

* These walues cannot be modified in employe

Employees for profile: Standard (STAND)

AH

Modify |

Payroll Doc Draft V.1.0 Startup User Guide 6|Page
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Profile features:

@ Profile description W
Profile STAND | Description E_ List
i1 Salary bound to profile © Salary iz not link to profile, most of infarmation there can be

i

modified in emplovee record independently from profile.
Prafile iz uzefull to create quickly nesw Satff records [Mew
emplopments).

)] Thiz parameter can MNumber of periods peryear (12, |, 24, 26, 52):
be madified later in {
Emplovee record This value cannot be modified later

) Monthly applying to all active employees in the profile..

These values are modifiable in Employee record and will be applied only to all employees
in profile. whom new value is beneficial to employee.

Minimum Hour Rate: @ Annual leaves (days)

Minimumn Maorthly Rate: Sick leave per year (days)
far (hrsl: 44 s

Allowances per year {month)

Following parameters are bound to that Profile and cannot be modified in Employee record

or Paymoll sheet . Changes will apply to all Employees in that that Profile.
Exception: f overtime threshold or day start or night start were modified in Employee
record, profile new value will not apply.

Allowance per month for that profile: Ijl For:
M leaves: - days pald at: - ¥ Base Salary
av.,

rofile is not entitle to Public Holiday paid.

Hour rate X:
e If thoze rates are zet to w1,
Public Holidayws, Sunday,
Sunday nightz will be reated as

Public holiday rormal hours.

Values that will be proposed when creating an employee with this profile. These values
can be modified in the employees file and will nevqﬁ applied to existing employees in
the profile unless the salary is linked to t

Weekly hours base for profile: wertime howurs will be calculated above
Weekly hours for overtime calculation: iz number of hours.
== Duplicate [J Flecord] |§am:&l |E]

e  Salary bound options:
a. salary bond to profile: staffs in that profile could have their salaries
increased changing the rate in the profile itself.
b. salary not bound: increase of salary is done individually in the employee
record.

Note: It is generally used with “not bound”, and preferred to have Salary not
dependent from profile.
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e Hourly / Monthly:

a. Hourly profile would calculate salary from hours made during the period.

b. Monthly profile would calculate salary from monthly salary and possibility to
remove non attendance hours (if option is set — will see that option in Staff’s
record)

e Number of periods per year:
a. 12: one payroll per month (monthly payroll)
b. 24:two payrolls per month (semi-monthly payroll)
c. 26: payroll every 2 weeks (fortnightly payroll)
d. 52:one payroll per week (weekly payroll)

e This profile is not entitled to Public Holidays paid
a. If ticked, the public holiday will not be paid for staff using this profile

e Contract of Employment
a. If ticked, you will be able to edit most of the rules (Night, Sunday, Public
holiday rates in the staff record and few more settings). This unlocks the
Vanuatu’s labour rules for staff in this profile.
e  Weekly hours base for profile
a. Define the default hours to work per week and the overtime calculation.
Current setup is following Labour’s law but can be modify in Staffs’ record.
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4- Prepare Department:

1- Departments:
Add (new) or browse a department

following the screenshot: 72 PAYROLL & CLOKEY Manager (Springlife© 1996-2025) V22764
Files... Administration Payroll Advances... Miscelk
i Administrator
Profile k
Departments  _k
Employees Browse
Annual closure Maintenance
‘4 i Clear password Print

-___E:_‘I New
. " Payrmoll

Payroll Doc Draft V.1.0 Startup User Guide 9|Page
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2- Department window:

~) Department >

Dep: | ITDEP( | o artmerﬂenept | Daytimeg
=] :

= Might ti
Level: EI m ‘m Emplwees...| anm

Default weekly planning No 1

Clocking Rul - -
Rules (can be modified for each Employee | 555 g 35 Monday 07:45 12:00 13:15 17:15
[ No Eary Ck In am LI pm 825 825 Tuesday  07:45 12:00 1315 17:15
[ ] Ck In Rounded by ~ 8.25 8.25 Wednesday 0745 1200 1315 1715

825 825 Thureday  07:45 12:00 1315 17:15

_ |4
[] G Out Rounded by 8.00 8.00 Friday 07:45 12:00 13:15 17:00
[ ] Mo Late Cl Out am pm 3.00 3.00 Saturday 08:30 11:30
Minimum overmun Mn <

u - Weekly planning hours: 4400 = E Days
I:l Late Ck In Authorized Mn Weekly hours required: 44 00 Fer week
[ ] Flexible break

J F‘Iannlng and/or rules
will be replaced.

i f planning is modified,

weekly hours baze

if no planning or
no clocking during shift hours

-Fiet:nrﬂ and aplpy: and required weekl
Compulsory Break J hours 'E'ill remain !
ccording planning if any. rules unchanged in
- If not, a break of El minutes employee record.
will be inserted half day. '
' Mo Break J

WNFF 105763 QHecord without applying J] Igose ‘

1 Enter Dep: (5 charaters to quicly identify the deparment)
Enter Departement name in full

3 You can change the day and night hours (default is Vanuatu’s
labour law)

4 You can pre-setup some rules to manage clockings in time sheet.
This can be set and recorded later during the payroll.

5 You have to assign a default planning for this department. This can
also be changed later in Payroll. To change the planning use the 2
small arrows up/down to scroll recorded planning created in
paragraph 1.

6 Compulsory break can be used if you set a planning with static
number of hours per day (see paragraph 1- planning).

7 Save settings. You can save and apply to employees assigned to
this department if you browse (edit) this deparment, or just
Record without applying if it is new department.
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6- Add staffs

Click Staff then New Employment

72 PAVROLL & CLOKEY Manager (Springlife@ 1996-20

Files... Administration Payroll Advances...
A -
‘P] Active Employees records (23)
==~ Mow | .
Name: <= |Fist or Last Name.._ | Search on First or Show:
Last Mame - =
R — S
[:E, Department '
-« | Commercial | Casual ]
T Dept. Last Payroll:
o[} MAIN D'OEUVRE —
000073
Managers 0 Houry
ce | SANTO
Modi
Teachers [ oty ] S Morttiys
: Technicien de suface | Resignation ]
e H'I;edﬂniciens — i* Local
@ - 000087 | Dismissal | | oo
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' Mew Employment (Mumber of employees records available: 2} ( D x
Date of entry: |11/04/2025 [ 4" e years 00 "] Temporary enerals
1 Conditions |
Given Name Family Name of employee Ident. Nb Personnal...

| o [ | Profie

PF Nb
Schedule +..
A
11/04/2025 & @ o

|
|
|
Department . !
Working l:l i ——— Function | | — !
erpmts |
Job Classification List (WVNPF): |
+ Hours | v| |
)
|
(= Local/Resident Contract date : |
) Expat./Non-Resident ‘;ﬁ!. [ ] |
Duration frths) | 0] |
R
Other informations =) Print

| = |

In first window (General Tab):

6.1.1 Set the date of employment

6.1.2 Add First name

6.1.3 Add Family name

6.1.4 Add NVPF number (if not available just leave if blank, the software will add
temporary one - to be amended later, do not forget)

6.1.5 Select staff’s Department

6.1.6 Ident Nb: this will be the ID number of the staff.(should be max. 999999). Use
the double arrow to get the next available ID number. This ID is important, and
should be use only once for one staff only. Do not try to re-use a previous ID
(which is possible but mixing old and new payroll of this ID — not recommended).
This ID is also used to register the staff in Clocking Machines.

6.1.7 Profile to select as setup in paragraph 3.

6.1.8 Hours monitoring: set if you want to use the time sheet (generated by the
clocking machine) to calculate late arrivals. This setting can be changed only for
Monthly payroll profile.

6.1.9 If you have one or more clocking machine, it is time to register the staff in them,
using the ID number of the staff generated/setup on 6.1.6.

Payroll Doc Draft V.1.0 Startup User Guide 12| Page
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Now clic tab Conditions:

" New Employment (Nurnber of employees records available: 2) >
Profle  |STAND | | Standard General....
KENNEDY JR | | M | | [%
Robert it : ; - R
Sa|al._',-l atd condltfons AlE %) Hourly MNumber of periods per year: 26
€ Linfked toprofile Personnal...

) Monthly + Compulsory Hours Monitoring — |
000556 % ot linked ta profile S |
|

‘Weekly hours for overtime calculation: To modify: apply anather prafile ar madify here j\

11/04/2025 AdyErEEsEn|
Workin - A4 days per week Raypllse|
g ‘Weekly hours base: 0.00 hours X 0.00 ays p
Other pmts |
Monthly base 57.200 Walue day off paid: 0 ——
Hourly rate: 300.00 icrease dp EvEnis e |

+ Profile Alowance: |:| | ‘ o
+ Personal Allowance: [ | | ———

- Gros

- NPF ["] Mo NPF contribution

- Deduction / contributiffe) [ =] ]| | |& F‘ri_rltJ

- Cther deduction: [Eéﬂl ||

+/- Other Amourt [;éﬂl | | |

= Net Base 54,912

End of employment allowances: manth per year

Annual leaves: 15.00 Public holiday [1.50 Sunday |1.5’D v| Might |'I.T"5 v| J

Sick Leave peryear lIl Matemity leaves: days paid at: ¥ Base Salary Exit

]
H

B

This is showing the default settings from the profile loaded. The Salaray cannot be increase at this
stage because the employment is no saved. In next page we will see how to increase salary.
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:" Mew Employment (Mumber of employees records available: 2) -
Language
KENNEDY JR Birthday: i*) English
Robert
°@ Male °® Maried £ French
) Female ) Single i) Bislama
000556
Type of Payment BRE 0012391010018 |
11/04/2025 q&mil address: o
Working I

Country or Island origine

Address, Tel., Province & Residence...

Qualfications / CV

Driving licence Nb

|| | Expires on 3 Print
Children...
B (o : .
= Add..
o Ok
e [H

Payroll Doc Draft V.1.0

Set staff as male of female (only 2 choices in our world)

Marital Status as information

Setup staff’s Payslip preferred language

Select the bank and bank number — recommended to not use space
or “-“, only numeric characters.

Email: add email address. If staff has no email, leave it blank.

OK to save !

Startup User Guide 14 |Page
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Schedule + Windows:

7 Employee record X
Current weekly hours base: 44.00 + Compulsory Hours Monitoring General [
Right button to insert or modify a daily planning in 2 [ Mo Ezdy Gk I Cled i (am) Cled (pm Conditions.
weekly table: |
["] Ck In Rounded by + |:| Personnal... [
000555 Modify manual 4 %r%:n[m S [] Ck Out Rounded by - |:| Situation... |
Weekly schedule [no planning)
03/12/2024 . A5 o
.25 |Monday  |07:45 [12:00 [12:30 [16:30 |
Working 225 825 Tuesday 07:45 1200 12:30 16:30
825 8.25 Wednesday 07:45 12:00 12:30 16:30
825 8.25 Thursday 0745 12:00 12:30 16:30
225 8.25 Friday 07:45 12:00 12:30 16:30 | || Break according planning

3.00 300 Saturday  08:30 11:30 7 Durton Sy hmied

Duration not limited
Weekly planning hours: | 44.25 HrERen Rt imie

ndard daily hours:

hrs for days/Week: = 550

-

When no planning

Break duration [Mn): III

Mo fingerprint = =
recorded locall PIN Nb: _ @ kEJ
Mo face recorded AIFID Ne: _ @ u
loc:al|

v ox

T
E

You can re-select a planning from ones already setup in paragraph 1 scrolling from 1 to 7 (7 is the
current planning, 1-6 are predefined planning). You can also change the daily schedule with right clic
on the planning table.

Possibility to also change the overtime calculation for first hours (default is 44 hours)
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After clicking OK on the the first employment staff window, re-open it and go to Conditions:

7 Employee record X
Profile  [STAND | M [Standard | General... |
. Conditions
Salany and conditions are; @ Houry MNumber of periods per year: 26
) Linked fil Personnal....
e i) Monthly + Compulsary Hours Monitoring — !
000555 = Mot linked to profile Stuation... |
Weekly hours for overtime calculation: To modify: apply another profile or modify here j\ it
03/12/2024 o
Warking Weekly hours base: + housX 440  daysperweek —
. |
Menthly base 60,000 ‘alug day off palV
Hourly rate: 31469 | | Increase o |
last increase: 03-12-2024 BAVEE—|
+ Profile Allowance: I:I ‘ ‘ =
+ Personal Allowance: (15} | | ort|
- G
Clic the increase button:
P Employee record x
q -
] Profile  [STAND | M [Standard |
tialal_l,l and conditions are; ) Houry MNumber of periods per year: 26
[Lirked fil
e ) Monthhy + Compulsary Hours Monitoring
000555 % Mot linkedta prafile
Weekly hours for overtime calculation: - Ta madify: apply ahaother profile or rodify here j\
] 03/12/2024
Working Weekly hours base: 44 00 +  hours X days per week
Manthly b
onithly base Monthly base  + wt or =
Hourly rate: Hour rate or+ %
Q) o]

+ Profile Allowance:

+ Personal Allowance:

lr
“

= Gross

-NPF [] No NPF contribution

- Deduction / contributfg) I | [(_:‘ Pn’_rrt]

-Other deduction: (3] |

+/-Other Amourt [o |o |

= Net Base 57.600

End of employment allowances: month per year

Annual leaves: 15.00 Public holiday [150 | Sunday [1.50 +| Might [1.75 =] 04 o

[ Sick Leaveperyear | 0 | Matemity leaves: days paid at: X Base Salary it E
Payroll Doc Draft V.1.0 Startup User Guide 16 |Page



2

payroll .
Payroll User Guide

1- To change the monthly base adding an amount(enter 2000vt to increase monthly salary by
2000vt)

2- To set the new monthly salary (you can decrease — check Vanuatu’s law if it is possible to
decrease salary without new contract / employment)

3- Hourly rate increase by xx VT.

4- Percentage of hourly rate increase.

5- For any increase manipulation you made, click “ok” to confirm. The new salary rate/amount
will be saved once you click “Ok” in this main window. You can still cancel the increase by
clicking “Exit” from the Employee Record windo.

6- You can set a recurrent personal allowance here (set an amount). This amount can be edited
in the Payroll, but will show up each new Payroll. VNPF calculation will include this amount.

7- This is text message explaining the Personal Allowance. It will be shown on payslip so staff
will know about this allowance.

8- This is a recurrent amount of money (add or remove) which will show on each new Payroll.
You can edit the value on each payroll. This amount is not part of VNPF.

9- This is text for the detail of this amount.

Click OK to save, or Exit to cancel.

Payroll Doc Draft V.1.0 Startup User Guide 17 |Page
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7 Advance, part payment and loads

Payroll is handling all these re-payment systems.

Note: Advance Payment refers to wages given before they are earned, acting as a short-term loan
repaid through future deductions. Part Payment is a portion of already earned wages paid earlier
than the scheduled payday, typically due to delays or extenuating circumstances

We will focus only Part Payment, but advance is similar use. Payroll is making distinction of the 2, we
recommend to only use Part Payment if you not accounting expert.

72 PAYROLL & CLOKEY Manager (Springlife® 1996-2025) V:27.64Gz \\srv-payroll-c2\Payroll-files\SPMY

Files... Administration Payroll Advances... Miscellaneous Reports Majntenance Clokey
[ Prepare part payments

Payments statement

Browse & payments report

Part payment e
9 Staff ] Advance
©
List .‘lﬂ'l: All departments -_

Form (request)

[Fiight button For casual]

L—— =

Payroll Doc Draft V.1.0 Startup User Guide 18 |Page
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7.1 Prepare part payments
This is to set all staff part payment

Payroll User Guide

‘_';'-' Prepare part payments list (\\srv-payroll-c2\Payroll-files\SPM\ExportFoldert)

Options to

*

Dato Friday 11 April 2025 k j| E| Advances or part payments already recorded for 11/04/ 20, SHVEfr&EdIt eted here.

& v

Hew

of

23,000 ]
v 15 e 5000 BRE W Recod 'I
- & 15000 BHE %@
v 63 3.000 BYP )]
- 39 BYP O
A T 0 O
- oue || O,
~ ~ TECH 2.000 o
> 23 0 [N o q& Validate
v 70 2000 BRE )]
v 73 i BRE O
v 77 BRE O ||@  mprimer
v 78 BAE )]
v 81 BYP @]
w 33 NEV ]
v 85 NEV )]
v 6 BAE )]
v 87 BAE )]
A A NET 0 O
v 68 BAE )]
~ ~ COMM 0 )]
v 69 BRE ] ﬁ CloseJ
b 2123 256,000
7.1.1 Set the date of the part payment
7.1.2 Set amount of part payment for each staff. You can see total per
department and total for all staff.
7.1.3  You can Record this work to re-use / amend (optional)
7.1.4 Validate to confirm
7.1.5 Then Close.
Payroll Doc Draft V.1.0 Startup User Guide 19 |Page
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7.2 Individual Part payment / advance

77 Advance or loan ot

No ID... Employes Name... ] | Dep.. |
= S -
Tony

3
Amount: | Part payment | o Date: Advance

Before current entry: T Lu i
Current net salary: (26) 01/04/25 5.000 Acompte “
- Part payment cument balance List of PEI.I't
- Advances cument balance: Ijl Eﬁ; PH.}TIHEIltf advance
- Previous Repayment: |g] 2w Loen
- Azsignement : Ijl
Balance (wage estimate): P » i

BRE 00011225 51550 | Revemesekctedine.. | |4 More..|
After cument entry (now): I
Curment part payment: Original loan
Cumrent advance: : Eziﬂltgiﬂﬁi Ereviﬂus lance 1400 &
Mew manthly repayment : =
w highi ,ﬁﬂeﬁ ,MLMM Loan balance

Mew estmated balance (wage);

Next 33 B |Ent Em

7.2.1  Select ID or staff name

7.2.2 Select Part Payment or Advance

7.2.3 Select data or the part payment / advance

7.2.4  Enter the amount. This amount will automatically popping up in the Payroll
with any other additional previous advance.

7.2.5 Ok/Next to confirm. The software will jump to the next staff. If it is the last
staff from his list.
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7.3 Loans
Typically same as advance, enter same information with the total loan, and you can set
the repayment amount in point 5:

7 Advance or loan >
HAMBERS WH
| o: — Loan e‘
|Sn|]he

Always cash
Amourt: | loan | mu” Date: z?fusfzugj Cash -]

Curmert net salan {12) 15/05/25 30,000 Acompte =

150425 30,000 Acompte

- Part payment cument balance Ijl 15/03/25 30.000 Acompte

- Advances cument balance: Ijl rﬁ 15/02/25 35,780 Acompte
Reverse selected line + Mare...

After cument entry (now):

Original loan Ijl

277062025 New loan: 100,000 -

Mew maonthly repayment:
&

L0 Loan
vedow highlighted when posting Pavrols. Loan balance Ijl
Cument loan 100,000
MNew estmated balance (wage): 73,215 New Loan balance

> b B

This repayment amount is the total to repay PER MONTH. If you have 24 or 26 pays per year, this
is how to enter the monthly repayment amount PER PAYROLL:
Example:
o If repayment should be 5000vt per payroll, and there is 24 payroll per year, enter
5000 vt x 24 /12 = 10.000 vt per month.
o If repayment should be 5000vt per payroll and there is 26 payrolls per year, enter
5000 vt x 26 /12) =10.833 vt per month
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8 Prepare payroll
8.1 Before making a new Payroll, you have to “Validate” previous payrolls.
Once validated, a new payslip can be generated for the next period.

2 PAYROLL & CLOKEY Manager (Springlife-IEC® 1996-2023) V:27.64Hx  ChlUsershiec\Documents\PAYROLL_LTDY — >
Files... Administration Eayroll Advances... Miscelaneous Reports Maintenance Clokey
Browse payroll payments
pE == 10

s s ROLL LTD

Browse payroll (all)
Browse payrolls (one ID NB)

Browse ID Nb history (Start/End)
W2 s ]

I*| or Fight button For casual an|

Print payrollz & reports...

Walidate current payrolls

-_-_‘.'Ef' r;l:;n“' ik |-mt:A|| departments -;l 7'__’_

" Print time sheet forms

[Right button for casual)

ClokeyEngine rot rezponding (21802 ka) on SAY-PAYROLL-CZ
[oya1010

—— 1€C Q%HWBUFE

contact @iec.vu payroll&vatu.com

Payroll Doc Draft V.1.0 Startup User Guide 22| Page



2

payroll

Payroll User Guide

8.2 Now you can select “New Payroll” from main page and start making new payroll.
This is the standard process which will be detailed in next pages:

1- Select a staff
2- Confirm the period
3- Open the Time Sheet to get hours of work for the period (The monthly with no hours
monitoring does not need this step)
4- Add Bonus/Allowance for the period (VNPF will be paid on it)
5- Add Deductions, confirm Part payment / Advance and/or loan.
6- Confirm the payment method for the payroll if different for this payslip
7- “Ok/Next” to save and do next staff (or “Ok/New” to save and select another staff)
Payroll
Employee Family Name | |IDNo |Department profile Allowance: | il |
| _|._" | | Personal Allowance: | "™ |
_ | Start work on: Premium / Bonus / Comir Dj} |
Periad from To I
1 leustmens and Backpay || D|| |
| "o = | o el 0 MNb Hours ® +- Adjustments =
Total Nb hours perod: 0.00 T Monthly  Perinds || || 100 | I i I A : Hew Time sheef |
Manthly base: ljl | | . | || D| Total working hours: 0.00
Hourly rate Hourly bonus + 150 N.ormal daps hours:
_ | | g | | | Dl Might Hours: l:l
for brs per week: [ [|1es [ I 0]| Sunday worked hours: l:l
[ || 200 [ || ] Public holiday worked hours:l:l
Leaves days per year. ’—| o |—|—| Public holiday paid hours: l:l
Leave owing: + Days Hrs Gross Base ljl
Sick leave days per year. mml:l I:l l:l
Sick leave days left after. [ 0] teaves [ || ||[_____ 0| Lleavetaken [ |Paid [ |
Daysofts: L1+ fiavpr ; Net Base I
RODO Hours owing: + Allocated: Deduction
- Used: 0.00| |Other deductions 0
- - Converted: 0.00 Part Payment E
Advance | Update
Loan repayment
Wage withholding
Other (not salary +-)
Vnpf_no Payments C.::‘sh - P —
M Validated
g \@ 1Ok new | m | E] Net Total 0
m Walidate !
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Details:

1- Select the staff:
Double click or select the staff then “ok”.
You can see the staff with a payroll already set for 30/06/2025 in this example
(that’s the next period for the company). The one with no “Current” date have no
new payroll yet from last validation.

Employee Family Name.___ IDNo |Department Profile Allowance: | D| [
< | | 'personal Allowance: [ ol
28 BENMET Michael DIRECTEUR GENERAL ADMIN H 5
7 BROOKS Willima CAISSIERE COM N
12 CHAMBERS Sophie PILOTE MACHINE PAPIER WH ™
25 COOPER Benjamin CHAUFFELR LIVREUR COM 30/06/2025 [
9 CRAWFORD Lity MAGASINIERE WH N
6 FOSTER Amelia REPRESENTANT #/ VENDEUR COM N
15 HART Samuel MAGASIGNIERE WH ™
5 HAYES Charlotte CAISSIERE CoMm N
1 JAMES Carter COMPTABLE ADMIN N
14 MORGAN Jack MAGASINIERE WH N
4 PARKER Chloe PILOTE DE MACHINE PAPIER  WH ™
REED Daniel SUPERVISEUR DE DOCK WH N
1 STEVENS Ela MAGASINIER AIDE SUP.DOCK  WH N
26 TURMNER Olivia COMPTABILITE CLIENTS ADMIN N
3 WATSON Emily ASSISTANTE -COMPTAELE ~ ADMIN ™
10 WEST Thomas MAINTENANCE / PRODUCTION WH N
1716
[] Orly display those whom cument payroll is not >= Last payroll {cument) or lJ Ok Cancel ‘

2- Confirm the period: on first Payroll you need to enter the “Period from” manually. If
second or next payroll, this “Period from” will be automatically set as the next day of

last payroll.
Payroll
Employee Family Name . ID Mo |Department Profile Allowance: | 0| |
MORGAN © 14| |WH | Personal Allowance: | 0| |
Start wark. or: Premium / Bonus / Comm 0
Period from to (30 days)
Adjustments and Back
01/06/2025 | |EIIFATE| & Houwl " I fustments and Backpay | 0|
Mb Hours X +- Adjustments l \: New Time
Total Nb hours period: 0.0o [ Manthly Periods | ‘ISD_ET-"| 100 | D| - - —
Manthly base: 57 200 | 125 D| Tatal warking haours: [N}

| Mormal days hours:
| D| Might Hours:
| 0| Sunday worked hours:

T =1 Boklie bialid o sk ad e

far hrz per week: 44 00

last increase: 28-1-2024

|

| | |

Hourly rate Hourly bonus + | 150 | |
| | |

I r 1

|
|| 175
1
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3- Open the time-sheet:

1- You need to verify the clockings if they are all correct. If one clocking is missing
the calculation of working hours will be wrong. This part to manage clockings
has been described in another document. You can right click on the non clocked
line and set the day as “Sick leave” or “Annual leave” to let it paid.

fUE S BUU 19U LU
735 800 20/06/20:
365 400 21/06/20:

08:22 18/06 0749 11:34 12:33 17:10 080012001300170( (] Minimum ovemun
07:53 19/06 08:02 1210 1319 17:04 080012007300170 [ e Cic In Authorized
| 07:21 20/06 08:15 11:40 13:14 17:10 0801200130017
0.0 ZZ’WZD‘, 03:39 21/06 08:28 12:07 08001200 [ Pexible break if compulsory
738 8.00 23/06/20: 53706 set in planning
772 B.00 24/06/20;
733 800 2/06s20; | 0723 23/06 0833 11:32 1233 17:02 0800120013017
- ‘| 07:43 24/06 0802 11:32 1253 17:06 080012001300171

; Load / Display Time Card for pe
000 800 26/06/202 | 00n 5505 pg1R 1135 1301 1704 NA0NTZAATANNIT oo P

000 300 27/06/20: 00:00 2606 1| 7

: Complete missing docking (1/2) and break in the line
000] 400 28/06/20:

¥ Complete &ll missing docking and break in line
0.00 ZB/H'E/ZDf 00:00 28/06 || @ p g g
837 8.00 30/06/20: & papply current rules on this row
9218 228.00 = 08:22 30/06 07 Apply original Clocking for selected line {(Home) Deébut/Origine
57.43'184.00 RE 22 Sickleave day
Annual day leave
l M Apply Clockings to Time

2- Click “Apply Clockings to Time Sheet”

3- It will calculates working hours per week with a sumup in (3) where you can see
normal hours, non attendance hours (from schedule) and overtime hours.
If you don’t want to pay overtime for this payslip, click the Scissors icon next to
“Overtime” in the summary — it will cut overtime.

4- “Record” will save the working hours and overtime hours and move it into the

payslip

Payra 7 Time Sheet and Time Card - by
= —— 14 MORGAN Jack & Perodrom 2025 dune Use riht mouse button or P or or O o [T
Fil .
MORGAN 8| |Hours Summary Wiy suasmnny Time sheet (frnny 10 30/06/2025 [ ; RIS
Jack (HHDecimals] g [a200] N0 4t ¢ [440] & ay Hin - Date & | Day D ot e Cllaiia] Complete (intow =
T B EVEE I Pub.Hol paid e No At Tot 4o Monday 823 BOD 26/05/20:-| | 0B:14 26/05 07.28 1145 1305 1702 (0012000001700
Y [T ags| Teesday 758 800 2705000 | | 107.35 705 0808 1143 1300 7001 030012001300170¢
01/06/2025 || [30706/2025 | 5 B Wednesday 770 8.00 28/05/20; | | 10742 28705 0801 71.36 1258 7705 030012001300170{ [ Al missing Clockings for period ||
ay A400] 00| Thusday 000 29/05/20; 505 0300120013001701
Total Nb hours period: 18400 T i i Missing Clockings 1/2 D
0.00 3d 4400] 00| Friday 748 800 3005/20; | | 1672990705/ "08'30" 7735 7242 706 0300120013001701 issing Clockings 1/2 Day
Mortiy base - — a 2400 ojo| Seray 375 400 310520 || G345 57705 085 200 03001200 —————
Houly rate 300.00] Ho [ 0.)g| * Sunday 01/06/20 |5 01/06
“= Monday 800 02/06/20; | | 08:01 02/06 08.08 1137 1232 17.04 030012001300170(
forhisperwesk: [ 44.00 | | . .
et erosae 2812024 Firs Day Overime(f<] 0.00 [800] 010 | Tieqqey 800 0Y06/20: | | 0717 0306 0831 1139 1254 1703 030012001300170( Break duration (Mnl: [0 |
firs [F2200)>8 | Wednesday 8.00 04/06/20; | | 0:07 D4/06 0752 11:40 12:44 17:03 030012001300170(
Leaves days per year Thursday 8.00 05/06/20; | | 08:03 05/06 0753 1142 1247 17:01 030012001300170(
0% Friday 8.00 06/06/20; | | 07:56 06/06 08:12 1207 13:02 17:03 030012001300170{ ~ Durstion not limited
Leaveowing:  + 1250 | 10.750 B 400 07/06/20: | | 01:32 07/06 0833 1005 03001200
Sick leave days per year 08/06/20: 08/06
5By Mond 200 09/06/20; | | 07:51 09/06 0808 1201 1309 17.07 030012001300170( |Apply following les )
Sick leave daps left - = ay
Half Day Leave applicable | Tiesday E00 1020 || 0708 10706 0833 1134 1302 17.08 (0012001200170 -
—— Wednesday 800 11/06/20 | | 03:09 11/06 0800 11:37 1234 1706 030012001300170] L Complete haf days
50% Fill automatically || Thursday 800 12/D6/20; | | 08:17 12/06 0756 11:43 1234 17:04 030012001300170 [] No Eary Cicln  Ck (am), Ck3 fom)
DI Howrs owing [ o.00] Complets oy Friday 80D 13/06/20 | | 0749 13/06 0805 11:24 1236 17:06 0300120013001700 1 o\ 1 Rounded
e Saturday 400 14/06/20; | | 03:25 14/06 0849 1214 03001200 D=ty -
&) Leaves. Sickness, Matemity 15/06/20; 15706, ] Ck Out Rounded by =0]
e [ Overtme and rignt hours | Monday 800 16/06/20 | | 0750 16/06 0818 1136 1233 17.05 030012001300170 (] no Late Ck Out G2 (am] Ckd (o)
are converted ta RDO Tuesday 800 17/06/20; | | 07:58 17/06 08.04 1152 1254 17.04 030012001300170(
Hrs Sunday (0] Lous; Wednesday 800 18/06/20; | | 08:22 18/06 D749 11:34 1233 17:10 030012001300170( [ Minimum ovemun wn[ ]
:| [ Sunday and Public Thursday 800 19/06/20; | | 07:53 19/06 0802 1210 1319 17:04 0300120013001700 [ | e i In Authorized M [0
Holidays hours worked are | Frday 80D 20/06/20: | | 07:21 20/06 0815 11:40 13:14 17:1D 030012001300170{
Hrs P.H [0) sonverted to RDG Rours. | gy gy 400 21/06/20: | | 03:39 21/06 0828 1207 03001200 O B s
| cunday and PuB Sonday 22/06/20; 22/08 e
unday an ublic -
oo (55 Pament: 2| "o e og I/ ey el G Monday 800 23/06/20; | | 07:23 23/06 0833 1132 1238 17.02 030012001300170(
G B B ST ) CRee] Tuesday 8.00 24/06/20 | | 07:43 24/06 0802 11:32 1253 17:06 0300120013001700 |, ) by Tyne Card for perod
™ validated save day, Wednesday 8.00 25/06/20; | | 07:20 25/06 08:18 11:35 13:01 17:04 0300120013001701 — =
— O e e 0 Thursday 8.00 26/06/207 | | 00:00 26706 [N I [ 1 0001200300170 [ Orgmal ) e
o | conyerted to normal hours | Frday 800 27/06/207 | | 00:00 27,06 [0 [ 0 030012001300170]
5 Saturday 400 28/06/20 | | 00:00 28/06 | | ||l 03001200 Displa origingl Clocking
P [[] RDO hours available are Sunday 29/06/20; 29/06,
Special leave 3
fg;gg”;:J'SBd to additional | mMonday .00 30/06/20; | | 08:22 30/06 0748 1205 13:01 17:06 030012001300170(
[Cou) ’ ’ ) .| |y Record Time Card without
— applying to Time Sheet

[ et [000 [18200] 15726 (15743hrs) S Pt |+ Orig
% Cancdl [ Record [ Aeply Clockings to Time Sheet |
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4 - Add Bonus/allowances
1- Add Personal allowance (for example a house rental allowance) and/or a Bonus
2- Add Deductions if any (in this example the Staff purchased some items from the
company which deduct the invoices from the salary).
3- You can add/remove amount as “other salary”. This has no impact on VNPF. This is
usually to refund the staff like bus fare etc.. (not part of payroll so no VNPF to pay on it).
4- You can pay Day Leaves there. If you have a staff with too many days accumulated, you
can pay these days instead of the staff to take leaves.
Payroll
Employee Family Name... IDNo |Department ~profile Allowance: | ) suor | | B
MORGAN i 14| |wH ' IPersonal Allowance: | 5,000] |Rent allowance iy :_'10[?32 ggﬁ
u 7.
Jack Start wark on: Premium /Bonus / Comn| 10,000 % Atendance bonus = 1
Period from to (30 days) 017072020 i
[Mjustmems and Backpay || D| [ [T 05 8.05
0170672025 | [30/06/2025| & Houny RO6 793
12 Mb Hours  ® - Adjustments l = Undate Time Sh e1‘ r o
Total Nb hours period: 184.00 ™ Morthly Periods |[_ 157.43)| 100 [ I 47.230] - Update Time Sheet | |55 g7 153
) Tatal warking hours: 157.43| 124.00 |Su 08
Monthly base: _5?,2I]l]
oy hase | | 1% | || Dl Mormal days hours: 157 43 Mo 09 7.85
Hourly rate Hourly bonus + .
- | ][ 150 | Il 0| Wight Hours: 1 i 713
Ifortr.us Pet ‘t\‘:::-.zoz-t [ [l 17 I 0]| Sunday worked hours: l:l We 11 8.15
. [ || 200 | | [ q Public: haliday warked hours:l:l Th12 8.23
Leaves days per year: ’W‘ e ,—|—| Public: haliday paid hours: l:l Fr13 7.82
Sik eove days por oot P [ E— Woio | 78
Sick leave days left o= l:l I:l Leave taker: l:l Pad: I:l = 2 Tu 17 797
| . 3 1| Purchases at the shop 0629 ,.
RDO Hours owing: + Allocated: :Deducﬂon - b2 23
-Used: 0.00] |Other deductions [ Sa21 365
. 5 Su 22
Note: rConvetect BB | part payment () .. Mo23 738
Advance (0) [ (Tu24 772
We 25 7.33
Lean i Th 26
\Wage withholding Fra7
Sa 28
Other (not salary +-) 1 = ;29
Wnpf_no 122335 Paymert: ANZ - L R
Before adjustment Mo 30 837
™ Validated ANZ 2023
ﬂ m | oknew | th | E] Net Total 57.391
-Next ‘Tn.‘ alidate ! g
I Funt Yaldat 157.4: 0.00
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9 Print / Email payslip and report
9.1 Print Payslip

The menu “Print” from main page is opening the reporting window.

Select the period or one payroll date, then select “PDF” and it will generates all
payslip in PDF and will propose to append all individual payslip in one PDF —we
always suggest to do that to keep all payslips in a single PDF, easy to print.

Printer: |Uni1.rersal Printer - |
Export Folder: _'_'!]l::xUsersuecxﬂ.ppData\LucahTempxaaﬂxFa:.mm? | @
Al payroll dates betwesn U1 dune Uzt and U June 20z
i1 One Payroll date [& payroll date is the last day of a pagrall period]
(s} One Payroll period € | 0170672025 » | 30/06/2025 "] 4
Pay slips Form & Print
Payrolls validated Payrollz for casuals [ Only
= PDF
Payrollz not validated [ ] Managment {1
FE  Email

[] Do not show hours in pay =lip

Select one department:

=

Reports  |=Preview| [ PDF| |§  Prnt]
[] Joumal per department = L] Summary per department 4l | | = Ledoer ﬁ
[] Details Summary for selection
] NPF Manthly sum lgnore Payrolls w.o VNPE Nb [#] valid VMPE Mb
[ ] Payment : cash [] By Department Rounded by: |—|
[ | Payment : cheque
[ | Payment : transfer |EEKPOH Export to: | Trarfers 24]254}531]|
] Hours breakdawn Summary for period ] Without title
[ ] Contributions [] By Department
[] Joumal per ID Nb @_EKPM+J
[ ] Joumnal period
[] Table
[ | Gross Total per Departmert and Payroll for period
[] Employee status (annual, sickness and matemity leaves) on 30/06/2025
et [
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To send payslip by email, the “Email” button next to “PDF” should be used. First is to confirm with
the technical support that sending payroll by email has been configured with a correct email server.

|”

tab of the Employee Record:

Second, be sure to set the email of each staff in the “persona

P Active Emp oyees records (23 - x
Mame:  [Fist or Last Name.. | Search on First or Show: L] Other users fictivelbmniners e
Last Name - = - s - )
[‘fj ﬁ o 1D Nb: l:l = Print Working Delete Convert
; | New Employment | 1D Nb: | 000555 Employee Sumame: [YOLNG ]
Department [ Emol d %
Commerd  Emplayee recor
YOUNG Bithday: [ ] (&) English 7|
Tony Condtions |
1 Male (1 Maried () French Personnal __ |
*) Female (] Single ) Bislama e —re—
- 000555 Stuston... |
“MAIN D Type of Payment  [BRE -] | | Schedue.+—.|
Manager 0371212024 Email address: i |
SANTO Working |tony@vanuatu.com —
[ Teach  ——————
=ae er' Cruirtns o laland aricine Addreee Tel , Province & Residence... Other pmts |
Technici | Tl A =
Technici |
|
Qualffications / CV |
= i
|
|
v
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9.2- VNPF report:

1- Select Period

Payroll User Guide

2- then tick “VNPF” and all others parameter (“Monthly sum” will set only one line per
staff with total of VNFP to pay for the period — and “Valid VNPF Nb” is used to only
print payslip for whose with a valid VNPF number.)

3- “Preview” or “PDF” will Preview or Generate the PDF for VNPF to save/print.

Printer: |Uni1rersa| Prirter

Export Folder: ;]C:\UsmHme Data‘Local Temp*335\Payroll 27

| @

) One Payrol date [& payroll date is the last day of a pagrall period]

(s} One Payroll period € | 01/06/20257| > | 30/06/2025 /]

Pay slips Form 0

§  Print
Payrollz validated Payrollz for casualzs [ ] Only

= PDF
Payrollz not validated [ | Managment {1

EE  Email
[] Do net show hours in pay slip
Select one department: -
|.|“n|| -~ |l = I I

Reports = Preview| [=  PDF| |  Prnt]

[] Details Summary for selection

|_Lioumal per department: S5 | Summary per department e | G Ledger ‘ﬁ

MPF Manthly sum lgnore Payrolls w.o VMPF Mb [w] valid VMPF Mb

]

| | Payment : cash || By Departmert Rounded by |

|[VT]

[] Payment : cheque

[] Payment : transfer |iii5m0ft Export to: |

Tranfers 20250630|

[] Hours breakdown Summary for period  [[] Without title

[] Contributions [] By Department

[] Joumal per ID Nb @ Eﬂﬂt*]

[] Joumal period
[] Table

[] Gross Tatal per Department and Payroll for period

] Employee status (annual, sickness and matemity leaves) on 30/06/2025
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9.3- Bank Transfer report:

1- Select period

2- Tick “Payment — Transfer” to print/export the transfer payment

3- “Export” will generate the excel file with the list of transfer to be done.
For those who are using Transactive or Diskpay, the “Export” button could be
“PayDisk” which will generate the transfer from the bank template.

Printer: |L|r1i1.re.-fsal Prirter - |
Export Folder: Tg]l::xuserswecxn.ppDataxLucahTempxaamPa_.mm? | @
'::' One Payroll date E:I:agrnll date i= the last day of a payroll period)]
(%) One Payroll period 4 01/06/2025 " | > 30/06/2025 " | ’
Pay slips Form & Print
Payrolls validated Payrolls for casuals [ ] Only
= PDF
Payrolls not validated [ Managment ([
F: Email

[ | Do not show hours in pay slip

Select one department:

n - = 1

Reports |=iPreview| |=  PDF| |  Print]|

[] Joumnal per department - 5 Summary per department e | G.Ledger ﬂ
[] Details [x] Summary for selection

[ ] NPF Monthly sum lgnore Payrolls w.o YNEF Nb [¥] valid VNPE Nb @

By Department Rounded by: |—|
[X]Export | Exportto: | Tranfers 20250630

[ Hours breakdown Summary for period  [[] Without title

[ ] Contributions [] By Department

[] Joumal per ID Nb @_ +J

[] Joumal period

[] Table

[] Gross Total per Department and Payroll for period

[] Employee status (annual, sickness and matemity leaves) on 30/06/2025

Exit Ed
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There is possibility to setup your own template if you do not use Diskpay nor Transactive.

1/ Setup Swift bank for banks

1- In “payroll Parameters” select “Banks & Paydisk”

2- You can add SWIFT for banks as needed (Banks as created in Miscellaneous on main page ->
Banks)

3- Click ok to save settings

Note: “Company uses PayDisk” and “Company uses Transactive” should be unticked to
export a self-constructed report.

P Mational and Company Parameters Ee
pany

Employer L'J i Export (FIC)

. |
Company 5 ) y
o —— WARNING: Any change of bank number will affect the
| 4B employee record. as the number no longer comesponds to the 3 BREDVUVU 3
= same bank. ) ) - e o 4 ANZBVUVX
o will be automatically updated only after confirmation. 5 BOSPVUVX
e & NEOWUVL]
Az values 1 and 2 are reserved for cash and cheque
| Schedule payments, theze Paymoll bank numbers are different from the %
DiskPay and Transactive bank codes.
Planning + e
[ =@ | Maative: [Payrolt |+ @ DO-MM-YYY O From DD-MM-YYYY To DD-MM-YYYY 0 MMM YYYY O
Misc.
— [ Company uses PayDisk DiskPay template (.xds):
Preference
C:\Payrollfiles|  T'\DiskPay_Template.xls -
& Folders [[] Company uses Transactive
T Bank Codes (for Diskpay or Transactive use only)
Taxes &
Contributions Offzet account Marme: | |
[Public Holidays g, Description: | |
| G.L
Pavroll | edaer | Citomer Fef: | |
Barks &
[ PayDiisk .. First data row = EI
Last modification:  28/11/2023 *SMIC Horaire 170 > 300 by: ADMIN IJ Ok [ganca @
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Now go to “Print” and you can adjust the report:

1- Click on the large arrow next to Payroll period selection. A large table is opening with
preview of the export (the table is large you might enlarge the windows or use the
horizontal lift to see all columns)

2- Right click anywhere in the table

3- Go to “Selecl columns” and you can show/hide the column

4- You can move column with drag & drop the column header.

Once done, tick “Payment transfer” and Export button will export as set. The setup of columns is
auto saved for next time you export.
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Farize [Uriversal rter | Payday %° NOID%°  Name ° Amount “Bark’ Account Nb %° DEP %° Del.* Def acc.nb®  BIC B
Export Folder: _-‘C:\Users\lechDala\LocaI\Temp\Iﬁ\Payro\lZ? | @ « - > -
BN payrll dates between DWOGIZ0ZG and SOMIGIZ0Z5 31/05/2025 5 HAYES Charlotte paa iz 0333145 W80 COM ANZ 2223145 ANZBVUVX
) One Payroll date [# payroll date is the last day of & payroll period) -—
@ onoPapalpernd < [017052025 > [3170572025 4|l 31052025 1 JAMES Carter 127000 ANZ 1245678 ADMIN ~ ANZ 1245678 ANZBVUVX
i | ] | | 31/05/2025 14 MORGAN Jack 34461 ANZ 200123 WH ANZ 200123 ANZBVUVX
| 31/05/2025 15 HART Samuel 35980 ANZ 219753 wr ANZ 219753 ANZBVUVX
: -y
Pay slips Fom ERECIRR 005202 IR o  — AR
Payrolls validated Payrolls for casuals  [] Only = — /052025 § CRAWFORD Liy, L u r ANZEVUVX
Payrolls not validated [] Mznagmert (0 31/05/2025 10 WEST Thomas 4 Ey  Copy'42.778' ANZBVUVX
EZ  Emal| | 31/05/2025 4 PARKER Chioe 5 B Copyline ANZBVUVX
[ Eertiems B g 31/05/2025 6 FOSTER Amelia 1 ANZBVUIVX
o dpamat /052025 26 TURNER Olivia 50 "B Copythe column ‘ ANZBVUVX
[ '[I_[H__‘ g D0 | 317052025 3 WATSON Emiy 6 [E Copyan 5 ANZBVUVX
- 31/05/2025 7 BROOKS Willma 4 . s ANZBVUVX
Reports | =Proview| [~ POF| |5 Punt
[[] Joumal per department B GLD Summary per department a G.Ledger Q w Remember break state
[ Details = -
ST R IA05/2025 12 CHAMBERS Sophie G , [B6709101123. BREDVLVU
] NPF Marthly sum Ignore Payralls wo [] VNPF Nb [] valid VNPF Nb T1/05/2025 77 REED Dariel 161 Automatic calculation (sum, mean, etc.) 89 BREDVUVU
[] Paymert : cash [] By Department Roundedby:[ | [VT] 31/05/2025 28 BENNET Michael 20 3€  Export table to Excel.. 94567891234 BREDVUVU
L1 Payment : cheque w Export Table to Word...
Payment ‘transfer  |[|Emott | Exportto: Tranfers 20250630| [3€]| [sum 1054
- Courter 15 8] Export table to XML.
[1 Hours breakdawn Summary forperiod [ Without title =
v| NOID
[ Contributions [ By Depariment Search '42,778' with Internet —
[ Joumal per ID Nb @ E!porh—] ; Name
[[] Joumal period 1 Select columns t [e] Payeay
[ Table &= Print.. ¥| Amount
[[] Gross Total per Department and Payroll for period @ Graphic.. ] Eank
Emolovee status (annual sickness and matemity leaves) on 31/05/2025 x| Il
[ Employee status (smual, sickness and matemiy leaves) on 31/06/2025 ] Background Color v | [#] AccountNb
v| pee
[v] pef.k >
v| Def.acc,nb
An.
[v] ®ic
v | Marrative
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9.4- Document transfer from Cloud

If you are using the Cloud version, the files generated are saved on the remote server.

To see those files, you can click on the “eye” icon in “Print” — you can also see the path on the
remote server.

Printer: |Uni'uersa| Printer v|
Export Folder: ; HC:\Users‘dec\ﬂqap Data*Local Temp* 335 Payroll 27 :| &
Al payroll dates between 01 June 2025 and 20 June 2025
':::' One Payroll date [& payroll date is the last day of a payrall period]
(*) One Payroll period € | 0170672025 ]| > | 30/06/2025 ' j| /
Pay slips Fom En
Payrolls validated Payrolls for casuals [ Only
e PDF
Payrollz not validated [ | Managment ([
FE  Email

[] Do not show hours in pay slip

Select one department

= O

Reports |=Preview| [=  PDF| &  Prnt]
[] Joumal per department =Nl mmary per department e | G.Ledger Q
[ Details Summary for selection

In order to download any of the generated files, use the built-in transfer service. See the small arrow
at the top of the browser window, there is a small arrow — click on it.

Administration Payraoll Advances... Mizcellanecus Reports Maintenance Clokey

Select “From server to PC” and it will open the File Explorer to select the file you need to download
to your computer.

From Server to PC
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10- Terminate a staff (Dismiss / resign)

This is a procedure to Resign / Dismiss a staff.
There is 2 cases
Case 1: You know the staff will Resign (or you dismiss) and you need to prepare the last payroll.

Case 2: You want to dismiss/resign a staff which has already a last payroll (see this case in next
pages)

Case 1:
This is the easiest way, just open the “Staff” and
1- Select the staff
2- Click Resignation or Dismissal
P Active Employees records (17) — =
Mame:  [G= orla ) | Search on First.or Show: [] Cther users Active Employees Only
bﬂ' ﬁ T . Last Name &bint| | Working | Delete Convert
New Employment | 1D Nb: Employee Sumame:  |SULLIVAN |
Department

Administration Casual Name: [Henry |

Comercial Last Payroll: Function: [CENTRE D'APPELS/ VENTE |
5 BROOKS Wilima - 000007 SULLIVAN Henry - 31/05/2025 Depariment:
f COOPER Benjamin - 000025 Lol @ Houty '

2 FOSTER Amelia - 000006 © Morth VNPF: [189101 |

fﬁ HAYES Charlotte - 000005 — orthly Starting Date: 03/08/2015 gs years 09 months 28

- C AN Damnr - (M0 - _ ays
— @ 12 Annual Leave per year: | 21.000 | Left: | 18.500|

Temporary % Local
Temporay staffs | Dismissal ) Expat Sick Leave per year: | 210 | Left: | 210 |
Warehouse ‘ 1 Matemity Leaves:

[y | Ao

Payrols 4 Bl
M Avance Weekly Hours (Base): days/Wesk:
= ¥

Payrolls... . Ijl Standard daily hours:
1 Loan — =
Advances... ljl Weekly hours required: days"w*k -
Planning allocated to this Employ

Everts ] e 4400 :.ﬂ
t—J” 0 O Dz Ou O
Mema Staff... 5.00 [Monday 03:00 |12:00 (13:00 |17:00
Overtime:

300 800 Tuesday 08:00 12:00 13:00 17:00
(%] Export fplus..) Day time start:

U

800 800 Wednesday 08:00 12:00 13:.00 17.00
800 B8.00 Thursday 08:00 12:00 13:00 17:00

Search... ] 8.00 8.00 Friday 08:00 12:00 13:.00 17.00
+ ||Might time start: 400 400 Saturday 08:00 12:00
&J Sunday

E ose
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The Pre-resignation windows is opening where you:

1- Choose the end of employment date (the last payroll date)

2- Optional: the Payroll app is calculating severance from date of employment with 3 kind of
calculation: salary from standard hours vs rate, Avarage salary of last 7 months or Average
working hours paid last 12 months. This is as information only. This can help you to pay
severance but if you prefer your own method of calculation, or pay separately, just ignore
(you will be able to delete that on the termination payroll)

3- Click “Proceed END of employment -> you will be redirected to the termination payroll

7 Resignation *
Last 12 months: 7 periods / 12 (5 periods excluded General . |
SULLIVAN : : ; —
Henry . leave p  paid Conditions |
Personnal |
000008 01/04/2025 3040442025 62606 20422 315.. 6432793 Situation... |
017032025 3140342025 63124 20507 315.. 6459569 3 -
03/08/2015 et tecool R e L B Ml Lo *| [ Advances...
4 3 L ——————

) Payrolls...
Resigned €3 um 438,088 143142 4508966 000 non | —

Cther pmts
Absence= 40%  Yeas @ (Curert mordhiy base for dd weekiyhral]. (5] 592071 | I
Memos... |

Allowances: | 5.86 | Years @| 62,584 |Avemge wages for 7 last months 3] 616,953

03 10 hs 03 2 Events...
dagg:ars menths Years @ | 64,414 |{Average working hours paid last 12m01h5) o Tl
: ves |
Severances allowance: | 552,071 e ——— |
Resignation ~ Coniriudion |
|

ol Annual leaves days left: @ + Total Leaves | DaysoOf.|

Rostered Day Off (Hrs): @ +RDO hours... [ 0 [Termination
| | + Profile Allowance: D
| | +Personal Allowance: D
[01/06/2025 - 12/06/2025 |Days wopay:| | +Estimate wage 3
o 7 —
@ | %[ - Cortabution (% I
| | - Other deduction... m
Note: - Advance: [
- Part Payment: |j|
| | - Loan Balance: jl
End dP'rep?'e " 3 - Guaranty, outstanding@jl
{Resignation) 3 +/-Other Amount €3 |
% Proceed END of employment | [  Impimer| =Total [ o147 | Bt &
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You have to prepare the last payroll like you used to do for a standard payroll (in my case

need to confirm hours worked going into “update time sheet) like every payroll).

1-
2-
3_
not want to pay the severance from Payroll.
4- “Validate” will save the termination payroll.

Payroll will add the remaining Leaves which will be paid from last payroll.
The Severance is added in “Other” and you can delete the amount and the labels if you do

ermination: Last Payroll No: 00000820250612

SULLIVAN Henry

Employee Family Name... | [IDNo [Departmers profileAllowance: | | T - |
SULLIVAN 3| COM | Personal Allowance: | D| [ |'""" 0z 7.7
Start otk o Tu 03 843
¥ art wark on: Premiumelonustomrr| o lweos  s1a
Periad from to (12 days] 030842015 . -
IBack—pay. comections, notice || i || 05 782
[01/06/2025 | [12/06/2025] % Houny _ _ FOE 6T
12 [MbHows % - Adjustments ’ . - Time ]
} ) Update Time Sheet
Total Nb hours period: 76.00 [ Monthly Perinds |[ 7633|100 | [ 24'045“ | ﬂ 402
_ 500 B = so [Su08
HMorihy base: 50060 | 138' 1% | | | 545' Mormal days hours: s Mo 0% 863
Hourly rate Houlyborus+ [ | [ [[1s0 [ I [ Night Hours: l:l Tu 10 2.08
for brs per week: [ || s [ I 0]| Sunday worked hours: l:l We1l 878
[ || 200 [ | [ ] Public: holiday worked hours: l:l Th12 933
Leaves days per year RE e ,—| —| Public holiday paid hours: l:l
Leave owing: + 0690 B Hrs | Gross Base 72.950
Sick leave daps per year. I | I |
Sick leave days left: after: II' |Leaves m| ml m| Leave taker: l:l Paid: -
Daysoffe: [ 13 ipp o 2915 NetBase 70,032
Deducti 0
RO Hours owing: + Allocated: eduction
-Used: 0.00] |Other deductions
-C ted: 0.00
Note: e Part payment (0)
“FIM D' EMPLOI [Démission] Ad 0 0 |Update
* Congés annuels: 19.190408 jours papés vance (0)
*Met arrondi & +2 Loan (0)
‘Wage withholding 0 |
Other (not salary +-) 32071 _] 592,071 pour Indemnités de fin d'emploi
Vnpf_no Payment: [Cash - R 10 9.8 pears ¥ 60,060
M validated w’ :
ﬂ | 'F-_q. [et Total 662.105 =
. Frint Yalidate ! 71711 0 [;D
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1- his avatar is transparent meaning the staff is not active anymore. Any terminated staff
remain in the database
2- To show any terminated previous staff, untick “Active Employee Only” which will show
terminated staff to access any payroll or information.

P Active Employees records (16)

Name:

At ar L

= [

.

Department
Administration
Comercial

iy

ey
Temporay staffs
Warehouse

% SULLIVAN Henry -

~f# BROOKS Wilima - 000007
f* COOPER Benjamin - 000025
FOSTER Amelia - 000006

[ IR Y .
Lna e o

"% suLLVANHeny-000008 | |

Payroll Doc Draft V.1.0

Startup User Guide

= X
Search an First or Show: [] Cther users | Active Employees Crly
Last Name : . Resigned =5 L —
Print L elete | Lonvert
= ! 12/06/20050 Q
New Employment | (1D Nb: Employes Sumame:  [SULLIVAN |
Casual MName: |HEH"II')’ |
Cast{Fall Function: [CENTRE D'APPELS/ VENTE |
SULLIVAMN Henry - 12/06/2025
000008 Departmert:
LA VNPF: [189101 |
_M di
m D Monthly Starting Date: 03/08/2015| 09years 09 months 28
i ) days
siguation 12 Annual Leave per year: Left:
%) Local
Dizmissal ) Bxpat Sick Leave peryear: Left:
- Matemity Leaves:
ﬂ] Acompte
g ™™
Payrolls +...
M Avance Weekly Hours (Base): days/Week:
Payrolls... - ljl Standard daily hours: * 8.00
= Weekiy hours required: [ 44.00|days/Wesk:
Advances... ljl e ! S
Everts. ] Planning allocated to this Employee 4400 :
- LY L] | )5 L) LA
Mema Staff... S 8.00 | 8.00 |Monday 08:00 [12:00 |13:00 |17:00
200 800 Tuesday 08:00 12:00 13:00 17:00
. 200 300 Wednesday 08:00 12:00 13.00 17.00
ort {plus... - .
3] Ewort o) | fay tme star 200 8.00 Thusday  08:00 12:00 13:00 17.00
Search 8.00 B8.00 Frday 08:00 12:00 13:00 17.00
Might time start: 400 400 Saturday 08:00 12:00
&] Sunday
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Case 2: the staff resign at his last payroll (validated)

First need to unvalidate the last payroll (if validated). To do that open the “Update Payroll” and

select the staff
Note the hours and total (you will have to redo the Payroll and should have same values)
Click

“unvalidate”

a

30062025 25 COOFER Benjamin ANZ 3346673 54.915 57200 000 19067
12/06/2025 8 SULLIVAN Henny Cash 70.035 7280 TR 112 7633 13 192
31/05/2025 1 JAMES Carter ANZ 1245678 127.000 65,000 200,000 0.00 150 67
31/05/2025 3 WATSON Emiy ANZ 112345 69.966 25000 98923 14907 1493 16507 20
31/05/2025 4 PARKER Chloe ANZ 211572 52,205 54380 3482 118 5082 35
131/05/2025 5 HAYES Charlotte AN 2223145 38083 20000 60503 17890 1131 19330 160 405
{05205 | 6FOSTER  |Ameia | P:vv:\H Modification No: 0000620250531 FOSTER Amelia
020 / HROOKS Wilima B file Al i m
31/05/2025 3 CRAWFORD Lily profile Allowance. [ Il ‘
3052025 10 WEST Thomas [FosTER |¢[ 6| [com | personalaiowance: [ il ey 652
31/05/2025 11 STEVENS Bla [Amelia | Statwork on T T | Sl 430
2 S0 04
1025 HER | 2\CHAMBERS Sophie Period from to (31 days) 20/12/2022 -
31/05/2025 14 MORGAN Jack I I |Mo05 785
/05205 15 HART Samuel 01/05/2025 | | S1/05/2025] [ Houy P . TR
¢ Update Time Sheet 7 7
31052025 26 TURNER Olva waroperos 13800 Wt P L tsoso L L e L St e st w7 705
31/05/2025 27 REED Daniel Monthy base: 72.453] C el Total working hours: 180.08] 195.00 Th08 807
31/05/2025 28 BENNET Michael 8| Homal days hours 180.08 Fos s0s
Houly ats 380.00] Houly borus +
orh . } ERT [ | L1 0| Might Hous la10 415
o1 his pet e - o 4 woekiy o) MLl ] 9| Sunday workedbous: ] fwdl
1 — 0l | Public hoiday worked hours: Mo12 843
Leaves days per year. - — ] Pl ol pod s 16.00 Mui13 832
[z ] Wetd4 828
Leaveowing  + 1250 [ 16.000 Days His Gross Base 74.727 7:15 =
Sick Inave doys per ear S ) | 3
Sick leave days left [ oo]siter [1] Leaves [ ] [ 0 Leavetsken | |Paid [ | 17 aa0
= fuTe
[ . 2,989]| Net Base 71.738 h‘.w oos
o
[ 1 ERE
RDO Houts owing +hlocated: [ ] 2
— | A
-Conveted [__0.00] .
[ 3000 Fn 7
1 PR [e24 413
fus
L1 Moz 748
- Thas
Vnet_no 156789 Payment -
e 0 730
W Validated SN2 (4356780 — kaa1 400
A | B | [ﬂ [Nel Total 41,738 -
| Print ] Liralidste. ‘ s
18006 0.00

Once unvalidated, you can use the Case 1 as explained on first page of this doc: Select the staff, Click
“resign” or “dismiss” and select the last date of payoll and the app will propose you to have this last
payroll as termination payroll. This is same process.

Payroll Doc Draft V.1.0 Star
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11- Attendance Report

This document introduces the method for obtaining the attendance report.

1- Open the Clocking page

72 PAYROLL & CLOKEY Manager (Springlife® 1396-2025) V:27.64Gy  C:\Payroll-files\CEL\ — *

Files... Administration Payroll Advances... Miscellaneous Reporis. Maintenance Clokey

[Fight buttan for casual]

EXIT ‘i?e“% y
U(SPRINGLIFE

payroll@vatu .com
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2- Select “Statistics” Tab, then the period by the preset or enter start/end date, then “Update”

Bl Clocking Log and Schedules - X
# Import | 2 Individual Time Card |~ Time Log / Period | Statistics Set
F ) g £ RS i o s S G e L
g 1 Ease T am pm of Abs El Ca\cu_\ahons on 2nd period are valid only if nb of clockings matches with
000028 Friday 01 November 2 7779777777779777  (13001200130017008 0 00 2z ﬂi-:ﬂggfs orincomplete days are ignored
D00028 Saturday 02 Navemb: 77727777 03001200 4004 0 00 1 StartDate:  [01/01/2024 [ For users not subjedt to hours
000028 Sunday 03 November 0.000.00 1] o 0 Monday control enly:
000028 Monday 04 Novembe 2772272772992277  08001200130017008 0 0 0 2 EndDate:  [31/12/2024 13 prreses esna i Ay
DO0D28 Tuesday 05 Novembe 77729727772772777  (180071200130017008 0 00 2 7
D00028 Wednesday 06 Nover 2777777972799777  (18001200130017008 0 000 2z
000028 Thursday 07 Nevemb 2772777777772777  (13001200130017008 0 00 2z @, Al
DODD2E Friday 08 November 2 27729727972772777  (1800712007130017008 0 00 2
NNNZR Saturday 18 Novemhe 77777777 NP0 A0nd n 0 0 17| Depatment:
] 01 4
2 -
P i istics, period: 01/01/2024 31122024 . . . . . . . IH ':”p”’"e'J
Nb of . Maxlde  Giobd Average Lae Todle Maclae  Glbd  Average le Totd late
p— & mong DS () e ) ) Mo W) (M) v M) v e W DA
period Istperiod 1stperiod  Tstpened stperiod  Zndpeiod ndperiod  2nd period 2nd pesiod
P 1] i} 0 ] ] 0000001 =
T 139 1 42 4 168 54 1 28 [ 165 000003
T 2 1 k)l 5 15 2 22 Ell 2 7 20 133 000004
W 2 68 5 15 20 300 229 25 58 26 1505 DOODOS
F 2 50 4 12 19 28 40 4 12 20 238 000006
10 78 5 3 3 298 122 16 45 bl 955 000007
F 1 75 5 7 14 a7 57 3 18 Kl 384 DOOD0R
& 2 3 [ 1 3 385 25 7 a2 13 421 D00D0S
B 2 54 12 5 27 631 72 ] 2 17 441 000010
N 2 1 1 1 7 4 28 57 3 13 8 103 000011
K 1 4 3 12 15 180 28 2 3 5 143 000014
F 1 4 2 13 12 152 52 3 17 2 384 000015
I 2 100 5 12 27 331 53 3 2 24 521 DO0025
T 1 24 4 7 5 245 &7 10 k)l 19 598 000026
v 25 20 0 0 0 0 0 0 000028
Close

The punctuality statistics provide data for staff with a planning-only focus.
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12- Wages GL extraction

As of June 2025 (version V27.64 Hi), Payroll includes a Wages General Ledger export feature,
available in both text and Excel formats.

Here's how to access it: first, you need to set your accounting wage codes.

1. Goin Payroll parameters

PAYROLL & CLOKEY Manager (Springlife-IEC® 1996-2025) V:27.64Hi  C\Usershiec\Documents\PAYROLL_LTDY - x

Files. Administration  Payroll  Advances Miscelaneous  Reports  Maintenance  Clokey

PAYROLL LTD

R s

T¥or Fight button for casual and more.

_E- ';l:;dl ‘.ﬂ:.ﬂl departments

TFight button far ¢ susl]

. 8
— 1€ec %Fﬂﬁ‘lBLIFE

contact @iec.vu payroll @vatu com

2. Select GL and add your accounting codes as needed (these codes will be shown in the GL
report)

National and Company Parameters x
pany

Employer [:J [PavROLL LTD | Export (FIC)

i3] - . These 17 below accourts reflect Payroll breakdown amounts

| Company Limited assistant proposed to generate G.L Payroll entrie: S, raosed tles but order must b fallowed.
\T G_L entries GDDD ?alanes and Wages Expense {Gross Payroll)

Law 21 Simpified SRR
| One line for salaries and wages (gross)

Rules One line for each repayment and other deduction
‘ () Extended (breakdown of gross salary)

Schedule One line for salary

One line for each allowance and other gratuities

| One line for sick leaves Acc Nb =
Planning +

Ong ling for annual leaves 5050 —
[— One line for sach repayments and other deductions. pidvances repayments
Mise., 6010 NPF Employer cortribution
‘Fm(— Dale Expoded data stuciure. 2020 Deductions (Housing...)
e Account Nb You can reamange fieids [6020 Diher deductions or cortributions
HITEEE |Account fitle (eolbmrs)orserandmsert ool | e
T Debit fields fmax.4).
I R 2040 fpssignation, direct payment... withheld
mir Creat Payroll entry Rsfemnces T .
—— | \Amount PAY-JAAMMOD] 16090 er +/- [non-salaries)
| Contributions Reference 12010 MPF payable
Memo 12000 Salary & wages payable

Last modffication:  27/06/2025 Company Informations by: Test o QkJ lgansel |§]
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Now to extract wages GL for a period:

3. Click “Print” to print/export reports

s

PAYROLL & CLOKEY Manager (Springlife-IEC® 1996-2025) V:27.64Hi  C:\Users\iec\Documents\PAYROLL_LTDY - X

Files... Administration Payroll Advapnces... Miscelaneous Reports. Majntenance Clokey

a2 10

PAYROLL LTD
= EZ Setup
[ e p—

Iv1 or Right button for casual and mare.

iec Wi

contact@iec vu payroll@vatu.com

4. Select the period (1), tick “Journal per department” (2) then “Preview” (3) — the system will
prepare data from this preview.

Printer: |Uni\rersal Printer - |

Export Folder:  @|C-\Users\iec\AppData\Local\Temp'339\Payroll 27 PE]

) One Payroll date
©) One Payrollperiod € [01/05/20253| > [31/05/2025 "

ay slips Fom & Pint
Payrolls validated Payrolls for casuals [ Only

Payralls not validated [] Mana

FZ  Email
[] Do not show hours in pay slip
Select one department: )
= 1l
GL - r— -
- [ Summary per department | 4| (Bl G.Ledger Q
Summary for selection

lgnore Payrolls w.o [] VNPF Nb [] valid VNPFNb | B
[] Payment : cash [] By Department Rounded by: I:l

[] Payment : cheque

[] Payment : transfer I)ﬁl Diskpay ] Export to: Digk Pay 31-05-2025 ] »

[] Hours breakdown Summary for period [ Without title

[] Contributions [ By Department

[ Joumal per 1D Nb llﬁl E*D‘“*]

[ Joumal period a0

[] Table

[] Gross Tatal per Department and Payroll for period

[] Employee status (@nnual, sickness and matemity leaves) on 31/05/2025 »E
Exit E

Payroll Doc Draft V.1.0

Startup User Guide
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5. Close the preview as this report is just use to pre-calculated amounts.

@ Journal (Gen) 20250401-20250430 - [m]
@ Preview ¥ Print # Annctate O‘ Find -<: Export 100 %%
E Universal Printer ® Color Black and white ® All pages Copies 13

Duplex Current page Collated

v Pages |1-10, 25-30, 35

f=l A4 Landscape

1: Printer properties

) Payroll journal for period from 01/04/2025  To 30/04/2025  PAYROLLLTD VNPF Nb: 111
+ & & & & 3 K
T I P I I O I ) I S P R
o [ T o] 1 [ e o 11 =
Pint  27/06/2025 1,753,309 1235013
4 G.ledger | . . . . .
6. Now button is active, data are ready to be exported into Excel. Click on it.
Printer: |Uni\rersa| Printer - |
Export Folder: @\ Users'iee\AppData\Local\ Temp'339\Payroll 27 @
) One Payroll date
& One Payollpeied <[ 0170472025 > | 30/04/2025/" 4
Pay slips Form & Pnt
Payrolls validated Payrolls for casuals [ Only
= PDE
Payrolls not validated [ ] Managment (0
EZ  Email
[ Do not show hours in pay slip \
Select one department: =
& - | ol
Reports |=Preview| |=  PDF| | Print|
Joumal per department DGLD Summary per department |4} ||l G Ledger]
Details — Summary for selection
1 NPF Monthly sum lgnore Payralls w.o ] VNPF Nb [] vaiid vNPF b ||
[ Payment : cash ] By Department Rounded by: | |
[ Payment : cheque
[ Payment : transfer |)_d&skpay ] Export to: [ Disk Pay 31-05-2025] 411 ol
[] Hours breakdown Summary forperiod ] Without title
[] Contributions ] By Department
[] Joumal per ID Nb | 2l 5@0'1*]
[ Joumal period e
[] Table
[] Gross Total per Department and Payroll for periad
[] Employee status (annual, sickness and matemity leaves) on 30/04/2025
Exit
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Excel should open with Wages GL for the period:

Lizp vy -
Pafte <¥ Format Painter T U~[i~][Sv A~ = E === Merge & Center
Clipboard ~ Font ] Alignment
Al M I Date
A B C D E
1 Date Account Account title Debit Credit
2 20250430 "SDDD Salaries and Wages Expense (Gross Payroll) 2125159 0
3 20250430 G000 Salaries and Wages Expense (Gross Payroll) 63 0
4 20250430 2050 Advances repayments 0 375000
5 20250430 2030 Repayment loans 0 5000
6 20250430 2020 Deductions {Housing...) 0 329278
T 20250430 'G020 Cther deductions or contrbutions 0 35725
8 20250430 'BO0 VNPF Employer contribution 85006 0
9 20250430 2010 VNPF payable o 170013
10 20250430 2000 Salary & wages payable 0 1285213
11

Amount

$ % 9 W@

Number

G
Reference
2125159 PAY-250430

63 PAY-250430
-375000 PAY-250430
-5000 PAY-250430
-329278 PAY-250420
-35725 PAY-250430
85006 PAY-250430
-170013 PAY-250430
1295213 PAY-250430

You can use this report to enter data in your accounting software.

£ Conditional Format as I:l

Formatting ~  Table ~
1] Styles

H
Narrative
Salary/Wages: 01/04/2025 - 30/04/2025
Roundings: 01/04,/2025 - 30/04/2025
Repayment advance salary: 01/04/2025 - 30,/04/2025
Repayment loan: 01/04/2025 - 30/04,2025
Deduction: 01/04/2025 - 30/04/2025
Contribution: 01/04/2025 - 30/04/2025
PAYROLL LTD VNPF Employer: 01/04/2025 - 30/04/2025
PAYROLL LTD Total VNPF: 01/04/2025 - 30/04/2025
PAYROLL LTD Salary and wages payable: 01/04,2025 - 30/04/2025

Note: The Debit/Credit column is used to indicate the nature of the entry when recording
transactions in the journal. We also added an Amount column, where debit values are
positive and credit values are negative. This format allows for easier data import or
interpretation as invoice in accounting systems like Xero, which may use a single "Amount"

column instead of separate debit/credit fields.
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13 — Clockings management

Clocking Time Log for a period — click Clocking from main menu

2 CLOKEY Manager (Springlife® 1996-2024) V:27.64Fb  C:\Payroll-files\VBA\
Administrath i Clokey

VANUATU BASKET

Users |~
i3 Beptert A dpanents
= Payroll depart
[Fiight Button for casual)
= Update

VANUATU-BASKET: 10.78.12.34

>Anomalies found

>2 new clockings [on 446]

Last clockings import on 17/05/2024 at 13:53
Last Clocking read:

Fi. ¥ Payrolls

Advances

2= 11

17/05/2024 13:49
[
EB Clocking Log and Schedules = X
| % import_| 2individual Time Card| ~~Time Log / Period [ o [ Action: Use right mouse button or (2% or [T . or [} .or (NS
Clocking recorded and/or original Clockings [ | Ctihrsonly  Display: |All employees for period ~|By [Name ~] Period
0N z iohl TiDay ~ Dafe Da ot T - F <« Today
001004 NOMLEAS Dick 08:42 06/05/2024 Monday  07:28 1307 1347 16:50 0730120013001630 PV 800 D] T M rm——rm—
001004 NOMLEAS Dick 0740 07/05/2024 Tuesday ~ 07:38 11:59 1301 16:20 0730120013001630 PV 8.00
001004 NOMLEAS Dick 01:10 1233 08/05/2024 Wednesday 0625 11:59 1301 21:10 0730120013001630 PV 800 4P | Lestmonih |-
001004 NOMLEAS Dick 07:34 [DSJ0SIE0RH Thursday  07:53 1251 1329 16:05 0730120013001630 PV 8.00 Foii
001004 NOMLEAS Dick 0755 10/05/2024 Frday 07:36 1159 1259 1631 0730120013001630 PV 800 . @
001004 NOMLEAS Dick 0403 11/05/2024 Satuday 0831 1234 07301130 PV 400 :
001004 NOMLEAS Dick 12/05/2024" Sunday PV 4 ) 17/05-17/05/24
001000 QORIG Allan 00:00 06/05/2024 Monday N I N NI 0730120013001630 PV 800 800 h 2
001000 QORIG Allan 00:00 07/05/2024 Tuesday [Nl M SR ISR 0730120013001630 PV 800 800 Coplte
001000 QORIG Alan 00:00 08/05/2024 Wednesday |t i i ) 0730120013001630 PV 800 800 Ck Missing ful day)
001000 QORIG Allan 00-00 [OS/O5/2094) Thursday o . . . 0730120013001630 PV 800 800
001000 QORIG Allan 00:00 10/05/2024 Friday ) () ] 0730120013001630 PV 800 800 Ck Missing (haf day)
001000 QORIG Alan 00:00 11/05/2024 Saturday | A SR R 07301130 PV 400 400 g e
001000 QORIG Allan 12/05/2024 Sunday PV
001001 SIRI Amos 0758 06/05/2024 Monday 0726 1159 1305 1630 0730120013001630 PV 800 800 Duraton sicty lmt=d g
001001 SIRI Amos 0740 07/05/2024 Tuesday ~ 07:33 1252 1352 16:18 0730120013001630 PV 800 800 Duration ot mited
001001 SIRI Amos 08:16 08/05/2024 Wednesday 0719 1236 13:32 1631 0730120013001630 PV 800 800 For displayed period, individual
001001 SIRI Amos 07:05 [DEMOSIR0RM Thursday  08:00 11:30 1230 16:05 0730120013001630 PV 800 800 rules will be replaced with
001001 SIRI Amos 08:00 10/05/2024 Friday 0730 1238 1338 1630 0730120013001630 PV 800 800 following rules.
001001 SIRI Amos 00:00 11/05/2024 Satuday |l 07301130 PV 400 400 [hpmmm M
001001 SIRI Amos 12/05/2024" Sunday PV [] Complete 172 day
001005 TOKO Edmund 0758 06/05/2024 Monday ~ 07:26 11:59 1301 1626 0730120013001630 PV 8.00
001005 TOKO Edmund 0744 07/05/2024 Tuesday 0732 11:59 1301 16:18 0730120013001630 PV 8.00 No Eady [ ] am[v] pm
001005 TOKO Edmund 01:08 1150 08/05/2024 Wednesday 07:08 11:59 13:01 2108 0730120013001630 PV 8.00 S
001005 TOKO Edmund 07:00 [GEUBSUB02M) Thursday  08:30 1250 1329 16:09 0730120013001630 PV 800 [7] Ck In Rounded by +[0 |
001005 TOKO Edmund 0750 10/05/2024 Friday 07:36 1156 1301 1631 0730120013001630 PV 8.00 ] ckouR by-[0]
001005 TOKO Edmund 0000 11/05/2024 Satuday _._ _.__ 07301130 PV 400 e
001005 TOKO Edmund 12/05/2024 Sunday PV No Late [v] am(v| pm
001009 WILLIAM Rogger 08:05 06/05/2024 Monday ~ 07:26 11:33 1228 1626 0730120013001630 PV 800 el
001009 WILLIAM Rogger 0750 07/05/2024 Tuesday  07:32 11:31 1228 16:19 0730120013001630 PV 8.00 [ Minimum ovemun Mn[ 0]
001009 WILLIAM Rogger 09:12 08/05/2024 Wednesday 0625 11:31 1223 16:35 0730120013001630 PV 800
001003 WILLIAM Rogger 0713 [BSU0SIE0RE) Thursday  08:00 12:35 13:32 16:10 0730120013001630 PV 8.00 L] s Ccn scceptnd
001009 WILLIAM Rogger 07:28 10/05/2024 Friday 07:36 11:30 1248 16:2 0730120013001630 PV 8.00 (] Rexible break #
001009 WILLIAM Rogger 0000 11/052024 Saturday  _:_ _:_ 07301130 PV 400 EEp eyl et
001009 WILLIAM Rogger 12/05/2024" Sunday PV
& Dsoloy otnal Cocking [ | Reload orginal cocking | [ onsummary | G [ e [

This window shows all the users for the period. Shortcut to “Today”, “Last Week” and “Last month”
are accessible. Arrows next to these button are to set previous or next day/week/month. In the

system, a week is starting Mondays.
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You can also enter a specific period with the “from to” dates.

Note: original clocking can always be recovered with a right click on the date and “apply original
clocking”. In individual time card you car see the original clocking and the saved clocking.

The purpose of this window is to manipulate and amend duplicate or missing clocking in order to not
get any error for hours calculation.

You can modify a clocking by double click the clocking to edit/delete.
A righ clic will popup a menu to manipulate rows (insert or delete) and set some other actions:

EB Clocking Log and Schedules
[ # impot_| i@ individual Time Card| ~Time Log / Period | Statistics. | [ sewsl] (N i

Clocking recorded and/or original Clockings [] Ctdhrsonly  Display: !All employees for period v By |Name - i
001000 QORIG Allan 00:00 17/05/2024 Friday el e e | 0730120013001630 PV 8.00
$001001 SIRI Amos 00:00' 17/05/2024 Friday 07/
001003 JAMES Bil 00:00 17/05/2024 Friday 07:
001004 NOMLEAS Dick 00:00 17/05/2024 Friday = Ca Complete missing docking (1/2) and break in the line
SUI0ES | TOMD Extonnc BN 17/05/2024 Friday 074 €5 Complete all missing docking and break in line
001006 MOLISINGI Gransley 00:00 17/05/2024 Friday -
001007 MANUA Irene 00:00 17/05/2024 Friday 08| 4= Apply current rules on this row
001008 JIMMY Reuben 00:00 17/05/2024 Friday 07: Apply original Clocking for selected line (Home) Début/Origine
001003 WILLIAM Rogger 00:00 17/05/2024 Friday 07:
001010 IATIKA Simmy 00:00 17/05/2024 Friday —:| 23 Sickleave day
001011 ABEL Nelly 00:00 17/05/2024 Friday 08:
Annual !
001013 CASUAL Michael 00:00! 17/05/2024 Friday e i
/' Day off (authorized)
W Insert and right shift on current row (Ins) Insére
€ Delete and shift left right cells (Del) Suppr
& Modify line + (NUM)
g Display original Clocking of that day

With this menu you can affect a non-working day as sick leave or annual leave if any.

Missing clockings:

In one click, you can fill up the % day missing clockings (filled up 1x morning and 1x afternoon
clocking if it is missing, with penalty if you need “Duration strikly limited”). This % auto complete is
only working if the user has a schedule, and only if there is 4x clockings a day. You can fill up missing
clockings manually anyway. Auto-complete is not possible for public holiday where you will have to
manually amend clockings if any for public holidays.

Apply rules:

No early clocking am/pm: the incoming time (am and/or pm, you can choose) will amend the
incoming time to fit the planning schedule if there is an early arrival. This is to prevent calculation of
hours in case of early arrival.

Example: if coming at 6h50 and planning start at 7h00, the incoming clocking will be amended to
7h00.
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No late clocking am/pm: the outgoing time (am and/or pm, you can choose) will amend the outgoing
time to fit the planning schedule if there is an late departure. This is to prevent calculation of hours
in case of late departure.

Example: if outgoing clocking is 17h10 and planning is set at 17h00, the outgoing clocking will be
amended to 17h00.

Minimum overrun:

This is to calculate extra hours from outgoing time only from a minimum of extra hours (minutes).
Exmaple: Set Minimum overrun to 30 minutes.

In that case, if outgoing clocking is to 17h10 and planning is set to 17h00, it will have no effect and
will amend the outgoing clocking to 17h00.

If outgoing clocking is to 17h35 and planning is set to 17h00, the outgoing clocking will not change
and remain at 17h35 — Overrun will be approved.

Late CK in accepted:

This is allowing a late arrival.
Example: Set Late CK In accepted to 5 minutes

In that case, if incoming clocking is 7h34 for a planning set to 7h30, the clocking will be recorded as
7h30.

If incoming clocking is 7h36 for a planning set to 7h30, the clocking will not be amended and stay at
7h36.

Clocking Round:

This is rounding clocking to next minutes as malus by minutes specified.
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How to use summary:

JATU-BASKET

o [0 [l (&) ]

0] = O x

Display / Hide columns

Only hours of days without anomaly will be counted. (Clocking series even ).
Incomplete days but coherent (half day) will be counted but indicated in red text. Name or code v
First name or name =+ firstname v
["] Night hours are combined with day hours. Week Hrs 3
(No special rate, [Night] column is hidden) Planning Hrs W
[_] Sunday hours are combined with normal hours. Total Hours ]
(No special rate, [Sunday] column is hidden) Total v
[] Public Holiday hours are combined with nomal hours. Total v
(No special rate, [P.H] column is hidden) *Off hrs paid v
Dvertime hours are calculated every 7 days from first day. +25% Hs v
omplete periods are ignored. +50% Hrs 4
(if disable, calculation is ignored and columns [1.25] and {1.50] are hidden) P.Hol. Hrs I~
Calculation for 25% hours: On m first overtime hours ;‘:LH §
Day Leave I~
Day Sick v

I LB | bobeen v -

The standard is to tick the “overtime hours”, and set overtime as “4”.

For standard company rules which match labor law, keep all settings shown and click ok.
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m Clocking Log and Schedules

# import_| 2 individual Time Card| ~~Time Log / Perod |_Statisics | [ seol] [N 0 Action: Use right mouse button
Clocking summary per employee for period 06/05/2024 - 12/05/2024
¢ ® * Total
W Total Total 5 .
1D Nb&, Name orcode @ First name or name +firstname @, ';fa Planning 1o, e otal Day Hrs O rs 252 Hrs +50% HrsP HDI__HrS Sunday Day PH J;Ja,‘ Day Sick
Irs Hrs worked Night Hrs worked paid worked l-:i:s 4 Leave
worke
ootooo Joorts _____ Man __Jaw|so on | [ 80 | [ | |1 | | |
001001 SIRI Amos 44.00 4400 38.98 38.98 8.00 298 7.08 1
001003 JAMES Bil 4400 4400 31.35 3135 800 1
001004 NOMLEAS Dick 4400 4400 4962 117 4845 800 400 845 757 1
001005 TOKO Edmund 4400 4400 4350 1.13 4237 8.00 400 237 700 1
001006 MOLISINGI Gransley 44.00 4400 0.00 8.00 1
001007 MANUA Irene 4400 4400 2723 2723 8.00 1
001008 JIMMY Reuben 4400 4400 30.62 30,62 800 1
001009 WILLIAM Rogger 4400 4400 3980 39.80 8.00 380 722 1
001010 IATIKA Simmy 4400 4400 3080 30.80 8.00 718 1
001011 ABEL Nelly 4400 4400 17862 17.62 8.00 6.73 1
001013 CASUAL Michael 4400 4400 38.78 3878 800 278 7.13 1

Column explanation:

Week hours is the weekly planning hours that users should make for the week.

Planning hours is the total hours the user should make for the selected period.

Total hours worked is the sum of all worked hours (day + night)

Total Night hours is the sum of hours worked at night (20h00 to 4h00 by default)

Total Day hours worked is the sum of hours worked during day time (4h00 to 20h00 by default)
Off Hours paid is the hours to be paid for a public holiday based on planning for that day

+25% and +50% are extra hours for the period — period should be a multiple of 7 (7, 14,21, 28 days
etc...) Extra hours are weekly calculated.

Public Holiday Hours worked are hours made during a public holiday (this is not included in the Total
Hours worked)

Day Public Holiday is the number of public holiday during the period
Day leave are number of days where users have been set as holidays for the period.

Day sick are number of days where users have been set as sick for the period.

To print the report, export to excel first and print from it.

Note: extra hours are calculated from for regular hours only: night hours worked, public holidays
hours worked and Sunday hours worked have their own bonus and should not be counted as extra
hours
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If Total hours worked have font in RED (like example below), meaning there is a problem in the
clocking for the staff for the period. You can double click the problematic user to jump to the
problematic clocking time log:

i ¢ Clocking Log and Schedules

| # Import_| 2 individual Time Card| ~Time Log / Period |_Statisics | [ sewdl] rite Action: Use right mouse button ¢

Clocking summary per employee for period 16/05/2024 - 16/05/2024

Total
1D Nb9y Name orcode 9 First name or name +firstname "'\:_‘e:k Plaa:-:ng vi%é%d ng:r,tla)!{rs E%;:E:drs 'C;;Grs +25% Hrs +50% Hrspdzieljs Su':::ay Day P.H LE:CE Day Sick "
worked
o000 Jaorig e Jsso0| 00| o000] ( [ o [ | | [ [ [ ||
001001 SIRI Amos 44.00 8.00 0001 0.00
001003 JAMES Bil 400 soo[ 358] 358 000
001004 NOMLEAS Dick 4400 800 000 0.00
001005 TOKO Edmund 4400 800 450 000
001006 MOLISINGI Gransley 4400 800 000 0.00
001007 MANUA Irene 400 800 307 000
001008 JIMMY Reuben 4400 800 643 643 000
001009 WILLIAM Rogger 4400 800 657 657 0.00
001010 IATIKA Simmy 4400 800 000 0.00
001011 ABEL Nelly 4400 s00[ 007 0.00
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