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Solutions and Beyond "

1.0 Executive Summary

This document provides an in-depth understanding on HR Works as a product by detailing out
on the complete functionalities available in HR Works Application covering through — Leave
Processing, Loan Processing, Salary Revision, Payroll Processing, Final Settlement, pluggable
add on like Time and Attendance, and many more.

DLI is operating throughout in Middle East with its Head Quarter located in Dubai. DLI
is specialize into catering to various industries organization need of software with respect to
Payroll and Human Resource related software ranging from Employee Self Service, Time and
Attendance System, Performance Management System, Recruitment Management System and
Training Management System.

HR Works as an application serve the purpose of small through large scale
organization’s Payroll and Human Resource Department need.

HR Works is an application developed on C# technology and are meant to serve the
purpose of HR & Payroll Department’s business process of the organization. The following are
the key capabilities of HR Works.

B==" Leave Processing

B=" Loan Processing

=" Accrual Management

U= Leave Settlement

B==" Time & Attendance ( plug in)
I==" Earning & Deduction

U==" Payroll Management

B==" Salary Revision

= End of Service
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2.0 Business Challenge

3.0

All departments within an organization must prove their value and contributions to the overall
business strategy, and the same is true with HRM. As companies are becoming more
concerned with cutting costs, HRM departments must show the value they add to the
organization through alignment with business objectives. Being able to add value starts with
understanding some of the challenges of businesses and finding ways to reduce a negative
impact on the business. This section will discuss some of the HRM challenges

Technology

Technology has greatly impacted human resources and will continue to do so as new
technology is developed. Through use of technology, many companies have virtual workforces
that perform tasks from nearly all corners of the world. When employees are not located just
down the hall, management of these human resources creates some unique challenges. For
example, technology creates an even greater need to have multicultural or diversity
understanding. Since many people will work with individuals from across the globe, cultural
sensitivity and understanding is the only way to ensure the use of technology results in
increased productivity rather than decreased productivity due to miscommunications.

Payroll Calculation

In computing employees’ hours of work, employers may disregard insignificant amounts of
working time beyond an employee’s normal work schedule.

Calculating Overtime

One of the biggest challenges payroll teams face is calculating overtime. Calculating overtime
requires a series of calculations including regular rate of pay, overtime rate of pay and the
amount of overtime pay due.

Deducting from paychecks

Taxes have never been simple, and paying taxes in the form of payroll deductions is no
exception. There are a few challenges to reporting and deducting taxes appropriately for
today’s payroll department. Some of those include multi-state taxation, anti-wage theft laws
and avoiding accidental over-payments, all of which may be enforced differently in each state.
Paying employees

It’s important to remember that no one payment method is going to make every single
employee happy. The payroll team must be flexible in how they pay employees in a way that is
acceptable to them, as long as it complies with the law and company policies.

Employees have the right to decide if they will be paid by direct deposit or by paper check.
They can also choose how much is deducted from their pay according to how they file their
taxes.

Because taxes, deductions and gifts from the company are all complicated pieces of an
employee’s salary, it’s important they understand how they factor into take-home pay.

Product Description

HR Works is an affordable and feature-rich human resource management solution designed to
meet the needs of any kinds of organizations. It provides an easy to use, intuitive interface for
HR departments, administrators and other users and comes with a set of features which
includes Employee Management, Leave Management, Payroll and Accruals, Final Settlement,
Salary Revision, Extensive coverage on Reporting, pluggable Time & Attendance module and
many more as shown in the fig below :-

(;,:;)
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| Special Seasons ( @
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Fig: A Birds eye view of High Level capabilities of HR Works

Integration with ERP !

Break Permission ( 0.
| .

HR Works is designed to help you in streamlining your employee resources and improve the HR
processes and activities in your organization, by facilitating fast, effective, and accurate HR
Management.

All the functionalities that are available in the system are further arranged in the order
of their relevance — Configuration, Master Data, Transaction Processing and Reports. From a
broad level user perspective this can be used by user in the fashion as depicted through Use
Case Diagram as below:-

H L
o g

Payroll Consultant

- Creation

S - << Uses =

<< Uses ==

~ = —— .
-~ Transaction \1
“._ Processing

<< Uses =

——

Payroll Executive

e ™,
{ i Y
C Reporting P,

Fig: High Level - Use Case Diagram representing organization of functionalities in HR Works

These high level use cases are further explored into its low level to various system use cases as
depicted in the following use cases diagrams :-

DU-IT GROUP
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7 - T << Uses o
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-~ Application ™,
_ Parameters ~

///}:Actuw Form Types ;}
/,-" - T -
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Payroll Consultant
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i ey Settings S
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Y
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Fig: Low Level - Use Case Diagram representing functionalities w.r.t Configuration
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" ™
Special Seasons )

Fig : Low Level - Use Case Diagram representing functionalities w.r.t Master Data Creation
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Fig : Low Level - Use Case Diagram representing functionalities w.r.t Transactions
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i . __gccrual Register .

~

Fig : Low Level - Use Case Diagram representing functionalities w.r.t Leave Related Reports




White Paper — HR Works ('"?

DLUIIT GROUP
Solutions and Beyond "

— -.':gzalary Transfer Detail--s-:

CTC Report

S;Ezl_ry Reg?_s%%r_--___ - (_:__éé_n_k_'rr;s;ar_ %I )
C lﬁ’r Reg:sEE_r Ba nk_'ljra;fe: I:etter
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Fig : Low Level - Use Case Diagram representing functionalities w.r.t Payroll Related Reports
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e Report -
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-\'&'.-..H--'I'ime Card---r--.‘.;‘- \ f Exception Report :/‘.

B4 Late Arrival Report :‘_-
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Payroll executive = Time & Attendanc_e_ 4

Early Departure Reportjil
(" TASCReport ) —
—— o (. feriod Summary REpDI}.",'

- "I{"i;)nthly Time & ™ \
“Attendance Report

(_Muster Roll Report )

Fig : Low Level - Use Case Diagram representing functionalities w.r.t Time and Attendance Report
Each of the above category which are represented through High Level Use Cases are
segregated based on their relevance in the system module wise.

3.1 System Process Flow
The HR Works application functionalities are normally grouped under three sub module viz
Leave Management, Payroll Management and Time & Attendance; and one Administration
10
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Attendance to Payroll Calculation & Final Settlement Process

area which generates system behaviour, master data for application functionalities. Apart from
this the configurable settings are also discussed through this document. These five

components are discussed throughout in this document and the sub module wise transactions
are depicted in the following Swim lane diagram :-

Activity Diagram - Time & Attendance and HR WORKS Application

DU-IT GROUP
Solutions and Beyond "

Access Corkrol & HR Works ( Desktop Application) HR Works Web ( Web Application) D e T
Q Time Round Of -
&
]
v | | Loave Limit schems | || Pay Code Masier | | EmployeeMasier | | | | Daily Rate Policy | | | OT Rass |
Leave Application
i 11.5alary Revaion
Transactions T
4 Personal Data Chang
|* Is Newsoines
L Eami o
AII‘:.':IBI Ilniu:h':;ngllﬂcnl | E::r' I l"“"’"‘m”m}—
Leave Settlement

el

Duty Resumption

Yes [ Won Atendance
Booking
Non Atifndance
Booking Hequired 7
Employee Break
Parmission l

No

+

Manual Manual [ Automatic Automatic

Atlendance Calculation

. [ Automatic Atten dance| 1) Missing In
Attendance Calculation Calculaiion }—F:‘ View Calendar I,":" ing In /

==

= 12) Late Coming
) Overtime. etq

s I Approve Request
Manage v Attengance
Auendance Controling Attendance through Approval
(1) Manage Attendance, or (2) Attendance Approval

Manage Attendance

Attendance Approval

Indemnity Code

Indemaity Scheme

oy

Fnal semement
Report

Y.

Offeycle

OMcyde Payroll of
Regular Payroll 7

‘ Oficyae Payrol |

Process
Payroll

]

Pay Register

e e | [ 222 ] =N

' o I
ot gt FOW |
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3.2 Administration

3.2.1.User Management
3.2.1.1. Roles and Users
Roles and User master screen is to create new Roles & users in the system. Roles typically are the
terms used to identify the user in the system and its role in the system. For example Leave Planner
Approver, Leave Request Approver, HR Manager, Line Manager — Production.

User will have to create role that will ultimately be assigned to a user which will enable user to
use the system based on menu authorization.

Creating Role
Program Access Rights

You can define the access of this user to various component of employee master based on the option
you select here i.e — Add, Modify, Delete, Inquiry / Print. Based on this setting the assigned “Role”
Holder can perform these action on the respective form available in “Common” Folder of the system.

File Toolbars Help

H s x| e

% Administration &« Roles&Wsers % .
User Management 2 | &
£ Roles&iUsers Narme [ Timekeeper |
£ Connected Users All Company Access Rights
System Management 2 All Program Access Rights | -]
All Entity Access Rights =

&¥ Application Parameters
i ) Set Employee Field Access Rights [¥]
B Application Parameters(Multiple Entity
& Card Types
@9 Action Form Types

5. Sort Order Settings

&P Custom Report Designer

1) R Mot Program Access Rights | Entity Access Rights | Data Access Rights | Employee Access Rights
2., Rules Master

@ Approval Workflow Settings || Common

R Alerts Configuration & Employes [ -]
P User Alerts Setup

@ CardMaster I -]
Reports 2

@9 Organization Chart I -]
Custom Reports
= ’ & Sequence Control -
| Employee Hierarchy Report =
Weekly OFf Ty (Select All)
Organization Chart ||| || QP Weekly Off Types
PublicHolidays DAdd
&P Organization Chart Types @ ¥ 7] Modity
RP Entity Managers i P Alerts [F] Delete
..... ) Custom Reparts [T Inquiry/Print
[EL_| Common [ oc |[camest | =
@ e ——
& Payroll Management L] Commen
B2 Leave & Accrual M 1t )
& || [ U=rfRoleList | Timekeeper x (2] -

User: admin

Data Access Rights

You can define the access of a user to various component which forms the foundation of system. For
example, in the below mention screen the Role “Timekeeper” can be assigned with Location,
Nationality, Title / Designation from personal tab from Card Master form.

12
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File Toclbars Help

‘B s Fx e

User Management Al
£ Roles&Users

£ Connected Users

System Management 2

¥ Application Parameters

L Application Parameters{Multiple Entity
& Card Types

@ Action Form Types

%L Sort Order Settings

&P Custom Report Designer

%L Rules Master

(& Approval Workflow Settings
P Alerts Configuration

P User Alerts Setup

Reports P

|=] Custom Reports

Roles&lUsers x

Name

All Company Access Rights
All Pragram Access Rights
Al Entity Access Rights

Timekeeper
]

Set Employee Field Access Rights

Program Access Rights | Entity Access Rights | Data Access Rights | Emplayee Access Rights

'Card Master' Access

All Access [

Personal | Positional =~ Other

-] Employee Hierarchy Report Entity Type Access Right
Organization Chart A (< ! Location [&]
National

&P Organization Chart Types lationality [&]
&P Entity Managers Title/Designation [

= Blood Type &
[£] common
@ Payroll Management
2 Leave & Accrual M ——— I

K& -

UserfRole List | Timekeeper x | [4]

Employee Access Rights

You can define the access of this user to various component of employee master based on the option
you select here i.e. - Edit, View, Hide. Based on this setting the assigned “Role” Holder can Edit, View

and Hide the field level details of Employee Master.

File Toolbars Help

B s Bx e

User Management A
25 Roles@Users
£ Connected Users

]

System Management 2

¥ Application Parameters
£ Application Parameters(Multiple Entity
& Card Types
YP
P Action Form Types
yp
%L Sort Order Settings
&P Custom Report Designer
%L Rules Master
Approval Workflow Settings
pp g

&P Alerts Configuration

9
P User Alerts Setup

Reports P

|| Custom Reports
=) Employee Hierarchy Report

Organization Chart a |

&P Organization Chart Types
P Entity Managers

2| commen
& payroli Manzgement

2 Leave & Accruai M

Roles&sers x |

Name

All Company Access Rights
All Program Access Rights
Al Entity Access Rights

Timekeeper
]

Set Employee Field Access Rights

Program Access Rights | Entity Access Rights | Data Access Rights | Employes Access Rights

Employes Details Header

Hire Date |

Name M
Date of Birth -

Separation Date | Edit
View
Hide

Phato

Employee Ficlds | Personal Data | Position Details | Parameters | Salary Details | Payment Details | Personal Records

Line Manager

Description Value
v Email
OT Applicable

PEE

User/Role List

iyappan )(| Timekeeper x | [4]

User: admin

Creating User

Once the role is created in the system, user can be defined and this role can be assigned to him as

shown below:-

Role Access Rights

Once the role is created in the system, user can be defined and this role can be assigned to him as

shown below:-
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File Toclbars Help
@9 Fx @@

% Administration
User Management N

% Roles@iUsers Name [hopean ]
5 Connected Users Passward [eeeesaseass |
System Management 2 Assigned To 000001 .

Roles8ilUsers x

S

£¥ Application Parameters All Company Access Rights
£F Application Parameters(Multiple Entity All Pragram Access Rights Add:Modify:Deletelnqu ~
& Card Types All Entity Access Rights =
&P Action Form Types Set Emplayee Field Access Rights

%L Sort Order Settings

P Custom Report Designer

2, Rules M Role Access Rights | Entity Access Rights. ‘ Data Access Rights  Employee Access Rights
2. Rules Master
(3 Approval Workflow Settings ke dlcudcces
)

R Alerts Configuration Spprover) g

HR Data ent
&P User Alerts Setup ata entery

Payroll for worker-o [}

A
Beports s-staff-payroll @]
|| Custom Reports appoval-2 ]
|-] Employes Hierarchy Report Timekeeper o
Organization Chart 2 |- T-Admin @]
@9 Organization Chart Types
&P Entity Managers
-
Commen
@ Payroll Management
= Leave & Accrual Management
UserfRole List | Timekeeper x ‘ iyappan x ]

User: admin

Entity Access Rights

Entity access right tab enables the assignment of entity from position entity tab to this user as shown
below:-

@ HR Works - Demo Company B X
File Toolbars Help

W9 DX PEg

% Administration | Roles(Users x .

User Management =
Name | Approver

A

& Roles&Users

& Connected Users

System Managemerit All Company Access Rights

&£ Application Parameters = All Program Access Rights W
£ Application Parameters(Multiple Entity) All Entity Access Rights

@ Card Types Set Employee Field Access Rights

& Action Form Types Set Employee Access Rights

2l Sort Order Settings L
, Custom Report Designer [ Entity Access Rights | Data Access Rights
¢JL Rules Master - :

Entity Type Entity Type Access Rig... * Selected Values

P Alerts Configuration et

» Department Select
& User Alerts Setup Designation Select
@ Email Settings Grade Select
& EmailTemplate Project Select
| Report Template Design
Settings

L 1 000 Settinas
< T}

|| Common

s Payroll Management

E Leave & Accrual Management

@?‘ %] G & l_J % - User/Role List | Approver x L[i v

User. dii

Data Access Rights

One can assign master level data access to the user in subject for the following level master — Card
Master, Action Form and Custom Reports.
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File Tooclbars Help

iH 9 Fx eE

| Common

& Employee

® Card Master

&P Organization Chart
@ Sequence Control
P Weekly OFf Types
R Public Holidays
P Alerts

|=-] Custom Reports

Roles&Users > | Card Mester * |

Name iyappan
Password cessssssnes
Assigned To 000001 -

All Company Access Rights

All Program Access Rights Add:ModifyDeletelnqu =

All Entity Access Rights =
Set Employee Field Access Rights

Role Access Rights | Entity Access Rights | Data Access Rights | Employee Access Rights

Common
& Payroll Management

I Leave & Accrual Management

Employes List

| eave Anslication Form

Action Form Type Access Right
Position Change -
Personal Data Change -
Employee Separation -
Salary Revision -
# New Joiner -
[ iSelect Al
7] add
"Custom Reports’ Access [ Mocify
Al Access[] [0 Delete
[] spprove
» AP;L[CATION FOR RELEASE OF P. ] Inquiny/Prnt
Employee Details

a
I

KE& -

User/Role List | Timekeeper | iyappan x | (4]

Employee Access Rights

Just like role, for user also, you can define the access of this user to various component of employee
master based on the option you select here i.e. - Edit, View, Hide. Based on this setting the assigned
“Role” Holder can Edit, View and Hide the field level details of Employee Master.

File Toolbars Help

B e Plx e

|| Commen

£ Employee

@ Card Master

@ Organization Chart
& Sequence Control
P Weekly Off Types
&P Public Holidays
P Alerts

|| Custom Reports

|| Common

@ Payroll Management

B Leave & Accrual b

Roles&Users * | Card Master |

Name
Password

Assigned To

All Company Access Rights
All Program Access Rights
All Entity Access Rights

iyappan
ssssssssses
000001 M

Add:ModifyDeletelnqu ~
B

Set Employee Field Access Rights

Employee Details Header

Name -
Date of Birth -
Hire Date -
SepartionDate[vim 7]
oo [

Role Access Rights | Entity Access Rights | Data Access Rights | Employee Access Rights

Employee Fields | Personal Data | Position Details | Parameters | Salary Details | Payment Details | Personal Records

Line Manager

Description Value
» || Email
OT Applicable

KES -

User/Role List | Timekesper ><| iyappan x | 2]

User: admin

3.2.1.2. Connected Users

At any point of time, one can see how many user are connected in the system by the form in HR

Works > Administration > Connected Users
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File Toolbars Help
H9 xBEE

%Mm\mstraﬁon & | | Connected Users x

UserCode IP Address Machine Name Login DateTime

]

User Management 2

janeesh

4 Roles&Users :
sdmin 1921681142 NTBK-10 13/11/14 4:22:56 PM

£ Connected Users

System Management A

B Application Parameters

L Application Parameters{Multiple Entity
& Card Types

P Action Form Types

2., Sort Order Settings

@ Custom Report Designer

/L Rules Master

(& Approval Workflow Settings
&P Alerts Configuration
P User Alerts Setup

Reports P

| Custom Reports

] Employee Hierarchy Report

Organization Chart a [

&P Organization Chart Types
&P Entity Managers

[Z] Common

&
B payrolt Management

2 Leave & Accrual Management

HWE & -

User: admin

3.2.2.System Management

3.2.2.1. Application Parameters

Application parameter is the central part of the system which controls the configurable master
behavior and place of configuration and the system behavior as a whole by assigning value to the
system parameters at the following undermentioned levels. These system parameters can be called
upon in the system by activating it in the database.

3.2.2.2. Card Types
Card Type is master screen used by the administrator to create system field details which could be
used in various functionalities across the system.

It comprise of 5 tab — Personal Entity, Positional Entity, Other Cards, User Defines and Personal

Records. The field created in respective tab could be publish in employee master (with settings through
application parameter) under the same tab heading.A prototype screen is shown below:-
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File Toolbars Help

B3PxBE

4 adminstration <« | | Application Parameters | Sequence Control | Card Master * | User Defined Accruals | Employee * | Card Types * |
User Management 2 (=] Desaription Mandatory Is Code Required Show In Report Filter
& Roles&iUsers » Location
£ Connected Users Natienality
Syvtem Management = Title/Designation
Blood T
&8 Application Parameters L2
£ Application Parameters(Multiple Entity
& Card Types
&P Action Form Types
P
£1L Sort Order Settings 1
@9 Custom Report Designer 1
£10 Rules Master
() Approval Workflow Settings
®P Alerts Configuration
User Alerts Set
&P User Alerts Setup ~Loeation
Repors £ Description Data Type Mandatary
|] Custom Reports.
] Employee Hierarchy Report
Organization Chart 2 [
&P Organization Chart Types
QP Entity Managers
Common
S Payroll Management
B2 Leave & Accrual Management
@ & = ||| Personal Entity | Positional Entity | Other Cards | User Defined | Personal Records
ker: ackmin
Fig : Field created in Personal Entity Tab
File Toolbars Help
|5 A x| @
Commen <« | | card Types x | Employee * | Application Parameters % | Card Master x
8 Employee Description Mandatory Is Code Required Have Data Security Show In Report Filter
® Card Master + Add New Record..
@P Organization Chart » Department
g P
& Sequence Control Company
&P Weekly Off Types Sub-Department
&P Public Holidays Section
@ Herts Job Group
|] Custom Reports HobiGlas
Cost Category
OT Category
Staff Categary
Cost Centre
Parameters - Department
Description Data Type Mandatory
* Add New Record..
b Department Head Employee(This Company)

_Jtommon
@ Payroll Management

I Leave & Accrual Management

% @ & - Personal Entity | Positional Entity | Other Cards | User Defined | Personal Records

User: admin.

Fig : Field created in Positional Entity Tab
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B sFPlx @

32} Other Card

A

Card Types | Employee » | Application Parameters * | Card Master *

Gir
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8 Employse

% Card Master

&P Organization Chart
(# sequence Contral
&P Weekly OFf Types
&P Public Holidays
&P Alerts

|2 Custom Reports.

Description Is Code Required

Type of Final Settlement
Payment Mode

Bank Code

Card Type

Destination

Documents
Grade
Probation

Qualifications

Relationship
Ticket Class
Time Types =
Parameters - Bank Code
Description Data Type Mandatary
3
v Account No String - Employes
Bank Account No. String - Entity
Agent ID/Routing code String - Entity
Emplayer Unique ID String - Entity
Employee personal No (MOL No) String - Employes
S Payroll Management
2. Leave & Accrual Management
% @ & - || | Personal Entity | Positional Entity | Other Cards | User Defined | Personal Records -
User: admin
Fig : Field created in Other Cards Tab
File Toolsars Help
3 Fx BEE
« || CardTypes * | Employes > | Application Parameters * | Card Master
& Employee Description
P
# Card Master *
&P Crganization Chart » Employee Fields
g ploy
@ sequence Control
&P Weekly OFf Types
P Public Holidays
P Alerts
|| Custom Reports
Parameters - Employee Fields
Description Data Type Mandatory
’ Email String
OT Applicable Baal
Marital Status Marital Status
Religion Code Religion
Sponser Spansar
Line Manager Employee(This Company)
@ Payroll Management
B Leave & Accrual Management

PR

| Personal Entity | Positional Entity | Other Cards | User Defined | Personal Records

User: admin

Fig : Field created in User Defined Tab
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File Toclbars Help

g s Flx g@

&P Weekly Off Types
&P Public Holidays
P Alerts

|| Custom Reports

Telephone Number
Passport
Dependents

ERM Documents

[ Common « | | Card Types x | Employee | Application Parameters | Card Master *

£ Employee Description

@ Card Master . A
@ Crganization Chart b Address

(# Sequence Control UAE Documents

Parameters - Address

Description Data Type Mandatory
+ [% ] Addresslinel String
["= ] Addressline2 String (]
[%] Addressline3 String (=}
[ %] Addressline4 String (]
| Common
& Payroll Management
B teave & Accrual Management
KOS - | Personal Entity | Positional Entity | Other Cards | User Defined | Personal Records -

User: admin

Fig : Field created in Personal Records Tab

3.2.2.3. Action Form Types
The HR Works Action Form Type feature allows you to set up predefined actions and to create forms
that will be used to enter the required data while performing those actions. When you create a new

Action form, you can add the fields that you require in the form. You can also link the action forms to
any of the HR Works modules such as Payroll.

File Toolbars Help

H 9 DX EE

User Management 2y el
£ Roles&Users
£ Connected Users

System Management A

£ Application Parameters

B Application Parameters(Multiple Entity
Card Types

&Y Action Form Types

%L Sort Order Settings

&P Custom Report Designer

%L Rules Master

(D Approval Workflow Settings

P Alerts Configuration

QP User Alerts Setup

Reports P

Action Form Types *

DU-IT GROUP
Solutions and Beyond "

Description

Action Form Categories Sequence Control

+ Position Change
Personal Data Change
Employee Separation
Salary Revision

New Joiner

Positional Entity Change Position Change Action Form

Personal Entity Change Action Form
Employee Seperation Position Change Action Form
Salary Change Action Form

New Employee Action Form

Positional Entities - Position Change

Entity

|=] Custom Reports
| Employee Hierarchy Report

Organization Chart N

&P Organization Chart Types
&P Entity Managers

[E_] Common

@ Payroll Management

= Leave & Accrual Management

#E & -

Select
¢ Department
Company
Sub-Department
Section
Job Group
Job Class
Cost Category
OT Category
Staff Category
Cost Centre

User: admin

3.2.2.4. Sort Order Settings
It helps in arranging the order of the fields that appear in the employee master
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3.2.2.5. Approval Workflow Settings

This option helps in defining the approval workflow for one or all the employee in the company. For
this, one need to define entities first in card types and card master and need to set its value as either
“employee (all companies)” or “employee (this company)” based on this setting user can define
workflow . A sample workflow ALWFO1 has been created as below:-

File Toclbars Help

e RxBEE

% Administration «

Action Form Types * | Card Types * | Custom Report Designer * = Approval Workflow Settings *

& Roles@iUsers
£ Connected Users

System Management 2

¥ Application Parameters
£ Application Parameters(Multiple Entity
& Card Types
P
RP Action Form Types
P

%L Sort Order Settings
&P Custom Report Designer
2., Rules Master
(&) Approval Workflow Settings
RP Alerts Configuration

g
&P User Alerts Setup

User Management A2

Workflow Code

Description

» ALWFO1

Annual Leave Work Flow 01 [ALWF01]

Reports N

Approval Autharity

| Custom Reports
-] Employee Hierarchy Report

&P Organization Chart Types
&P Entity Managers

Organization Chart 2 |

[E__] Commen

Q Payroll Management

2 Leave & Accrual Management

HES -

-, Line Manager
*_| Department Head
% || Section Head
% | HR Manager

Get Approval Authorities

User: admin

3.2.2.6. Alerts Configuration
HR Works has a provision of setting alerts based on a document type expiry.

File Toclbars Help

9 RAxEE

P4 Administration 4

Action Form Types * | Card Types * | Custom Report Designer * | Approval Workflow Settings * | Alerts Configuration * | User Alerts Setup * -

£ Roles&iUsers
£ Connected Users

System Management 2

L Application Parameters

£ Application Parameters(Multiple Entity
& Card Types

@ Action Form Types

5. Sort Order Settings

&P Custom Report Designer

%L Rules Master

(@ Approval Workflow Settings
&P Alerts Configuration

R User Alerts Setup

User Management N

Alert Description

Active Alert Method Alert Frequency

» Alert for Payroll Pracessing

Alerts Configuration Details

Reports P

Personal Record Field Name

Alert For Alert Notification Days

| Custom Reports
| Employee Hierarchy Report

Organization Chart N

&P Organization Chart Types
&P Entity Managers

[E_] cCommon

@ Payroll Management

= Leave & Accrual Management

HE & -

» UAE Documents

User: admin

3.2.2.7. User Alerts Setup
In this screen, one can link the user alert defined in the previous section to the user created in the

system.
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(@ SFx e @
% Administration 4 | | Action Form Types * | Card Types * | Custom Report Designer * | Approval Workflow Settings * | Alerts Configuration * | User Alerts Setup -
User Management &[] | Name S Slerts
£ Roles@iUsers (= : Roles
£b Connected Users Approver Active
System Managemen P | E 2 0ot ey | e 5 |
£+ Application Parameters Payroll for worker-o Active
£# Application Parameters(Multiple Entity S-Sy L2
& Card Types appoval-2 Active
R Action Form Types Ti’"e"efpe' Active
21.. Sort Order Settings 1 [T-Admin Active
&P Custom Repart Designer 1 ) Users
21L Rules Master admin Active Alert for Payroll Processi...
(& Approval Workflow Settings iyappan Active
&P Alerts Configuration janeesh Active
&P User Alerts Setup aileen Active
Reports 2 ibrahim Active
[ Custom Reports gilie Active
[E9 Employee Hierarchy Report Lt Active
Waileng Active

Organization Chart =y ibrahim-2 Active
@Y Organization Chart Types T Active
R Entity Managers B janeeshl Active

----- maureen Active
Common mel Active
@ Payroll Management
= Leave & Accrual Management

U;sr". admin

3.2.3.Reports
3.2.3.1. Employee Hierarchy Report

It shows the relation between employee and its approver labeled with Entity Title. A sample is shown

below:-
File Toolbars Help

w2 EE

% Administration «

User Management £y e
£ Roles&Users

£ Connected Users

System Management S

£ Application Parameters
B Application Parameters(Multiple Entity
& Card Types
yp
&P Action Form Types
P
2.} Sort Order Settings
B g
&P Custom Report Designer
%L Rules Master
Approval Workflow Settings
pp g
&P Alerts Configuration
g
QP User Alerts Setup
Reports S

|| Custom Reports
|| Employee Hierarchy Report
Organization Chart 2 |-

&P Organization Chart Types
&P Entity Managers

@ Payroll Management

= Leave & Accrual Management

Action Form Types * | Card Types * | Custom Report Designer * | Approval Workflow Settings * | Alerts Cor

| Employes Hiersrchy Report |

-
Report Options \ criteria Selection  Selected Values |
Workflow Type | ALWFOL > Employee Code Al ada |[ Epreview |
ShowGroupPanel

Employes Code  Employes Name | Approval Label Appr Auth Code
+ 000001 Veli Matti Johanne... Line Manager g

000001 Veli Matti Johanne...  Department Head 000005

000001 Veli Matti Johanne... ' Section Head

000001 Veli Matti Johanne...  Employee 000866

000002 Henrik Bondrup Je... | Line Manager

000002 Henrik Bondrup Je.. Department Head 000005

000002 Henrik Bondrup Je.. Section Head

000002 Henrik Bondrup Je.. Employee 000866

000005 WMoosa Shah Bash... | Line Manager

000005 WMoosa Shah Bash.. Department Head 000002

000005 WMoosa Shah Bash...  Section Head 000033

000005 Moosa Shah Bash... Employes 000866

000006 Wylene Atienza Ma... Line Manager

000006 Wylene Atienza Ma... Department Head

NONNOE Mylene Atienza Ma...  Sectinn Head

|

User: admin
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3.2.4.Transactions

3.2.4.1. Leave Cancellation

Leave cancellation is a facility available in HR Works for all those cases wherein leave in requested by
employee, approved by manager and has been frozen to be edited by normal employee. In this case,
this transaction right resides with manager and manager would be able to cancel the leave at any point
of time.

File Toolbars Help

SFl= ®

%Mmim;t,mim « | | Entity Managers * | Leave Cancellation |
o

System Management e I Statws [Open |
£ Application Parameters Date | 23/11/14 - [ Submit |

| Custom Reports
|- Employes Hierarchy Repart

Organization Chart 2

&P Organization Chart Types

P Entity Managers

Transactions 2
&P Leave Cancellation

&P Earning Deduction Cancellation -

Common

¥ Application Parameters(Multiple Entity | | | Remarks | |
& cordTypes [ Vore elecion |
jore Selection
&P Action Form Types
211 Sort Order Settings [ |Employee Code | Name Leave Applicati... | Leave Type | From Date  |Leave Days |ToDate | Retum Date Remarks
& Custor Report Designer v [ 000002 Henrik Bondrup Jensen  LV-000176 AL 15/12/13 11251213 26/12/13 B
310 Rulles Master [ oo0oos Mylene Atienza Manalo  LV-000176 AL 26/12/13 126712713 271213
@ Approval Workflow Settings 21 000005 Mylegr—= 105/01/14  06/01/14
& Alerts Confguretion [T 000008 Mylen | Leave Cancellation Reason 5 17013 18/10/13
] 000006 Myle: —_— 26 20/05/14

&P User Alerts Setup "1 Cancellation Date: [2z/11112 -

= [ ooooos Mylel 25 24/04/14  25/04/14
Eepors 3 ] oooolo Arum| Cancellation Reason official meeting| 5 20034 210314
|| Custom Reports ] oooolo Arum o —— 6 10/03/14  11/03/14

; neel
|| Employee Hierarchy Report 1 ooo010 Arond 5 213 221113
Organization Chart & [ oo0010 Arumugam ATUmUGET or TSN 2 16712713 171213
&P Organization Chart Types [ ooo011 Latheesh Cheroota LV-000176 AL 10/12/13 110712113 11213
&P Entity Managers [ oooo11 Latheesh Cheroota LV-000214 a 26/03/14 1 26/0314  27/03/14
Transactions 2 [ o00011 Latheesh Cheroota LV-000223 o 11/05/14 11210514 22/05/14
@ ——— [ oooo11 Latheesh Cheroota 1V-000223 AL 22/05/14 37 27/0614 |
& Eamning Deduction Cancellation -
5] Common
@ Payroll Management
) Leave & Accrual Management
Leave Cancellation List | New Record x | ]
File Toolbars Help
| [ < | & &
94 admiistasion <« | [ entity Managers * | Leave Cancellation x | -
= -
e — N T smws [Open |
£¥ Application Parameters Date | 23/11/14 N ‘ Submit ‘
£ Application Parameters{Multiple Entit [—| | | Remarks | |
& Card Types -
& action Form T Batch Entries | More Selection -
ion Form Types
21, Sort Order Settings Group By Leave Application Bateh No |
@ Custom Report Designer Employ... *  Name Leave Code |From Date | LeaveDays |ToDate | Return Date Remarks
5L, Rules Master K
. 2 Leave Application Batch No: LV-000176

(&) Approval Workflow Settings
& Alets Configuration 000002 Henrik Bondru.. | AL 15/12/13 11]25/1213 | 26/12/13 official m...
&P User Alerts Setup
Reports 2|7

@ Payroll Management

= Leave & Accrual Management

Leave Cancellation List | New Record 3 | [ ] -

User: admin
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3.2.4.2. Earning Deduction Cancellation

Once an earning and deduction batch is created and frozen, it may not be edited by a normal
employee, however in rarest case a Manager (Payroll Manager) may reserve the right to cancel the

earning and deduction batch. This can be done as shown below:-

File Toolbars Help

DU-IT GROUP
Solutions and Beyond "

S |F = B E
% Admiistration <« | | Eaming Deduction Cancellation x |
= -
System Management A Batch No Status | Open
£+ Application Parameters Date | 23/11/14 N [ Submit |
£ Application Parameters(Multiple Entit [—( | | Remarks |
& Card Types [ ore setecton |
More Selection
P Action Form Types
21, Sort Order Settings ] |Employ... = | Name Batch No PayCode | Cumency | Amount Remarks
&9 Custom Report Designer [ 001075  Kunal Parsb  ED-00207 E-AT AED 100
211 Rules Master [ 001075  Kunal Parsb  ED-00207 D-TD AED 200
(@ Approval Workflow Settings » [ |001075 Kunal Parab
R Alerts Configuration Canczllation Rezson
P User Alerts Setup Cancellation Date:  |23/11/14
Reports k3 Cancellation Reason{| revised carning|
|| Custom Reports
|| Employee Hierarchy Report Ok Cancel
Organization Chart &
&P Organization Chart Types
&P Entity Managers
Transactions S
&P Leave Cancellation
@9 Eaming Deduction Cancellation El
Common
@ Payroll Management
= Leave & Accrual Management
Eaming Deduction Cancellation List | Mew Record x | [ ]
User: admin
File Toolbars Help
|3 & = @ E
% Administration « | | €aming Deguction Cancellation * |
= -
System Management 2 Batch No Status | Open
£+ Application Paramaters Date | 23/11/14 N [ Submit |
£ Application Parameters(Multiple Entity |—| | | Remarks [ |
& Card Types
@ Acti pr . Batch Entries | More Selection
ion Form Types
£1L Sort Order Settings Group By| Paycode wise -]
&P Custom Report Designer Employ... + | Name Batch No Currency | Amount Remarks
%L Rules Master [ g
=) PayCode: E-80
(@ Approval Workflow Settings @vEods
&P Alerts Configurat [ oo107s Kunal Parab ED-00207 AED 500  revised e...
erts Configuration
P User Alerts Setup
Reports 2 7

|2 Custom Reports
|| Employee Hierarchy Report

Organization Chart N

&P Organization Chart Types
P Entity Managers

Transactions E
P Leave Cancellation
&Y Earning Deduction Cancellation =

Common

& payroll Mansgement
= Leave & Accrual Management

Earning Deduction Cancellation List | New Record x | []

User: admin
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3.3 Common

3.2.1. Master Data
3.3.1.1. Employee Master

Employee Master is used to capture employee information. The information collected are

encapsulated under the following tab:-
Employee Fields

File Toolbars Help

B IR L O

DU-IT GROUP
Solutions and Beyond "

|| Custom Reports

||| Common < || Employee x|

£ Employee ———

@ Cord Mast Employee Code EMPOOL

ard Master

&P Organization Chart Name Mr. Hesam rahi Muhammad

i Sequence Control Date of Birth 01/08/90 Age 24 Years 120 Days
P Weekly Off Types
&P Public Holidays Hire Date 01/09/14
P Alerts

Employee Fields | Personal Data | Position Details

Parameters | Salary Details | Payment Details | Personal Records

Commen

@ Payroll Management

B Leave & Accrual Management

Employment History
Description Value
» | Email hesam@email.com
OT Applicable Yes
Line Manager Veli Matti Johannes Mikkola - 000001
Marital Status. Married
Religion Code Muslim
Sponsor

Pretech Contracting LLC

KE& -

Employee List | EMPOO01 - Hesam rahi Muhammad

User: admin

Personal Data

File Toolbars Help
B9 2= BrE

E_;] Common «

Employee x |

& Employee

@ Card Master

& Organization Chart
@ Sequence Control ’
&P Weekly Off Types P
&P Public Holidays
&P Alerts

| Custom Reports

Employee Code

Date of Birth

Hire Date

EMP001

Mr. Hesam rahi Muhammad
01/08/90 Age 24 Years 120 Days
01/09/14

Employee Fields | Personal Data | Position Details

Parameters | Salary Details | Payment Details | Personal Records | Employment History |

E_:] Common
$ Payroll Management

B Leave & Accrual Management

Description Value

» Location Camp
Nationality Emirati
Title/Designation Financial Controller
Blood Type B Negative Blood Type

KE & -

| Employe= List | EMPOO - Hesam rahi Muhammad x

User: admin
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Position Details
File Toolbars Help

de @ xEE

« | | Employee x

& Employee
@ Card Mast Employee Code EMPOOL
ard Master
&P Organization Chart Name Mr. Hesam rahi Muhammad
i Sequence Control Date of Birth 01/08/90 Age 24 Years 120 Days
P Weekly Off Types
& Public Holidays Hire Date 01/09/14
@P Alerts

[£] Custom Reports

Employee Fields | Personal Data | Position Details | Parameters | Salary Details | Payment Details | Personal Records | Employment History

Description Value
+ Department Finance

Company Pretech Contracting LLC

Cost Category COS/NON FACTORY

Cost Centre Shop Flaor - Cost Centre

Job Class Management [

Jab Group Senior Management

OT Category Fixed Rate

Section Batching Plant

Staff Category Staff

Sub-Department Finance

& payroll Management
& Leave & Accrual Management

% @ & ||| Employee List | EMPODL - Hesam rahi Muhammad -

Uj_ef: admin

2VZ) parameters

File Toolbars Help

3P xBE
[5_| Common « | | Employee * ‘ ~
£ Employee.

Employee Code EMPO01

® Card Master
&P Organization Chart Name Mr. Hesam rahi Muhammad
@ sequence Control Date of Birth 01/08/90 Age 24 Years 120 Days
@ Weekly Off Types
& Pusiic Holdays Hire Date 01/09/14
@P Alerts

|| Custom Reports

Employee Fields | Personal Data | Position Details | Parameters | Salary Details | Payment Detsils | Personal Records | Employment History

Description Value Default Value

Sehemes for Password Protection in Payslip

Ticket Destination None
Weekly OFF Type FRI-SAT

Ticket Frequency Yearly

Vacation Scheme AV - Annual Vacation Scheme

@ Payroll Management
T Leave & Accrual Management

% @ & | | Employes List | EMPOO1 - Hesam rahi Muhammad -

User: admin

Salary Details
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File Toolbars Help

B AR AN N O

Common < | | Employee *

8 Employee
Employee Code

@ Card Master R
&P Organization Chart Name
(@ sequence Control Date of Birth
R Weekly Off Types
&P Public Holidays HEeDete
R Alerts

|2] Custom Reports

EMP001

Mr. Hesam rahi Muhammad

01/08/90

01/09/14

Age 24 Years 120 Days

Employee Fields | Personal Data | Position Details

Parameters | Salary Details | Payment Details

Personal Records | Employment History

S Payroll Management

B Leave & Accrual Management

Value Pay Type Cumency | Pay Amount
Basic Monthly Amount AED 4,000.00
Housing Monthly Amount AED 1,000.00

Total Salary (AED) : 5,000.00

% @ & | | Empioyesist

EMPOOL - Hesam rahi Muhammad x

User: admin
Pt

Payment Details

File Toolbars Help

H S Ax EE

EMPOO1
Mr. Hesam rahi Muhammad
01/08/90

01/09/14

Age 24 Vears 120 Days

Parameters | Salary Details | Payment Details

Personal Recordls | Employment History

Common <« | | Employee *
£ Employee
& Cord Master Employee Code
& Organization Chart Name
@ Sequence Control e
&P Weekly OFf Types
&P public Holidays Hie Data)
R Alerts
|] Custom Reports
Employee Fields | Personal Data | Position Details
Description

Value

Payment Bank

@ Payroll Management

& Leave & Accrual Management

» Payment Mode
Employee Bank

% @ & || | EmployeeList | EMPOOL - Hesam rahi Muhammad x

User: admin

Personal Records
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File Toolbars Help

B 2RIl LN O]

[ Common « | | Employee = | .
£ Employee
Employee Code EMPO01
@ Card Master
&P Organization Chart Name Mr. Hesam rahi Muhammad
& sequence Control Date of Birth 01/08/90 Age 24 Vears 121 Days

Weekly OFf Types S

y OFf Typ:

&P Public Holidays Hire Date 01/09/14
P Merts

Custom Reports.
o

Employee Fields | Personal Deta | Position Details | Parsmeters | Salary Details | Payment Details | Personsl Records | Employment History

Address y
UAE Documents

(=) Residence visa

Document Type Residence visa
Dependents Document No. 6745

E SaEeE Expiry Date 20/08/16
asspods Issue Date 04/02114

Telephone Number

|| Common
& payroll Management
T Leave & Accruol Management

% @ & || | Employes list | eMPODI - Hesom rahi Muhammad -

User: admin

Employment History

File Toolbars Help

@ e P BE

|| commen « | | employee x| i
& Employee

© Cord Master Employee Code EMPOOL

&P Organization Chart m Name Mr. Hesam rahi Muhammad

& sequence Contrel Date of Birth 01/08/90 Age 24 Vears 121 Days

&P Weekly Off Types
& Fubiic Holdays Hire Date 01/09/14
@ Alerts

|| Custom Reparts

Employee Fields | Personal Data | Position Details | Parameters | Salary Details | Payment Details | Personal Records | Employment History

Effective Date Value
| ©:Company i
01/09/14 Pretech Contracting LLC
01/09/14 Pretech Contracting LLC

& : Cost Category

01/09/14 COS/PRODN MGR SUP
01/09/14 COS/NON FACTORY |
(& : Cost Centre
w0914 Shop Fler - Cost Centre
..... (= : Department
[ | common 01/09/14 Production
01/09/14 Finance
@ Payroll Management
£ Job Class
B Lesve & Accrual =
ninana e
K (G & - | | Employeetist | EMPOOL - Hesam rahi Muhammad -

User: admin

3.3.1.2. Card Master

Card Master is master screen used to define various parameters and its values that would be used by
system for its various functioning.

The field created in Card Types can be used in Card Master to assign values to it.

It consist of three tab as shown in the prototype screen below, these are: - (a) Personal Entity, (b)
Positional Entity and (c) Other Cards
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Personal Entity

Parameters defined under this tab can be populated in Personal Entity tab in employee master and its
value can be changed only through “payroll action form”.

Positional Entity

Parameters defined under this tab can be populated in Positional Entity tab in employee master and its
value can be changed only through “payroll action form”.

JIAB Other Cards

The parameters and its value defined under this tab can be pulled into “personal Records” and
‘Employee Fields” in employee master. Its values can be changed directly from the employee master.

A sample scree is show below.

File Toclbars Help

EH s DX BEE

| Application Parameters * | Sequence Control * | Card Master * | User Defined Accruals * | Employee *

[ 3 5]
(1 1)
DU-IT GROUP
Solutions and Beyond "

@ Payroll Management

B Leave & Accrual Management

Default valug in UDA Availment Amount

[E_| Common «
£ Employee Type of Final Settiement UDA Code UDA
® Card Master Payment Mode A Reco
@ Crganization Chart Bank Code EAFH
# Sequence Control Card Type MAB Material Aid for Vacation
&P Weekly OFf Types Destination ss Social Security
&P Public Holidays Documents
P Alerts Grade
] Custom Reports Probation
Qualifications
Relationship
Ticket Class
Time Types
Loan Codes
Special Seasons Application Parameters - Eid Al Fitr Bonus
iy Description Value
ekl apeiye e Sy Availment Period Type Manual
Marital Status Recalculate Accrued Amount on Salary Change Yes
Organiztion Role Exclude Accrual during Probation Period No
Religion Accruals in the Joining Month Pro-rata
Spansor Availment Eamning Code E-BONUS - Monthly Bonus
ubA Accruals in the Separation Month Pro-rata
vvvvv Dependent wise Benefit None
| Common Recovery On Separation Mo Recovery

Annual Accrual Basis Amount

$E S -

| Personal Entity | Positional Entity | Gther Cards

User: admin
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3.3.1.3. Sequence Control

e0 0
"
Dl]-{" GROUP
Solutions and Beyond "

File Toolbars Help

e PRxBrE
Common « | | Eaming Deduction C: | Sequence Control x -
B Employee Type Description Last Generated Sequence
€ Card Master & Type: Action Form M
& Organization Chart Action Form Action Form AF-00112
{# Sequence Control Action Form Pasition Change Action Form PC-00103
&P Weekly Off Types Action Form Employes Separation
&P Public Holidays Action Form Personal Action Form
&P Alerts Action Form Salary Change 1
Custom Reports Il
&) custom Repo 5 Type: Air Ticket Availment Batch
Air Ticket Availment Batch Air Ticket Availment AT-000002
& Type: Availment UDA Accruals
Availment UDA Accruals ubA
(& Type: Earning Deduction Batch I
Earning Deduction Batch Earn Ded Batch ED-00207
2 Type: Earning Deduction Cancellation
Earning Deduction Cancellation Eaming Deduction Cancellation Seq. No.
Prefix EOC
Next No 1
» Number Format 0000
Suffix
— Use Period In Sequence | After Prefix
o
eriod Format 4d MM yyyy
& Payroll Management
BB Leave & Accrual ) Type: Final Settlement
Final Settlement Final Settlement F5-00032
KE & - :
User: admin
Weekly off master will be maintained in the system to exclude the accrual in week off days.
File Toclbars Help
HePxEE
= Common & | | Weekly Off Types x -
8 tmployes Description Weekiy Off Day
© Card Master P FR .
&P Organization Chart FRESAT Friday Saturday
@ Sequence Contral
R Weekly Off Types
&P Public Holidays
@ Aleris

| Custom Reports

Cumlﬂn

$ Payroll Management

2 Leave & Accrusl Management

#ES-

User: admin

3.3.1.5. Public Holidays

This master will be used to declare non active day in working days list. All public holiday will be treated

as paid holiday.
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File Toolbars Help

B e 2xBE

« | | Weekly Off Types * | Public Holidays *

£ Employee Description From Date To Date
© Card Master + Allsraa Wal Miragj 25/05/14 25/05/14
@9 Crganization Chart Adjusted Weekly Off for Production 24/05/14 24/05/14
& Sequence Control Annual Party 2014 20/02/14 20/02/14
@ Weskly O Types Prophet Mohammed's Birthday 11/01/14 11/01/14
O e New Year 01/01/14 01/01/14
ic Holida
 aten sl National Day 30/11/13 30/11/13
Ba e . Islarmic New Year 0211413 021113
&= 3 rts -
crem e EID Halidays 14/10/13 16/10/13
New Year 01/01/12 01/01/12

@ Payroll Management
2 Leave & Accrual Management

KE& -

User: admin

3.3.1.6. Alerts
Any alerts created in the system can be viewed through this screen.
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3.4 Time and Attendance Management
3.4.1.Master Data

3.4.1.1. Time Round Off Codes

Time round off code can be defined in system and can be used to apply the rounding off of time in duty

time calculation.
File Toclbars Help

EH SR x| EE

@ Time & Attendance Management 4

Masters, & |2
R Time Round Off Codes
@ Special Seasons

&P Policy Codes

P shift Codes

P Weekly Shift Schedule
P Weekly Schedule Settings
@9 Daily Schedule Settings
|=] Email Settings

Transactions. A

&P Time Bookings
P Non Attendance Bookings
&P Attendance Calculation

Time Round Off Codes X

-

DU-IT GROUP
Solutions and Beyond "

Code

» GEN

Description

|| Custom Reports
|2 Late Arrival Report
|=5) Farke Nenartics Renact

Common

@ Payroll Management

= Leave & Accrual Management

®Eé& -

Reports A General [GEN]

= Time Card Normal OT Minutes <= Round Off Method Time Round Off Unit

|- Booking Report Holiday OT (=] 29 Previous 0
|| Consolidated attendance report = | BaraoT = 60 | Previous 30
|2 Exception Report Rgular Hour

User: admin

3.4.1.2. Policy Codes

Policy for shift will be defined in the system. Various policies with respect to tolerance, overtime
related, etc. can be defined in this screen.

File Toolbars Help

@S Fx @@

|| Booking Report
|£] Consolidated attendance report —
|| Exception Repert

|2 Custom Reports

|2 Late Amival Report

|-1 Farly Nenartira Renart

Common
@ Payroll Management
= Leave & Accrual Management

Tolerance Early Start
Tolerance Late Start
Tolerance Early Endl

Tolerance Late End

Time Round Cff GEN
Strict Shift Timing

Ignore IN/OUT in Working Hrs [
Consider only first IN and last Out

#0O& -

@ Time & Attendance Management 4 | | Policy Codes > -
P— A= |code Y Description
&P Time Round OFf Codes :
i DRIVER Driver
@ Special Seasons
9 Folicy Cod FACTORY Factory Werkers
e FIXED_OT Fixed OT
S shift Codes SITE SITE Warkers
QP Weekly Shift Schedule V STAFF
P Weekly Schedule Settings
@Y Daily Schedule Settings
| Email Settings =
Transactions S
&P Time Bookings
@ Non Attendance Bookings STAFFISTAFF]
&P Attendance Calculation General | OT Related
Reports & i
= Regular Time RgularHour - Weekly OFf/Public Holiday Break Setup | Use Shift Break Timings ~
Time Card

U;sr". admin
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3.4.1.3. Shift Codes

Various Shift codes will be defined in the system for defining the shift timing of a particular shift.

DU-IT GROUP
Solutions and Beyond "

File Toclbars Help

9 RAxEE

@ Time & Attendance M.

| Daily Rate Policy * | Document Templates * | Employee Alerts * | Employee * | Shift Codes *

Masters

&P Time Round Off Codes
&P Special Seasons

&P Policy Codes

QP Shift Codes

P Weekly Shift Schedule
P Weekly Schedule Settings
P Daily Schedule Settings
= Email Settings

Transactions.

P Time Bookings
&P Non Attendance Bookings
@9 Attendance Calculation

Reports

=) Time Card
| Booking Report
|- Consalidated attendance report
| Exception Report
=) Custom Reparts
|=] Late Arrival Report
| Farbe Denarturs Renart

A |~ Shift Codles

Shift Codes | STAFF2

Description | STAFF2 7.30 am

Regular

Effective Date Shift Type

Shift Duration

Minimum Work Durati...

Ramadhan

Ramadhan-Summer

Summer

£ ] common

@ Payroll Management

2 Leave & Accrual Management

[ = | 30/08/13

~ MNormal Shift  ~

9 0

Shift Timing

Break Timing

Start Time Start Day Type

End Time

End Day Type Shift Policy Type

[ o730aM Today

- 0530 PM

Today ~ STAFF

KEé -

Shift List | STAFF2 x | [a]

User: admin

3.4.1.4. Weekly Shift Schedule

Using the shift code defined in the shift code screen, one can define the whole week schedule in the
system. System will then be using the shift timing define in the system to match against actual entries.

File Toclbars Help

RS Fx eE

@ Time & Attendance Management

«

Daily Rate Policy * | Document Templates > | Employes Alerts * | Employee | Shift Codes > | Weskly Shift Schedule
~

Masters 2

-

Code

&P Time Round OFf Codes.

[2) Booking Repart
|=] Consclidated attendance report
|=] Exception Report
[2) Custom Reports
|=] Late Arrival Report
| Earh Nenarture Renart

| Commen

@ Payroll Management

B Leave & Accrual Management

“Eé

€ Spensl Semson: DRV_OPEN Driver Open

& Policy Codes PRODOPEN PRODUCTION CPEN

&P Shitt Codes STAFFL STAFF MAIN OFICE

8P Weekdy Shift Schedule STAFF2 STAFF PRODUCTION

&P Weekly Schedule Settings =

&P Daily Schedule Settings

=) Email Settings £

Transactions A

&P Time Bookings

&9 Non Attendance Bookings

@ Attendance Calculation GENERAL [GEN]

Reports A Sunday Monday Wednesday Thursday Friday Saturday Weekly Off Types
[ Time Card WORKERS 6.. * | WORKERS 6.. - ~ WORKERS6.. * WORKERSG.. = WORKERS6.. ~ WORKERS6. - FRI

User: admin

3.4.1.5. Weekly Schedule Settings

Weekly schedule defined the “weekly shift schedule” screen can be assigned to various entity including
employee, department or company.

3.4.1.6. Daily Schedule Settings
Daily shift code defined in the “daily shift code” screen can be used to assigned to various employee
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through this screen.

3.4.1.7. Special Seasons

For special season, shift timings will be defined in the system through this screen. Special season rule

over the regular sh

ift defined in the system.

DU-IT GROUP
Solutions and Beyond "

File Toolbars Help

QS Flx @

@ Time & Attendance Management <

Time Round Off Codes % | Special Sessons » |

a

Masters 2
P Time Round O Codes

R Special Seasons

@ Policy Codes

&P Shift Codes

®P Weekly Shift Schedule

RP Weekly Schedule Settings

@ Daily Schedule Settings

=) Email Settings

Transactions A
P Time Bookings

&P Non Attendance Bookings

QP Attendance Calculation

~
Code Description

T Ramadan Shif{

-] Exception Report

|=) Custom Reports

|| Late Arrival Report
| Farh: Denartura Ranart =

2| Common

@ Payroll Management

B2 Leave & Accrual Management

“KES -

Reports ~ Ramadan [RMDN]

5 Time Card Start Date ~ End Date Y Description Y season Type
|| Baoking Report

I Consolidated attendance report LI owosra - 30/06/4 - Ramadan Shift Ramadhan

User: admin

3.4.2. Transactions
3.4.2.1. Time Bookings

Time records for all the employee will come from time and attendance terminal and will be displayed
in this menu. It will display In and Out time of the employee based on the swiping in and swiping out of

proximity card.

Timekeeper still have provision to overwrite these data based on the requirement.

A sample screen is displayed below:-
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DU-IT GROUP
Solutions and Beyond "

File Toolbars Help

23 BPx e

@ Time & Attendance Management <

Time Bookings * |

Masters £ el

P Time Round Off Codes
&P Special Seasons

&P Policy Codes

P Shift Codes

P Weekly Shift Schedule
P Weekly Schedule Settings
&P Daily Schedule Settings
|- Email Settings

Transactions A

& Time Bookings
&P Non Attendance Bookings
&P Attendance Calculation

Reports A
=) Time Card
=) Booking Report
|| Cansolidated attendance report 'ml
[Z) Exception Report
-] Custom Reports
|=] Late Arrival Report
| Eariy Denarhure Renart

| Commen

@ Payroll Management

[ Leave & Accrual Management

I criteria

Selection Selected Values

Employee Code

All

From Date | 01/04/14

~| ToDate | 30/09/14

| List Employees

Code

Name

000001
000002
000005
000006
000010
000011
000020
000030
000033
000034
000036
000037
000039
000043
000047
000048
000050
000052
000054
000061
000064

Veli Matti Johannes Mikkola
Henrik Bondrup Jensen

Moosa Shah Basha Sheik
Mylene Atienza Manalo
Arumugam Arumugam Fillai
Latheesh Cheroots

Francisco Barba Octavo
Mohammed Alamgir Mohammed Nur Baks
Biju Varghese

Lakhwinder Singh

Rajesh Puthiyottu Kizhakkayil
Janeesh Nanu Keloth

Manzesh Kumar Kelorot Meethal
Paramasivam Ovarasu Pillai
Vineesh Kamalan

Philip Mathlunkal John

Rijo Chelakkadan Ouseph

Stalin Augustine

Sherin Palatty Poulose

Dinesh Cheruparambil Chandran
Denny Puthussery Pappachan

“£[Eé -

Employee List | 000001 - Veli Matti Johannes Mikkola

000002 - Henrik Bondrup Jensen s

User: admin

File Toolbars Help

B3 PxeE

Time Bockings %
From Date 01/04/14 -
To Date 30/09/14 -

Transaction DateTime | Transaction Type Machine ID Remarks
N Checked In
ouT Checked Ouf

@ Time & Attendance Management <
Masters A |2
P Time Round Off Codes
QP Special Seasons
&P Policy Codes
P Shift Codes
P Weekly Shift Schedule
P Weekly Schedule Settings
&P Daily Schedule Settings
|- Email Settings =
Transactions 2
& Time Baokings
&P Non Attendance Bookings
&P Attendance Calculation
Reports A
2 Time Card
| Booking Report
|=] Consclidated attendance report 'ml
|- Exception Report
|=] Custom Reports
|=] Late Arrival Report
" -
] Commen
s Payroll Management
E Leave & Accrual Management
XKE& -

Emplayee List | 000002 - Henrik Bondrup Jensen =

User: admin

3.4.2.2. Non Attendance Bookings

If an employee is moving out of the premises for non-working hour, the same can be recorded in the
system based on logic defined for the same. These non-working hour will come from the Time and
attendance terminal and will be displayed in this menu.

Timekeeper will have the right to overwrite the date in it based on the requirement.

A sample screen is displayed below:-
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File Toolbars Help

o) L LRC!

@ Time & Attendance Management

«

EmpNenAttnBaokings *

DU-IT GROUP
Solutions and Beyond "

Masters A1~ criteria Selection | Selected Values
&P Time Round Off Cades | ' Enplga=ers &0 [ Faea |
&P Special Seasans From Date 01/04/14 - To Date 30/09/14 - Category| Meal Types - List Employees
P Policy Codes
RP Shift Codes Code Name
@ Wasky Shift Schedule » 000001 Veli Matti Johannes Mikkola
P Weekly Schedule Settings 000002 Henrik Bondrup Jensen
8P Daily Schedule Settings 000005 Moosa Shah Basha Sheik
=] Email Settings = 000006 Mylene Atienza Manalo
Transaciions A 000010 Arumugam Arumugam Fillai
&P Time Bookings 000011 Latheesh Cheroota
& Non Attendance Beokings 000020 Francisco Barba Octavo
&P Attendance Calculation 000030 Mohammed Alamgir Mchammed Nur Baks
P = 000033 Biju Varghese
. 000034 Lakhwinder Singh
| Time Card "
000035 Rajesh Puthiyottu Kizhakkayil
| Booking Report
000037 Janeesh Nanu Keloth
2] Consclidated attendance report -
laneesh Kumar Kolorot Meethal
X 000039 Maneesh Kumar Kolorot Methal
= Exceprion Report 000043 Paramasivam Ovarasu Pillai
=] Custom Reports 000047 Vineesh Kamalan
) Late Arrival Report i 000048 Philip Mathlunkal John
----- s 000050 Rijo Chelakkadan Ouseph
I Commen 000052 Stalin Augustine
@ — . 000054 Sherin Palatty Poulose
e 000061 Dinesh Cheruparambil Chandran
B Leave & Accrual Management 000064 Denny Puthussery Pappachan
% & ||| Employee List
User: admin
File Toolbars Help
S BEx @
@ Time & Attendance Management < | | EmpNenAtinBookings |
Masters 2 |~|||| From Date [o1/04118 -
&P Time Round Off Codes To Date 30/09/14 -
P Special Seasons G
&P Policy Codes
@ Shift Codes Transaction DateTime -~ | Transaction Type Machine ID Remarks
P Weekly Shift Schedule -
x 501
&P Weekly Schedule Settings 30/09/14 1:58:59 AM Break Fast ACCO0L
@ Dty Schedule Setings 1 30/09/14 25859 AM  ~ Lunch ACCO0L
|| Email Settings E
Transactions N
&P Time Bookings
&P Non Attendance Bookings
R Attendance Calculation
Reports. 2
2] Time Card
=] Booking Report
|| Consclidated attendance report i
|- Exception Report
|=] Custom Reports.
] Late Arrivel Report
| Early Nanarturs Ranact b4

[ Common

@ Payroll Management

B Leave & Accrual Management

“U&

Employee List | 000001 - Veli Matti Johannes Mikkola

User: admin

3.4.2.3. Attendance Calculation

For a given window period, based on the inputs of masters from Time and attendance module,
employee master, holidays and weekly off days, this transaction will allow user to calculate attendance

in the system.

These attendance data will then be displayed in “Consolidated Attendance Report “.

A sample screen of the transaction is displayed below:-
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file Toolbars Help

EIREN Bl Y !

& Employes Relationship Manageme < | | Attendance Calculation > | s
Setup ~ criteria Selection | Selected Values
® Document Templates i Employee Code Al [aaa |
% Generate Documents From Date | 01/11/14 - ToDate [30/11/12 -] [ ListEmployess
F Code Name
000048 Philip Mathlunkal John -
T 000050 Rijo Chelakkadan Cuseph ()
= 000052 Stalin Augustine
| 000054 Sherin Palatty Poulose
] 000061 Dinesh Cheruparambil Chandran
] 000064 Denny Puthussery Pappachan
] 000065 Thomas Choolissery Rappai
] 000066 Joby Joby
] 000067 Kallullathil Raveendran Raghavan
| 000071 Vibeesh Kozhunnantavida
| 000074 Renato Samonte Esguerra
] 000081 Mathew Cherian Pallakatharayil
B 000082 Pulikkal Ayyappankutty Chami
B 000083 Kunhi Raman Valiya Parambath
= 000088 Vijay Kumar Sempla
] 000036 Renish Regi
] 000101 Lakshmanan Maruthan
Common O 000106 Mohandas Janardhan Mestha
F Annina Min Rabacde Ths =
3 Payroll Management [ Ceulte |
[ Leave & Accrual Management
% @ = ||| employee List | -

User: admin

3.4.3. Reports

Reports from Time and Attendance module are detailed in this section.
3.4.3.1. Time Card

The “Time Card” report publishes the information of attendance in raw format. As such, it shows initial in
and final out transaction in the system.

File Toolbars Help

=N e
@ Time & Attendance < | | Time Card * ‘ -
& shift Cades ||| Report Options [ criteria Selection | Selected Values |
@ Weskly Shift Schedule From Date [ 01/03/14 -] | » Employes Code Al T Preview ‘
P Weekly Schedule Settings To Date \ 30/06/14 -
&P Daily Schedule Settings [ Preview |
|- Email Settings M
Transactions A
&P Time Bookings
&P Non Attendance Beokings
&P Attendance Calculation
Reports. B Sho!
[ Time Card
B Bocking Report Employee Code  TrdNDateTime IbTndNTime ToQutDateTime | IIMTRQUTTime
) Cansolidate atendance report =| ||+ 000030 Employee.. 0103714 630 AM 01/03/14 6:30 PM B
. 000030 Employee... | 02/03/14 530 AM 02/03/14 6:30 PM
|=] Exception Report ploy
i 3 000030 Employee...  03/03/14 530 AM 03/03/14 230 PM
|=] Custom Reports. ploy
ustom Repo
" 000030 Employee...  04/03/14 530 AM 04/03/14 6:30 PM
|=] Late Arrival Report e
= arvel Rep 000030 Employes...  05/03/14 530 AM 05/03/14 6:30 PM
ploy
] Early Departure Repart 000030 Employee...  06/03/14 530 AM 06/03/14 830 PM
; ploy
= Period Summary Report 000030 Employee...  07/03/14 6:30 AM 07/03/14 6:30 PM
ploy
|3 Muster Roll Report 000030 Employes...  08/03/14 530 AM 08/03/14 230 PM
] Monthly Time And Attendance Report|| | || 000030 Emplayee... | 09/03/14 530 AM 09/03/14 630 PM
=] TASC Reports > ||| 000030 Employee..  10/03/14 530 AM 10/03/14 6:30 PM
ploy
e 000030 Emplayes...  11/03/14 530 AM 1103414 5:30 P
2 omman 000030 Employes...  12/03/14 530 AM 12/03/14 930 PM
% Payroll Management 000030 Employes...  13/03/14 530 AM 13/03/14 230 PM
2] P . 000030 Employes...  14/03/14 530 AM 14/03/14 6:30 PM
| Leave & Accrual Managemen — == = . e —
User: admin
— — —_ — —_ — — — —

3.4.3.2. Booking Report

It process the attendance in the system and segregate and present the data based on the utilization of
swiping card. For example a swiping card may be used for marking attendance, while going for lunch
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and may well could be used to just to get an access into the company premises.

File Toolbars Help

=N =@
ﬁ-} Time & Attendance « | | Time Card x [ Booking Report x |
@ Shift Codes ||| Report Options criteria Selection | Selected Values
@ Weekly Shift Schedule From Date | 01/03/14 -] | S Emplayee Cade al aca || R praview
@9 Weekiy Schedule Settings ITo Date [31/03/14 -]
& Daily Schedule Settings Category  [:al Typesiaccess Control |
] Email Settings =
| Preview |
Transactions PN
&P Time Bookings
9
&P Non Attendance Bookings
g
R Attendance Calculation
s PN BF/Entry Time BF/Entry Device LN/Exit Time LN/Exit Device
. a
(&) Time Card ' (& Employee Code: 000030 : Mohammed Alamgir Mchammed Nur Baks c
Booking Report
g Rep
) Consolidated attendance repart E 5 Employee Code: 000034 : Lakhwinder Singh
|=] Exception Report & Date: 12/03/14
|E9) Custom Reports 500 AM T5-A 30020 T5-A
|=] Late Arrival Report
) Eary Departure Report L 5 Date: 13/03/14
) Period Summary Report 600 AM T5-A 3008M T5-A
2 Muster Roll Report 3 Date: 15/03/14
=) Monthly Time And Attendance Report | 6:00 AM TSA 3:00 PM T5A
|-] TASC Reports -
,,,,, =) Date: 16/03/14
[ Commen 600 AM T5-A 300 PM TS-A
$ Payroll Management E Date: 17/03/14
500 AM T5-A 500 PM [
B Leave & Accrual Management
“KEé - !

User: admin

3.4.3.3. Consolidate Attendance Report

The “Time Card” report publishes the information of attendance in raw format. As such, it shows initial
in and final out transaction in the system. However it does not highlight the numerous transaction
happen in-between for example —an employee might have swiped out to go for meal, or he may go
out for some business meeting and could have come back after some time.

To get to know the exact time spent on work or on a project for that matter, all the intermediate datas
required to be processed based on the behavior defined in the system. This report cover this
shortcomings in the previous report and present the data after due processing.

File Toolbars Help

L=l & (L]

@ Time & Attenda  « | | Time Card % | Booking Report * | Consolidated Attendance |
& shift Codes a ||| Report Options criteria Selection | Selected Values
@ Weekly Shift Scheai| | [From Date  [01/03/14 | [ Employee Code Al ¥ hdd || BPreview
@) Weekly Schedule Se| | [To Date |31/03/14 -
TDE'” ScheduleSetti| ||| 0By @ Employee Wise ©) Date Wise
Email Settings N
Transactions %
&9 Time Bookings Preview
&P Non Attendance Bo
R Attendance Calcula
Reports A Date
o Time Card Shift Scheduled | Ti Scheduled | T Regular | Total | Normal | Ext Holid
) i cheduled | Time cheduled | Time egular | To ormal | Extra joliday
- Booking Repert || Employee Code s Status = s LateComing | o = out | EarlyDeparture | 8VET B | SAmE O =
Consolidated attenc|[~ .
£ . " | & Date: 01/03/14 Regul.. Tot.. Norm... Ext Holiday OT: C
2] Exception Report : :
2 Custor Reports 000034 Employee Name : Lakhwinder Sin.. PRDOPEN  Unpaid Leave 050000  00:00:00 140000  00:00:00
) Late Arrivl Report 000039 Employee Name : Maneesh Kuma... PRDOPEN  Annual Leave 050000  00:00:00 140000  00:00:00
= Early Deporture Res 000052 Employee Name : Stalin Augustine  PRDOPEN  Annual Leave 050000  00:00:00 140000 00:00:00
| Periods N 000086 Employee Name : Joby Joby PRDOPEN  Unpaid Leave 050000  00:00:00 140000 00:00:00
eriod Summary Re
5 Muster Roll R ryr‘ 000109 Employee Name : Min Bahadur Th.. PRDOPEN  Annual Leave 050000  00:00:00 140000 00:00:00
uster Roll Repo
Mot T id 000155 Employee Name : Hom Bahacur R.. PROOPEN  Annual Leave 050000  00:00:00 140000 00:00:00
itt .
= Manthly Time And. | 000156 Employee Name : Gaya Prasad Ahir PRDOPEN  Annual Leave 050000  00:00:00 140000 00:00:00
=) TAsc Reports = 000157 Employee Name : Govind Bahadur.. PROOPEN  Unpaid Leave 050000  00:00:00 140000 00:00:00
] Commen 000162 Employee Name : Nir Bahacur Bu.. PRDOPEN  Annual Leave 050000  00:00:00 140000 00:00:00
000172 Employee Name : Bhim Raj Kadan... PROOPEN  Unpaid Leave 050000  00:00:00 140000 00:00:00
$ Payroll Management 000213 Employee Name : Rafiqui Sattar ~ PRDOPEN  Annual Leave 05:00:00  00:00:00 14:00:00 00:00:00
B & Acerust Mans 000217 Employee Name : Morsed Kasim  PROOPEN  Annual Leave 050000  00:00:00 140000 00:00:00

User: admin

3.4.3.4. Exception Report
If there is some mispunch it will be highlighted in this report.
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3.4.3.5. Late Arrival Reports

Based on the late coming to the work area, this report option will show the records of all such
exception where user comes late than the scheduled time.
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File Toolbars Help

=NE:] L i O]
@ Time & Attenda < | | Time Card % | Booking Report * | Consolidated Attendance * | Exception Report | Late Arrival Report -
& Shift Codes ||| Report Options ‘ ciiteria Selection | Selected Values ‘
&P Weekly Shift Sched: From Date | 01/03/14 - ‘ 5 Employee Code Al #Ada || Boreview ‘
&P Weekly Schedule Se To Date 31/03/15 -
&P Daily Schedule Setti Preview
| Email Settings M
Transactions 2
&P Time Bookings
&9 Non Attendance Bo
P Attendance Calcula
Reports ~ Date Shift Code Status Scheduled IN Time In LateComing
a
=] Time Card ' (@ Employee Code: 000030 Employee Name : Mohammed Alamgir Mohammed Nur Baks
[ Bosking Report Kl
B el (3 Employee Code: 000116 Employee Name : Madhu Nelliparambath Pavithran
) Exception Report 01/03/14 DRVL PR 6:00 AM 7:30 AM 013000
08/03/14 DRVL PR 6:00 AM 730 AM 013000
|=] Custom Reports 8103/
- 15/03/14 DRVL PR 6:00 AM 730 AM 013000
[ Late Arrival Report
22/03/14 DRVL PR 6:00 AM 730 AM 013000
] Early Departure Reg
_ 29/03/14 DRVL PR 6:00 AM 730 AM 013000
(&) Period Summary Re 05704714 DRV PR 600 AM 7:30 AM 013000
E) Muster Roll Report 12/04/14 DRVL PR 6:00 AM 730 AM 013000
() Monthly Time And. 19/04/14 DRVL PR 6:00 AM 730 AM 01:30:00
-] TASC Reports -
----- (3 Employee Code: 000117 Employee Name : Royreno Flores Agcopra
] Commen 21/04/14 WRKS PR 200 AM 1000 AM 010000
@ Payroll Management 3 Employee Code: 000173 Employee Name : Ani Kumar Sreedharan

B Leave & Accrual Man:

07/03/14 DRV1

‘Weeldy Off 6:00 AM

User: admin

3.4.3.6. Early Departure Reports

Based on the early departure from the work area, this report option will show the records of all such
exception where user departed earlier than scheduled time.

File Toolbars Help

s I
{5 Time &atenda < | | Tme Card > | Booking Report | Consolidated Attendance * | Exception Report | Lste Arrival Report * | Early Departure Report -
& Shift Codes 4| || Report Options [ criteria Selection  Selected Valuss |
&P Weekly Shift Schedh From Date | 01/03/14 N ‘ v Employee Code Al Gada || Eereview ‘
&P Weekly Schedule Se To Date 31/03/14 -
) Email Settings |
Transactions a
&P Time Bookings
P Non Attendance Bo
&P Attendance Calcula
Reports - Date Shift Code Status Scheduled OUT | Time Out EarlyDeparture
-
2] Time Card " 3 Employes Code: 000036 Employee Name : Rajesh Puthiyottu Kizhakkayil =
[ Booking Report | | 07/03/14 WRK3 Weekly OFF 400 PM 300 PM 01:00:00
2 Consolidated atten: |7 14/03/14 WRK3 Weekly OFF 400 PM 1200 PM 0400:00
=) Exception Report 21/03/14 WRK3 Weekly OFF 400 PM 300 PM 01:00:00
2 Custom Reports 28/03/14 WRK3 Weekly OFF 400 PM 300 PM 01:00:00
5 Late Amval Report {5 Employee Code: 000043 Employee Name : Paramasivam Ovarasu Pillsi
|| Early Departure Reg
: 07/03/14 N3 Weekly Off 400 AM 245 AM 011500
) Period Summary Re 14/03/14 N2 Weekly Off 300 AM 245 AM 001500
=] Muster Roll Report
2 Monthiy Time And. = Employee Code: 000050 Employee Name : Rijo Chelakkadan Ouseph
[ TASCReports |, 21/03/14 WRK3 Weekly OFF 400 PM 300 PM 01:00:00
B Common 2 Employee Code: 000067 Employee Name : Kallullsthil Raveendran Raghavan
21/03/14 N2 Weekly Off 300 AM 245 AM 001500
& Payroll Management
3 Employee Code: 000083 Employee Name : Kunhi Raman Valiya Parambath
B Leave & Accrual Mans 21/03/14 WRK3 Weekly OFf 400 PM 12:30 PM 033000

“Eé -

User: admin

3.4.3.7. Period Summary Reports

For a particular selected window period, system will display employee wise, the summary of overall
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number of days worked, Leave taken, Present Days, Short Hours , Regular Hours, Total Hours, Absent
Hours including various overtime hours.

File Toolbars Help

AEE IR - o

@ Time & Attenda ¢ | | Time Card * | Booking Report | Consolidated Attendance * | Exception Report | Period Summary Repart > -
& Shift Codes 4| || Report Options I criteria Selection  Selected Values |
&P Weekdy Shift Schedi| | ||From Date | 01/03/14 - ‘ » Employee Code Al #ada | [ Bereview ‘
&P Weekly Schedule S| | ||To Date B
R Daily Schedule Setti
|2 Email Settings m
Preview

Transactions a
&P Time Bookings
&P Mon Attendance Bo
P Attendance Calcula
Reports 2
2 Time Card
=) Baoking Report E:‘::’YEE Name PresentDays ’;:;S g:;s g:;:m““ :’;‘;‘;‘ f.f,‘l'fd E;?]‘:“’ a’:;‘s L‘:::S a:’; MNormal GT Extra QT Holiday OT
] Consolidated stte + 000030 Mohammed Alamgir Mo... 27 0 a4 0 o0 216 216 0 248 [} o7 21 46 -
= Eaception Report 000034 Lakhwinder Singh 7] 0 4 0 10 13 138 0 136 0 29 2 '
) Custom Reports 000026 Rajesh Puthiyottu Kizhak. 7 0 4 0 0 216 216 0 245 0 101 1 29
L Late Arrival Report 000039 Maneesh Kumar Kolorot... o o0 4 0 0 o o o 0
- Early Departure Rep 000043 Paramasivam Ovarasu Pil. 27, o 4 0 0 216 216 0 2473 0 923 2 35
|2 Period Summary Re 000050 Rijo Chelakkadan Quseph 7 0 4 0 o 216 216 0 248 0 773 243
2] Muster Roll Report 000052 Stalin Augustine o o 4 0o 7 0 o o o 0
=] Monthly Time And . 000054 Sherin Palatty Poulose 27 0 4 0 0 216 215 0 248 0 48 £
|| TASC Reports ~||| cooos1 Dinesh Cheruparambil C... 70 o 4 0o o 216 216 0 240 0 22 2 2
— 000064 Denny Puthussery Pappa... 7] o 4 0o 0 216 218 0 248 0 107 353
(L Common 000065 Thomas Choolissery Rap... 7] o 4 0o 0 216 218 0 248 0 99 1 6
@ PE—— 000056 Joby Joby 0 0o 4 017 80 80 0 9% 0 7 19

000067 Kallullathil Raveendran R... 7] o 4 0o 0 216 218 0 248 0 108 353
E Leave & Accrual Man: 00082 Pulikkal Avvannankutty... 27l o 4 n 0 216 218 0 28 il 100 253

-

User: admin
—

3.4.3.8. Muster Roll Reports

This reports gives a bird eye view of the employee attendance for a selected period range. It highlight
the off day entry, the mispunch entry, late in and early check out

File Toolbars Help

=S F x|B
@ Time & Attenda ¢ | | Time Card * | Booking Report | Consolidated Attendance * | Exception Report | Muster Rall Repart * | Monthly Time And Attendance Report | -
& Shift Codes 4| || Report Options I criteria Selection  Selected Valuss |
&P Weekly Shift Schedh From Date | 01/03/14 N ‘» Employee Code Al Sada || Eereview ‘
@ Weekly Schedule Se To Date 31/03/14 -
&P Daily Schedule Setti Preview
|23 Email Settings
Transactions ES
&P Time Bookings
&P Non Attendance Bo
P Attendance Calcula
Reports 2 SiNo |1 |2 |3 |4 |5 |6 |7 |8 |9 [10]21 12|13 |14 15 |16 |17 [18 |10 (20 21|22 | 22 |24 |25 |26 |27 28|20 |30 | an [D20=  |LatelN | EaryOut| OT

Worked | Days Days | Hours
=] Time Card ry
| Booking Repart (3 Employee Code: 000030 Employee Name : Mohammed Alamgir Mohammed Nur Baks =
£ Consolidated attenc | | 1 PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR EIES 0 43
] Exception Report @ Employes Code: 000034 Employee Name ; Lakhwinder Singh
) Custom Reports 2 L L L L L L L L L L L PRPROPRPRPRPRPPROPPP P PP O PRPRPR 17 0 0
|- Late Arrival Report
(22 Eary Departure Reg (3 Employee Code: 000036 Employee Name : Rajesh Puthiyottu Kizhakkayil
J Period Summary Re 3 PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR 31 0 4 120
2] Muster Roll Report (= Employee Code: 000039 Employee Name : Maneesh Kumar Kolorot Meethal
) Monthly TimeAnd || |5 3 U L L L L L L LU L L LLLL L L LLLLL L L Lt Lt ) 0 o
|| TASC Reports -

..... = Employes Code: 000043 Emplayes Name : Paramasivam Ovarasu Pillsi
ET‘Commnn 5 PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR 31 0 2 127
@ Payroll Management (3 Employee Code: 000050 Emplayee Name : Rijo Chelakkadan Ouseph
E & Accrual Mane 6 PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR PR PR PR O PR PR PR 31 0 1 112
-

User: admin
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3.5 Leave & Accrual Management
3.5.1.Master Data

3.5.1.1. Leave Master

Leave Master contains several types of Leave. Each leave type has a unique leave code.

HR works gives you the freedom to set up as many types of leave as you wish along with a set of
parameters. You can define the percentage of the pay that is paid to an employee, when a leave of that
type is availed. When you record the leaves availed by an employee (using the Employee Leave
application), you will use one of these codes to indicate the type of leave being availed. Depending on
the parameters that you set up here, payroll calculation will calculate the eligible pay and the accruals
for the leave days.

File Toolbars Help

B o= =&

[ Leave & Accrual Managem < | | Leave Master < -
s ]| ||| Leave Code " Description T System Generated Leave Process Advance Payment Defautt Return Date Leave Type Category
@ Leave Master AL Annual Leave =] (=] Adjust Vacation Balance
P Leave Limit scheme BAL Backdated Annual Leave =] =]
B Indemnity Cods o Compensatory Leave [] O Apply Leave Limit Scheme
% Indemnity Scheme ML Maternity Leave ] ] Apply Leave Limit Scheme
&P Vacation Codes s Sick Leave ] B Apply Leave Limit Scheme
P Vacation Scheme =| ||~ sToL Study Leave o O =]
& Ticket Fare u Unpaid Leave m ] ] (Select All
&P User Defined Accruals 2B ABSENT B = [ Adjust Vacation Balance
Transactions 2 DV Delayed Vacation =] ] /| Apply Leave Limit Scheme
@ Leave Application MLO% Matermity Unpaid [ ] [] Exclude in Air Ticket Accruals
&P Leave Return SL0% Sick Leave Without pay ] ] [ ok [ cancer |
@ Leave Settlement sis0% Sick Leave With Half Pay 0 a ———
&P Final Settlement ||| study Leave 157D
@ i Ticket Avaimens Leave Parameters | Leave-Pay Code Link
&P Vacation
&P Availment - User Defined Acer Desetipfion, ke
Weskend Before Leave Start Weskend
Fn T S S Weekend After Leave End Weekend
&P Indemnity Accruzl Data Weekend Between Leave Dates Weekend
&P Vacation Accrual Data PH Before Leave Start Public Holiday
@D s Ticket fezrual Dat ad PH Between Leave Dates Public Holiday
[T] common PH After Leave End Public Holiday
— Default Leave Type in Leave Return Screen for delayed retum Default leave type
& Payroll Management
[ Leave & Accrual Management

User: admin

You can invoke the leave Master entry screen by making the following selection.
Leave Code & Description
e You may enter alphanumeric leave code and description
System Generated Leave
e System Generated leave means leave generated while doing payroll, Eg: Delayed leave if the
employee dint come after his vacation end date. This delayed leave will write automatically
while doing Payroll.
Process Advance Payment
e This check box is for advance payment for Leave. Usually it’s for Annual Leave.
Default Return Date
o If we click the Default Return date flag then in leave application screen while entering leave To
Date it Default return date directly.
Leave Type Category

This Leave Type Category describes three types of leave type categories,
1. Select All
Select all specifies adjust vacation balance and apply leave limit scheme categories.

2. Adjust Vacation Balance

This leave type category is for Annual Leaves. If we check this flag then those leaves taken reflects in
vacation accrual balance and amount calculation.
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3. Apply Leave Limit Scheme

The leave type selected with Apply leave limit scheme work accordingly to the setup we made in leave
limit Scheme.

4. Exclude in Air Tickets Accruals
The leave type selected will be excluded from being counted for air ticket accruals.

JAB Leave Parameters

Here we can set how we need to handle holidays and off days between, after or before leave.Eg:If we
are entering leave for a range of days and in between if Off days there, we can set it as off day itself or
can treat those days as leave

Leave Pay Code Link

Here we can set the pay percentage for that particular Leave for basic and each earn codes.

File Toclbars Help

9 Ax e

I Leave & Accrual Management

Leave Master * | Application Parameters * | Card Types % | Card Master * | Leave Limit Scheme

DLUIIT GROUP
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Masters

RP Leave Master

R Leave Limit Scheme
P Indemnity Codes

&P Indemnity Scheme
R Vacation Cades

P Vacation Schems

P Ticket Fare

QP User Defined Accruals

Transactions.

&P Leave Application

@ Leave Retum

RP Leave Settlement

&P Final Settlement

QP Air Ticket Availment

P Vacation Encashment

&P Availment - User Defined Accruals

Accrual Data Management

&P Indemnity Accrual Data
&P Vacation Accrual Data
@D Air Ticket Accrial Data

hl
Description

~
System Generated Leave

|| commen

g Payroll Management

[ Leave & Accrual Management

KES -

User: admin

Leave Code Process Advance Pay.. Default Return Date Leave Type Category
AL Annual Leave =]} (=) Adjust Vacation Balance:Apply Leave Limit S...
BAL Backdated Annual Leave | [}
CL Compensatory Leave ] ] Apply Leave Limit Scheme
ML Maternity Leave = ] Apply Leave Limit Scheme
st Sick Leave ] ] Apply Leave Limit Scheme
STDL Study Leave ] Apply Leave Limit Scheme
STDLA Study Leave - Accruals | [} Adjust Vacation Balance
uL Unpaid Leave | =] [}
a8 ABSENT =] B
oV Delayed Vacation =] [}
MLO% Maternity Unpaid (=] (=]
SL0% Sick Leave Without pay (=] (=]
Study Leave [STDL]
Leave Parameters | Leave-Pay Code Link
Applicable  Pay Code Description Pay Percent
BASIC Basic 100
E-HRA Housing 100
=] E-OTHR Other Allowance Staff 0
(=] E-CONV Conveyance 0
(=] E-SAL Salik 0
(=] E-Food Food Allowance 0
(=] E-BO Bonus 0
[} E-INC Incentives 0
[} E-SA Salary Arrier 0
[} E-NYU NYU OT Pay 0
= - R -

3.5.1.2.

Leave Limit Scheme

HR works defines several types of leave schemes. It is also possible to administer different leave schemes for
different employees. It is available at:

Masters > Leave Limit Scheme
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File Toolbars Help
B 3Dx e

R A Mapaciemet « | | Leave Master x | Application Parameters | Card Types | Card Master x | Leave Limit Scheme

Masters 2|~ Leave Category Code Description

@P Leave Master
& Leave Limit Scheme (3 : Sick Leave

&P Indemnity Codes Sick Leave sl Sick Leave
&P Indemnity Scheme
&P Vacation Cades
& Vacation Scheme
@ Ticket Fare

&P User Defined Accruals Annual Limit Checking Period | jan-Dec

Transactions A Limit Checking Frequency 1 Vears

Limit Type Based on Leave Days

Allow During Probation Period

Entry Leave Code Sick Leave

&P Leave Application
@ Leave Retun

&P Leave Settlement @ : Matemity Leave

& Final Settlement Matemity Leave ML Matemity Leave
QP Air Ticket Availment

&P Vacation Encashment

®P Availment - User Defined Accruals

(= : Study Leave

Study Leave STDL-LS Study Leave - Limit Scheme

Accrual Data Management N

Sick Leave-Sick Leave[SL]

P Indemnity Accrual Data
@ Vacation Accrual Dats
@D ir Ticket L Nat. =

Leave Days Leave Code
- 15 Sick Leave
- 30 Sick Leave With Half Pay
- 45 Sick Leave Without pay

L] Common [En

@@
D Payroll Management

I Lesve & fccrual Management

PP

User: admin 0L. HR Works - Manual

Note — The option for “Leave Category” is coming from — card master “Leave Limit Category” and the
the setting made in appliction parameter as shown in the above screenshots.
Code
You may enter the alphanumeric leave type code here of size up to 10 characters.
Limit Type
We can set the Limit Type in two methods
1. Based on service
If we set based on service, then the leave limit will calculate based on employee’s service. This
means that this type of leave type can be availed once in lifetime of service in that company.
2. Based on Leave Days
This describes, Limit type is based on Employee Leave Days.

Allow During Probation Period
This checkbox describes, limit type is permitted during probation period.

Entry Leave Code
This describes, Leave Codes.

Annual Limit Checking Period
Here we can set the leave limit period in months,Eg: Jan-Dec, Jun-May, based on joining date. This
means system will start counting type availment of leaves based on the value defined here.

Limit Checking Frequency

This describes the frequency limit in years or months or days. System will check the availment of the
leave once in a period defined here. If it is year then based on parameter defined in “Annual Limit
Checking Period” system will check the leave availment.

Based on the limit type set up the lower pane data will be different, if the type is based on leave

days then enter leave days as shown above.

<<Leave Type>> — Leave Limit Scheme
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One can take the help of mathematical symbol to define the condition for Leave Limit Scheme.For
example — a sick could be 15 days paid leave, 15 to 30 days could be half paid and anything greater than
30 days and less than 45 days is unpaid leave. This scenario can be configured as shown in the system

below:-

DU-IT GROUP
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File Toolbars Help

9 P2xBEE

2 Leave & Accrual b «

Leave Limit Scheme x

J ¥

Masters E

R Leave Master

RP Leave Limit Scheme
€ Indemnity Codes

P Indemnity Scheme
P Vacation Codes

P Vacation Scheme

P Ticket Fare

&P User Defined Accruals

Transactions P
P Leave Application

&P Leave Return

R Leave Settlement

P Final Settlement

P Air Ticket Availment

P Vacation Encashment

&P Availment - User Defined Accruals

Accrual Data Management %

&P Indemnity Accrual Data
&P Vacation Accrual Data
@D Air Tickat Areruial Nata

[£_] common
% Payroll Management

[ Leave & Accrual Management

#E &

Allow During Probation Period

e Code e
) : Sick Leave
Sick Leave sL Taaleme
Limit Type [Based on Leave Days

Entry Leave Code ‘ Sick Leave

Annual Limit Checking Period ‘JaH,Dec

Limit Checking Frequency \ 1

(= : Maternity Leave

Years

Maternity Leave ML

5 Study Leave

Maternity Leave - Leave Limit Scheme

Study Leave STDLLS

Study Leave - Leave Limit Scheme

Sick Leave-Sick Leave[5L]

Leave Days Leave Code
» <= 15 Sick Leave
<= 20 Sick Leave With Half Pay
[X[#] <= 45 Sick Leave Without pay

User: admin

Service Period duration

If the Limit Type is based on Service, Service Period Duration is displayed for the Leave Category. A

sample setting is shown below:-

File Toolbars Help

B gFx wE

&P Indemnity Accrual Data
P Vacation Accrual Data
@D Air Ticket Accrial Data

[£_| commen
& payroli Manzgement

[ Leave & Accrual Management

[ Leave 8 Accrual Management « | | Leave Master | Application Parameters * | Card Master | Leave Limit Scheme % -
— Als Leave Category Code Description

&P Leave Master e -
R Leave Limit Scheme: (= : Sick Leave =
&P Indemnity Codes Sick Leave sLs Sick Leave - Leave Limit Scheme

Ind Sche
& Indemnity Scheme ) : Maternity Leave
P Vacation Codes - - -
Maternity Leave MLS Maternity Leave - Leave Limit Scheme

&P Vacation Scheme L

@ Ticket Fare 1 =) : Study Leave

&9 User Defined Accruals Study Leave STOLLS Study Leave - Leave Limit Scheme L
Transactions A =) : Test Leave

& Leave Application Test Leave S5 Test Limit Scheme

QP Leave Retun

@ Leave Settiement Limit Type [ Based on senvice -

@ Fina! Settiement m Allow During Probation Pericd  []

R Air Ticket Availment . Entry Leave Code | - L
&P Vacation Encashment Annual Limit Checking Period | .
@ Availment - User Defined Accruals Limit Checking Frequency [0 - 1
Accrual Data Management 2

Test Leave-tltss]

Service Period Duration Limit Days

Leave Code

Leave Codelif limit exeeds)

KE& -

MU -0

User: admin

Limit Days

If the Selected Limit type is based on service, its Limit Days will be in Years, Months or Days.

Leave Code
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It describes leave type codes.

3.5.1.3. Indemnity Codes
Indemnity / Gratuity definition in the system start with defining the indemnity code. In HR works
indemnity is defined in terms of no. of days, salaries in days and assorting of various salary component.
The following are the steps involved:-
1. Define a code and its description
2. Define indemnity slabs:-
HRW supports infinite slabs while defining the business rule for calculating the indemnity. Each
slab has two sections, one for the Service Period Duration and the other for the accrual days to be
accrued during those years. Number of years shall be counted from the ‘Hire Date’ mentioned in
the Basic data screen of employee maintenance. You may enter a high value (e.g. 999) in the year’s
field to indicate the top of the slab. The data shown in the image below is interpreted as:
Accrue 21 days of salary every year, during the first 5 years of the employee’s service towards
indemnity.
Accrue 30 days of salary every year, for every additional year until the employee is no more with
the

3. Select the component which is applicable for Indemnity. In current example, basic component is
applicable for indemnity.

File Toolbars Help
H 9o Px e

I Leave & Accrual Management « | | Indemnity Scheme | Indemnity Codes >

N Indemnity Codes Description

Masters ool
GRATUITY Gratuity Code
P Leave Master v

&P Leave Limit Scheme
&P Indemnity Codes

&P Indemnity Scheme
@ Vacation Cades

P Vacation Scheme

P Ticket Fare

P User Defined Accruals

Transactions A

&P Leave Application
P Leave Return Indemnity Slabs - Gratuity Code [GRATUITY]

@D Leave Settlement Service Period Duration Accrual Days

@ Final Settlement Vear Vear
P Air Ticket Availment
& Vacation Encashment

R Availment - User Defined Accruals

+ Year Vear

Accrual Data Management S
&P Indemnity Accrual Data
P Vacation Accrual Data

@D fir Ticket | Nat:
""" BASIC Basic 100

Indemnity Components - Gratuity Code [GRATUITY]

5 Pay Code Description Pay Code Basis Percentage

[F] commen

—
3 payroll Management

[7 Leave & Accrual Mansgement

%6

User: admin

3.5.1.4. Indemnity Scheme

Indemnity scheme is the next step of indemnity configuration. This is further elaboration of Indemnity
formula in the system.

The following are the steps involved in this setting:-

Step 1 : Define a unique code for this scheme and give a description to it. As shown below;-
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E Leave & Accrual Management & | | Indemnity Scheme * .
v
Masters 2| = ||\l Scheme Code Description
&P Leave Master ; e
- ratuf cheme - Unlimi ontraci

&P Leave Limit Sch » GRAT-UL Gratuity Schy Unlimited Cantract

ave Limit Scheme
&P Indemnity Codes
&P Indemnity Scheme

&P Vacation Cades

R Vacation Scheme

RP Ticket Fare

&P User Defined Accruals

Transactions. R

QP Leave Application
PP
@P Leave Return Gratuity Scheme - Unlimited Contract{GRAT-UL]

&P Leave Settlement Indemnity Details |_Separation Settiement Setup | Accrual Excluded Leaves
&P Final Settlement

QP Air Ticket Availment
P Vacation Encashment
@ Availment - User Defined Accruals Accrual Pay Code [1ndemnity Accrual -]
e e ~ Settlement Pay Code [1ndemnity Pay -]

Daily Rate Calculation Basis @ Mont 130 © ly “12/

Indemnity Accrual Code | Gratuity Code -]

&P Indemnity Accrual Data
P Vacation Accrual Data
@D Air Tickes [ Dat. b4

[ common
& payroll Management

[ Leave & Accrual Management

K& -

User: admin

Indemnity Details

Step 2 : Apply the gratuity code which was created in the previous step to this scheme.

Step 3 : Assigne a pay component ( which is created though ‘Pay Code Master “) to the field “Accrual
Pay Code”

Step 4 : Assigne a pay component ( which is created though ‘Pay Code Master “) to the field
“Settlement Pay Code”. This will used at the time of final settlement after employee separation while
settling the indemnity accrued over the period of his service with the organization.

File Toolbars Help

@S Fx rE

E e Il « | | Indemnity Scheme x .
Masters | =] Scheme Code " Description
@P Leave Master ; e
B ratuif xcheme - Unlimi ontracl

@ Leave Limit Schy » GRAT-UL Gratuity Schy Unlimited Cantract

ave Limit Scheme
@ Indemnity Codes
&P Indemnity Scheme

P Vacation Cades

&P Vacation Scheme

QP Ticket Fare

P User Defined Accruals

Transactions. A

&P Leave Application
PP
®P Leave Return Gratuity Scheme - Unlimited Contract{GRAT-UL]

&P Leave Settlement Indemnity Details |_Separation Settiement Setup | Accrual Excluded Leaves
&P Final Settlement

R Air Ticket Availment

P Vacation Encashment

&P Availment - User Defined Accruals
Accrual Data Management s Settlement Pay Code | Indemnity Pay

Daily Rate Calculation Basis @ Monthly 730 © (Monthly *12)/

Indemnity Accrual Code | Gratuity Code

Acerual Pay Cade | Indemnity Accrual

&P Indemnity Accrual Data
P Vacation Accrual Data
L@ Air Ticket L Nat; =4

[ common
& payroll Management

[ Leave & Accrual Management

K& -

User: admin

Separation Settlement Setup
In business, different types of separation may call for different types of processing of Indemnity
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accruals. This tab enables the consultant to create different processing mechanism for different types
of separation types.

In this fig, for the separation type- “Termination Unlimited” for a service under 1 year, “Gratuity Code “
as defined in the Gratuity Code Master is applicable and the percentage of pay applicable is 0 %.
Whereas, for a service period of more than 1 year, “Gratuity Code” is applicable and the percentage of

payment is 100 %.

‘B9 Fx ea

Indemnity Scheme > | Card Master * | Application Parameters * |

[ 3 5]
(1 1)
DU-IT GROUP
Solutions and Beyond "

User Management A
2 Roles&Users
&) Connected Users

System Management A

£ Application Parameters

£L¥ Application Parameters(Multiple Entity
& Card Types

@ Action Form Types

%L Sort Order Settings

&P Custom Report Designer

2L, Rules Master

(&) Approval Workflow Settings

&P Alerts Configuration

&P User Alerts Setup

]

Scheme Code

Al
Description

» GRAT-UL

Gratuity Scheme - Unlimited Contract

Gratuity Scheme - Unlimited Contract{GRAT-UL]

Indemnity Details | Separation Settlement Setup | Accrual Excluded Leaves

Reports N

FEFE

Absconding

Service Period Duration Indemnity Code Availment Eligibility Percents..
|=) Custom Reports 4 < 1 Year Gratuity Code 0
[ Employee Hierarchy Report + Resignation Unlimited P 3 Year Gratuity Code 3223
Organization Chart py(il = 5 Vear Gratuity Code 6667
&P Organization Chart Types [ -9 Vear Gratuity Code 100
0 Entity Managers Service Period Duration Indemnity Code Availment Eligibility Percenta..
- » < -1 Vear Gratuity Code 0
o commen Termination Unlimited <= - 999 Year Gratuity Code 100
& payrol Management
Service Period Duration Indemnity Code Availment Eligibility Percenta..
[ Leave & Accrual Management == 500 — e 5

User: admin

3.5.1.5. Vacation Codes

The vacation is treated differently from other leaves as the employee gets the vacation pay in advance,
unlike other leaves.

The following are the steps to be followed while configuring Vacation Code:-
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I Leave & Accrual Management

Card Master * | Application Parameters X | Vacation Codes % | Vacation Scheme *

(@
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]»

Masters 2 Vacation Codes Description

AV Annual Vacation
RP Leave Master

@ Leave Limit Scheme
&P Indemnity Codes

&P Indemnity Scheme
P Vacation Codes

&P Vacation Scheme

QP Ticket Fare

RP User Defined Accruals

Av-24 Annual Vacation 24 working days
Av-22 Annual Vacation 22 Working days

Transactions. A

R Leave Application
P Leave Return
&P Leave Settlement

QP Final Settlement Annual Vacation 24 working days [AV-24]
P Air Ticket Availment

&P Vacation Encashment

RP Availment - User Defined Accruals

Vacation Eligibility 24 |Working Day: |

Vacation Due Period 1 Years

T 2 Components - Annual Vacatian 24 warking days [AV-24]

&P Indemnity Accrual Data Pay Code Description Pay Code Basis Percentage Include In

RP Vacation Accrual Data BASIC Basic 100 Resignation Unlimited.Termination Unli...

@D Nir Ticket I Dat: b

E-HRA Housing 100 Resignation Unlimited Termination Unli...

HEEE

E-CONV Conveyance 100 Resignation Unlimited Termination Unli...

e
B _iommon E-OTHR Other Allowance Staff 100 Resignation Unlimited Termination Unli...

R
,;’y Payroll Management

J= Leave & Accrual Management

User: admin

Step 1 : Give a code a and description to the vacation type .
Step 2 : Vacation eligibility : define a period for which the vacation is applicable .

Step 3 : Vacation Due Period : Define a duration in which this vacation get accrue. Eg once in a year,
etc.

Step 4 : Components: Link all the component which should get accrued through this vacation code over
the period of service. All the linked component will get accrued and will be eligible for advance
payment.

3.5.1.6. Vacation Scheme

Vacation scheme is further elaboration of formula for Vacation. The following are the tab involved in
this:-

Step 1 : Create a Code and description for this vacation scheme.

Vacation Scheme Details

Step 2 : Check if the vacation accruals is to be recalculated on already accrued amount.

Step 3 : Daily rate calculation basis: Select either (a) Monthly amount / 30 which means per day
calculation of equals month amount (which comes through salary definition) divided by 30. Or, (b)
Monthly Amount multiply by 12 divided by no. of days in a year. Normally the number of days in a year
is taken as 365.

Step 4 : Assign a pay code master value to the following parameters :- (a) Accrual Pay Code (b)
Settlement Pay Code (c) Vacation encashment Pay Code.

Accrual & Availment Eligibility

Step 5 : Derive various slab applicable for a duration. In the attached screenshot, the vacation accrual
for a service under one year is defined as 0 percent and it is 100 % for a service more than 1 year.
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@ Payroll Management «

Card Master * | Application Parameters X | Vacation Codes % | Vacation Scheme

Masters

& Currency Master

&P Payroll Period

&P Pay Code Master
&P Daily Rate Policy

®P OT Rates

@ GLIntegration Setup
P Wage Type Master

&P Payroll Round Off Codes

Transactions.

&P Off Cycle Payroll

[2] Payroll Sheet

&P Loan Application
&P Loan Amendment
@ Overtime Entry
Payroll Action Form
&P Close Payroll Period

P Eamning Deduction Batch

Reports

| Pay Register

Scheme Code Y Deseription
av Annual Vacation Scheme
AVS-24 Annual Vacation Scheme - 24 Days

Annual Vacation Scheme - 24 Days[AVS5-24]

Vacation Scheme Details | Accrual and Availment Eligibility | Accrual Excluded Leaves

|| cCommon

@ Payroll Management

[ Leave & Accrual Management

PR

Service Period Duration Vacation Code Availment Eligibility Percentage
< 1 Year Annual Vacation 24 working days 0
[EnE| <= 1 Year Annual Vacation 24 working days 100

User: admin

Accrual Excluded Leaves
Step 6 : Select those leaves on which vacation accrual is not applicable.

3.5.1.7. Ticket Fare
Ticket Fare is used for the purpose of air ticket fare accrual. You shall have at least one record
corresponding to each airline destination that your employees fly to.

You may assign the destination code to the individual employees. Once they are assigned to the
employee, HR works will automatically accrue the air ticket amount for those employees. You can view
the accrued air ticket amount for an employee by using the ‘Air Ticket Accrual Data’ application
available under the menu ‘Accrual Data Management’.

A sample prototype is shown in the fig below. One can go to “Ticket Fare” and for each destination
assign a value in amount as shown below. For Chennai location,
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File Toclbars Help

BSFx »E
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KE& -

F commaon « | | Card Master x | Application Parameters | Ticket Fare * o
£ Employee Destination Code Description
¥ Card Master HEL Helsinki | .
&P Organization Chart COPH Copenhagen
# Sequence Control b MAA Chennai
@D Weekly Off Types MNL Manila L
&P public Holidays ca Calicut
@D lerts CGP Chittagong
£ Custom Reports coK Cochin
ATQ Amritsar
IXE Mangalore
TRV Trivandrum
KHI Karachi
TRZ Trichy
KM Katmandu >
Chennai[MAA]
Fare Type Age Limit{Vears) Ticket Fare Currency
+ Infant 2 0 DIRHAM
+ | Categonyll Child 12 0 DIRHAM
Adult %9 1800 DIRHAM
""" Fare Type Age Limit(Vears) Ticket Fare Currency
[ commen Infant 2 0 DIRHAM
s . Categond Child 12 800 DIRHAM
» Adult 99 1200 DIRHAM
E Leave & Accrual Management

User: admin

3.5.1.8. User Defined Accruals
In HR Works , be default there are three accruals maintained through the system, there are —
Indemnity Accrual ( Gratuity) , Vacation Accrual and Air Ticket Accruals.

User defined accrual is the feature which enable consultant to configure additional accruals in the
system. Example of typical additional accruals could be —Schooling Allowance.

File Toolbars Help

‘B s Fx eE

&P Vacation Codes

&P Vacation Scheme

&P Ticket Fare

& User Defined Accruals

Transactions. B

E AR & | | Card Master % | User Defined Accruals
hl Al
Accrual Categor Code Description
&P Leave Limit Scheme = tegery - L
@ Indemnity Codes Ll -
&P Indemnity Scheme ¥ @ :Eid AlFitr Bonus

&P Leave Application

P Leave Retun

&P Leave Settlement

&P Final Settlement

P Air Ticket Availment

&P Vacation Encashment

P Availment - User Defined Accruals

Accrual Data Management A
&P Indemnity Accrual Data

RP Vacation Accrual Data

QP Air Ticket Accrual Data

®P User Defined Accruals Data

Eid Al Fitr Bonus EAFBCDE Eid Al itr Bonus - Rules

[ Common

s Payroll Management

2 Leave & Accrual Management

KE& -

User: admin
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3.5.2. Transactions

3.5.2.1. Leave Application

In this transaction, one can apply for a leave when an employee is going on a leave or has come back
from leave and is entering back dated leave application.

An authorized person who has access to the Payroll System can apply leave on someone else behalf.
System also does have to apply for any “Leave Salary Advance” if applicable.

The entry screen and the transaction screen of Leave Application is shown below:-

File Toolbars Help

Plml | L0
E Leave & Accrual Management < | | Leave Application x -
Masters NE Leave Form Batch No Date Employees Status T
®P Leave Master ! Lv-000240
&P Leave Limit Scheme LV-000239 29/05/14 000190001013 Open
@9 Indemnity Codes LV-000241 04/09/14 Approved leave applicaion - hesam - 0...
&P Indemnity Scheme LVo000238 Z7/03/LY Approved
@ Vacation Codes Lv-000237 27/05/14 Approved
&P Vacation Scheme Lv-000226 26/05/14 Approved
) El LV-000235 21/05/14 Approved
: E::I D:ir:eu Accruals CLALL DA pproved
LV-000232 13/05/14 Approved
Transactions & LV-000230 12/05/14 Approved
&P Leave Application LV-000229 11/05/14 Approved
&P Leave Retum LV-000228 04/05/14 Approved
®P Leave Settlement Lv-000227 03/05/14 Approved
&P Final Settlement I LV-000226 03/05/14 Approved
R Air Ticket Availment Lv-000225 29/04/14 Approved
&P Vacation Encashment LV-000224 29/04/14 Approved
&P Availment - User Defined Accruals LV-000223 27/04/14 Approved
Accrual Data Management 2 Lv-000222 24/04/14 Approved
&P Indemnity Accrual Data Lv-000220 13/04/14 Approved
RP Vacation Accrual Data Lv-000219 O/ [Appeved)
@D 8 Ticket Bermal Data - LV-000218 03/04/14 Approved
— Lv-000217 03/04/14 Approved
[ Commen Lv-000216 03/04/14 Approved
Q P — LV-000214 27/03/14 Approved
Lv-000213 23/03/14 Approved
E Leave & Accrual Management LV-000212 19/03/14 Approved -
H G & ||| teave ppplication st [ T -

User: admin

Select the employee for which leave application is being created.

File Toolbars Help
B s wE
B9 Leave & Accrual Management < | | Leave Application x ‘

Masters 2 | ~|/] Batch No| | Status | Open

&P Leave Master Date  |10/12/14 - [ Submit |
&P Leave Limit Scheme
@ Indemnity Codes
&P Indemnity Scheme
P Vacation Cades

&P Vacation Scheme
P Ticket Fare &

QP User Defined Accruals

Remarks | Sick leave application for current date |

[ close

Employee Code Name

' EMPOOL Hesam rahi Muhammad

Transactions 2
&P Leave Application

&P Leave Return

P Leave Settlement

&P Final Settlement

R Air Ticket Availment

P Vacation Encashment

&P Availment - User Defined Accruals

Accrual Data Management A
&P Indemnity Accrual Data

P Vacation Accrual Data

@D Air Tickat Arcrial Data

[£_] common

s Payroll Management | Generste Excel Template || Upload from Excel |
12 Leave & Accrual Management

% @ & || | Loave Application List | New Appiication x | [ | -

lear ardmin

50



White Paper — HR Works

Input the data as per the requirement in the leave application fom. A prototype is represented as

below.
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‘B9 Fx e

2 Leave & Accrual Management

Leave Application * |

]

Masters S

Batch No | | Status | Open |

RP Leave Master

&P Leave Limit Scheme
P Indemnity Codes

&P Indemnity Scheme
&P Vacation Codes

P Vacation Schems

&P Ticket Fare

QP User Defined Accruals

Transactions 2
&P Leave Application

@ Leave Retum

P Leave Settlement

&P Final Settlement

R Air Ticket Availment

®P Vacation Encashment

&P Availment - User Defined Accruals

Accrual Data Management A
&P Indemnity Accrual Data

P Vacation Accrual Data

@D Air Ticket drrrual Data

[E_] Commen
Q Payroll Management

= Leave & Accrual Management

KE& -

Date  [10/12/14 -] [ Submit |

Remarks | Annual Leave for deceber menth |

Selected Employees | |4

v Y Y Y
Code Name Leave Type | From Date Leave Days | To Date Return Date

Leave Salary Advan...

Remarks Attachment

I Hesam rahi M... Al-Annual.. 10/12/14 6 15/12/14

Urgent A... Leave Application - Appraval emaildocx

Upload

4 [l

Leave Application List | New Application x | [ ]

User: admin

The transactions in HR Works system is passed through 3 stages of validation which are — Save , Submit
and Approve. One can save a transaction being created in the system for later submission, “Submit”
action will submit the transaction to the approver for approval. The third stage is approval, “approve”
action will lead to this state of the transaction.

Approver is responsible for approving / rejecting the transaction. Approver can also open the
transaction to open the transcation. The following button “Open” , “Approve” & “Reject” is available
with the approver for his action. A prototype is shown below :-

File Toolbars Help

‘B9 Fx e

2 Leave & Accrual Management «

Leave Application * |

Masters A

Batch No | LV-000243 | Status | Submitted |

P Leave Master

&P Leave Limit Scheme
&P Indemnity Codes

&P Indemnity Scheme
RP Vacation Codes

&P Vacation Scheme

P Ticket Fare

&P User Defined Accruals

Transactions. A

&P Leave Application

P Leave Return

QP Leave Settlement

P Final Settlement

QP Air Ticket Availment

&P Vacation Encashment

P Availment - User Defined Accruals

Accrual Data Management A

@ Indemnity Accrual Data
RP Vacation Accrual Data
@D Air Ticket dcrrual Nata

[E_] commen
@ Payroll Management

12 Leave & Accrual Management

Date  |10/12/14 -| | open || Approve
Remarks | Annual Leave for deceber month |
Selected Employees -
Employee Code Name LeaveType |From Date | leaveDays ToDate |Retum Date Leave Salary Advan... | Remarks | Attachment
» EMPO01 Hesam rahi M... Al-Annual.. 10/12/14 6 1512114 Urgent A... Leave Application - Approval email.docx

4 [

KE& -

| Leave Application List | Lv-000243 x | []

User: admin
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3.5.2.2. Leave Return

Here one can apply for a leave when an employee is going on a leave or has come back from leave and
is entering back dated leave application.

User need to open the leave return, upon open the leave return the following screen popout

listing out as shown below

.
[T ]
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File Toclbars Help

BsBPxerE

E Leave & Accrual Management «

Leave Return

Masters NE Batch No Date Employees Status Remarks
& Leave Master RILLE 00035 =
9 Leave Limit Scheme LR-00037 01/05/14 Approved
9 Indermnity Codes LR-00035 01/04/14 Approved
& Indermity Scheme LR-00034 01/04/14 Approved
LR-00033 27/03/14 A 4
& Vacation Codes /031 pprove
LR-00032 16/03/14 Approved
& Vacation Scheme L s
= LR-00031 13/03/14 Approved
&P Ticket Fare
M LR-00029 11/03/14 Approved
User Defined Accrusls LR-00028 02/03/14 Approved
[rEeEETe S = LR-00027 11/02/14 Approved L
& Leave Application LR-00026 11/02/14 Approved
& Leave Retum LR-00025 09/02/14 Approved
&P Leave Settlement LR-00024 03/02/14 Approved
& Final Settlement LR-00022 07/01/14 Approved
& Air Ticket Availment LR-00021 07/01/14 Approved
&P Vacation Encashment LR-00020 07/01/14 Approved
&P Availment - User Defined Accruals LR-00019 1212713 Approved
Accrual Data Management A [REED BV ppeved
e — LR-00017 11/12/13 Ay 4
& Indemnity Accrual Data iz pprove d
LR-00016 11/12/13 Ay 4
& Vacation Accrusl Data 00013 By Appm"ed
2 A Ticket | Dat 2 B 12 PRIOVES
----- LR-00014 09/12/13 Approved
2] Common LR-00013 09/12/13 Approved
s Payroll Management LR-00012 05/12/13 Approved
LR-00011 26/11/13 Approved
E Leave & Accrual Management LR-00010 19/11/13 Approved -
PG & || | Lewve retum Uit | NewRecord | [ | -
User: admin
Upon pressing new record, user will be able to carry out transaction
File Toolbars Help
Qg P g
= Leave & Accrual Menagement & | | Lesve Return X ‘ -
Masters 2| 4| Batch No| |
P Leave Master Date | 10/12/14 - Submit
RP Leave Limit Scheme Remarks |
&P Indemnity Codes
P Indemnity Scheme More Selection -
&P Vacation Codes /—‘
001
&P Vacation Scheme b =me
&P Ticket Fare [[]  Employ..~ Name Leave Applicati... | Leave Type | From Date Return Date | Remarks
&P User Defined Accruals ’ EMPODL  Hesam rahi M. LV-000243 10/12114 Urgent A...

Transactions 2
P Leave Application

R Leave Return

RP Leave Settlement

RP Final Settlement

RP Air Ticket Availment

P Vacation Encashment

P Availment - User Defined Accruals

Accrual Data Management A
R Indemnity Accrual Data
R Vacation Accrual Data

@D Nir Tickst L Dt

[E_] common

@ Payroll Management

) Leave & Accrual

KEG& -

User: admin

Rightclick on the concern record and click add to the list, system will filter the record for transaction.
User then will be able to save, submit and approve the form.
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BB e

B Leave & Accrual Management

Leave Return * |

&P Leave Application

@ Leave Retum

@ Leave Settlement

@ Final Settlement

@P Air Ticket Availment

&P Vacation Encashment

®P Availment - User Defined Accruals

Accrual Data Management ~
&P Indemnity Accrual Data

@ Vacation Accruz| Data

@D Air Ticket Accnual Dat

Masters 2 ||| Batch No| | Status [Open |
&P Leave Master Date  [10/12114 - Submit
&P Leave Limit Scheme Remarks | ]
&P Indemnity Codes
&P Indemnity Scheme: Bstch Entries | More Selection
&P Vacation Codes Group By Leave Application Batch No - |
P Vacation Scheme ]
= Employ... Name Leave Code | FromDate | LeaveDays | ToDate  |Retum Date Remarks
@ Ticket Fare
&9 User Defined Accruals " | @ Leave Application Batch No: LV-000243
Transactions Py EMPOOL  Hesam rahiM.. AL 10/12/14 5 15/12/14  18/12/14 Urgent A...

] cCommon

@ Payroll Management

T2 Leave & Accrual Mansgement

KEG& -

User; admin

3.5.2.3. Leave Settlement

Leave Settlement is used to process payroll for all those employee who has enrolled for advance leave

payment and are scheduled to go or have gone on annual leave.

Based on the configuration, system can issue the advance salary if there is any request. This advance
given to employee shall be treated as advance which could later be settled in the next payroll period.

Employee Selection
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RaBFx e

B2 Leave & Accrual Management <

Leave Settlement * |

Masters A (&

Batch No| | PayPeriod | Genersl | [ecember2014 -

RP Leave Master

&P Leave Limit Scheme
R Indemnity Codes

&P Indemnity Scheme
&P Vacation Codes

&P Vacation Scheme

P Ticket Fare

QP User Defined Accruals

Transactions. 2K

&P Leave Application

&P Leave Return

RP Leave Settlement

P Final Settlement

R Air Ticket Availment

®P Vacation Encashment

&P Availment - User Defined Accruals

Accrual Data Management A
&P Indemnity Accrual Data
P Vacation Accrual Data -

Date  [14/12/14 -] Status Open

[ common

@ Payroll Management

Submit |
Remarks | |
Employee Selection
[F Employee Code Employee Name
» (=] EMPOOL Hesam rahi Muhammad

E Leave & Accrual Management

KEE -

|| Leave Settiement List | New Batch x | [

User: admin

Calculate
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File Toolbars Help
@S Fx wE

B9 Leave & Accrual Management < | | Leave Settlement x ‘

T 2| 2| Batch Na| | Pay Period | General ecember 2014
R Leave Master Date  [14/12/14 -] Status Open

&P Leave Limit Scheme |

Submit
@ Indemnity Codes | |
Remark:
RP Indemnity Scheme emarks
& Vacation Codes Calculate | Employes Selaction
&P Vacation Scheme A
s e = || coleuate |
@ User Defined Accruals EploveeCadls Name Exception Action
Transactions = » EMPOO1 Hesam rahi Muhammad Payroll not Processed for earlier ~ Continue processing Pe ~ Calculate

P Leave Application

&P Leave Return

R Leave Settlement

P Final Settlement

&P Air Ticket Availment

P Vacation Encashment

&P Availment - User Defined Accruals

Accrual Data Management A
&P Indemnity Accrual Data

RP Vacation Accrual Data

@D Air Ticket dcrrual Nata

[ | common

@ Payroll Management

12 Leave & Accrual Management

03 & | [Leovesettiement st | Newsarch x [ (7]

User: admin
—

Leave Settement

File Toolbars Help
il 9 PAxEE

B2 Leave & Accrual Management < | | Leave Settlement x ‘

Masters 2 | 2| Batch No|15-00026 | Pay Period | General ecember 2014
RP Leave Master Date  [14712714 | Status Open

&P Leave Limit Scheme

P Indemnity Codes

& Indemnity Scheme Remars ‘

&P Vacation Cades Caleulate | Leave Settlement

& Vacation Scheme = e Pay Period BASIC E-HRA Other Net

R Ticket Fare

»
P User Defined Accruals

=) Employee: EMPOOL

Transactions A October 2014 3354.34 83871 200 105785
RP Leave Application November 2014 3466.67 866.67 200 105785
December 2014 1161.29 29032 1000 105785

P Leave Return

&P Leave Settlement

P Final Settlement

QP Air Ticket Availment

&P Vacation Encashment

P Availment - User Defined Accruals

Accrual Data Management A
&P Indemnity Accrual Data

RP Vacation Accrual Data

@D Air Ticket drrrual Data

2| commen

s Payroll Management

12 Leave & Accrual Management

% @ & - || [Fieave Settlement List | 15-00026 x | [J

User: admin

Submit and approve the transaction as usual of all the transaction in HR Works.

3.5.2.4. Final Settlement

Final settlement transaction comes into picture following “Payroll Action Form” -> “Employee
Separation” transaction. During employee separation from the organization, all the accruals
component which gets accrued over employee’s association with the company get disbursed through
this process. Moreover, system may process Leave Encashment for the accrued leaves and Air Ticket
Encashment for the accrued air ticket fraction.
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Following steps are to be followed to complete transaction:-
1. The transaction as usual of HR works start with populating the listing of historical “Final Settlement”.

File Toolbars Help

1) [1°]

(SR Fins| Settlement = | Payrall Action Form |
- — a

User Management 25| earno. | | Action Form Type | Employes Separation M

& RolesBsers Date (181214~ Status [ |
£ Connected Users
Effective Date | 14/12/14 - Submit |

Remarks | |

System Management 2

¥ Application Parameters
£F Application Parameters(Multiple Entity
& Card Types

Action Form T
& Action Form Types Employee List | Set Values -

211 Sort Order Settings

@& Custom Report Designer Separation

244 Rules Master

Upload Files

(@ Approval Workflow Settings Description Separation Type " Settle Qutstanding Leave Balance Settle Outstanding Ticket Balance

Q9 Alerts Configuration Outstanding Leave Balance Enter and Approve an Airid =
@ User Alerts Setup + Type of Final Settle... Resignation Unlimited ves l:‘:’!::’:i“:i: :;f’r:; Yes A"ami”e‘gfe‘r‘""eﬁf;:::‘:;‘

Reports A in Vacation Cades

| Custom Reports < I ] L

] Employee Hierarchy Report

Organization Chart A |
&P Organization Chart Types
@ Entity Managers

[ ] Commen
g Payroll Management

B Leave &t Accrual

@ & . ‘ PAF Record List | PC-00102 x | New PAF Record x | 2] .

Licer: admin

3.5.2.5. Air Ticket Availment

The employees who are proceeding on vacation may be eligible to get their air ticket from the
company. The accrued air ticket balance shall indicate the employee’s eligibility for the air ticket. When
you issue the ticket to the employee or pay cash in Hand, you need to make necessary adjustment to
the accrued air ticket balance. This is done using the Air Ticket Availment application under the
Transactions menu.

Transactions ->Air Ticket Availment

User need to open and select the employee who has requested for Air Ticket, right click to select
all such employee:-

File Toolbars Help

) (L]
[ Leave & Accrual Menagement <« | | Air Ticket Availment ‘ i
Masters 2 | 2| | Batch No [ | Pay Period | General -] December 2014 -]
&P Leave Master Date | 17712718 -] Status | Open |
@ Leave Limit Scheme Availment Cption | - [ Submit ]
P Indemnity Codes —_————————
Remarks [ |
®P Indemnity Scheme

&P Vacation Codes I <

&P Vacation Scheme
@P Ticket Fare | emp001 || close |
@P User Defined Accruals

[] |Employes Code Employee Name.

Transactions = b EMP0O1 Hesam rahi Muhammad

P Leave Application

P Leave Return

RP Leave Settlement

P Final Settlement

P Air Ticket Availment

R Vacation Encashment

P Availment - User Defined Accruals

Accrual Data Management S
R Indemnity Accrual Date

P Vacation Accrual Data

@D fir Ticket Accrial DNat.

[E_] common

@ Payroll Management

[ Leave & Accrual Management

S {8 & - || | pirTicket Avaiment List | New Batch [ [ ] -

User; admin

System will navigate to new screen, user need to mention number of ticket required required and
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system will populate the amount of the ticket.
In case of dependence existing in system for an employee, system will allow the user to

request for the dependence ticket as well.( Note that the dependent record are normally defined in the

system in employee master > Personal Records > Dependents)

User is required to submit and approve (approval may happen by someone else who is
assigned the authority of approval) the transactions shown in the fig below:-

File Toolbars Help

B s P e

% Administration & | | Air Ticket Availment \

User Management A ||| Batch No [aT-000002 | Pay Period | General-September 2014 |
& RoleséiUsers Date | 02r09/14 | Status | Approved |
&) Connected Users Availment Option [ Off Cycle Payrall

System Management S Remarks |

£¥ Application Parameters

£F Application P: Entiy Air Ticket Availment Details _

hl Al Y
8 Card Types Employee Code Mame Accrual Tickets | Base Currency Accrual Amount | Destination Ticket Class| No Of Tickets | Ticket Amount
&P Action Form Types ’ % | EMPOOL Hesam rahi Muhammad -2 -3200 Chennai Categonl 1 1000
£1L Sort Order Settings

&P Custom Report Designer

&1L Rules Master

(@ Approval Workflow Settings

&P Alerts Configuration

&P User Alerts Setup

Reports A

|| Custom Reparts
|2 Employee Hierarchy Report

Organization Chart ~ [

&P Organization Chart Types
&P Entity Managers

{7 common

@ Payroll Management

[ Leave & Accrual Management

@ & || | ArTicket AvaimentList | AT-000002 O]

User: admin

3.5.2.6. Vacation Encashment

In this application, you can store the employee's encashment days. You can invoke this application by
making the selection.

Transactions ->Vacation Encashment

One can mention the number of days which an employee is requesting for encashment and
system will calculate the equivalent amount based on formula defined in “Vacation Scheme “Master.

File Toolbars Help
B s Bx e

B2 Leave & Accrual Management < | | Vacation Encashment ‘

[ 3 5]
(1 1)
DU-IT GROUP
Solutions and Beyond "

Masters 2|2/ | Batch No [ ve-00029 | Pay Period | General-September 2014 |

QP Leave Master Date [07/00/14 - Status | Open |

& Leave Limit Scheme Settlement Method | Off Cycle Payroll - [ Submit
@ Indemnity Codes - -

Remarks | encashment in lieu of leave applied |
&P Indemnity Scheme

&P Vacation Codes [g] | Vacation Encashment Details

&P Vacation Scheme = e e TR e Till Date R e e

8P Ticket Fare T [~ | empoo1 Hesam Rahi Muhammad  29/10/14 374 10 1666.67
QP User Defined Accruals

Transactions 2

&P Leave Application

&P Leave Return

P Leave Settlement

&P Final Settlement

R Air Ticket Availment

R Vacation Encashment

&P Availment - User Defined Accruals

Accrual Data Management 2
&P Indemnity Accrual Data

&P Vacation Accrual Data

@D Air Ticket Accrial Data

|| cCommon

$ Payroll Management

[ Leave & Accrual Management

(9 & -| [ Vecation EncashmentLit | ve-00029 x | [ |

Leer: admin
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3.5.2.7. Availment — User Defined Accruals

Any addition accruals which is defined through User Defined Accruals means, can be processed
through this form. For example — School Allowance, Pension Fund, etc.

User can able to apply request for UDA Accruals through this form and system will process the
request and dispense the accrued amount through regular payroll, off cycle payroll or outside the

system.

3.5.3.
3.5.3.1.

Based on the formula defined in the system, this report shows the accrued amount of indemnity

accrued

) HR Works - Demo Company
file Toolbars Help
W 2 PEg
| B2 Leave & Acerual Management «

QP Leave Limit Scheme -
& Indemnity Codes

&P Indemnity Scheme

&P Vacation Codes

& Vacation Scheme

@ Ticket Fare =
P User Defined Accruals

Transactions

P Leave Application

@ Leave Return

P Leave Settlement

P Final Settlement

&P Air Ticket Availment

& Vacation Encashment

@ Availment User Defined Accruals

& Compensatory Off Entitlement

@ Reset Vacation Accruals

Accrual Data Management v
< u | »

|} common

‘ $ Payroll Management

‘ 22 Leave & Accrual Management

| E&B:ﬂf‘{-'

User: dli

Reporting

Availment User Defined Accruals »

Batch No B
Date
UDA Category |

Availment Method | M:

Pay Period

From

Accrual Till | N

Status

[ 3 5]
1Y)
DLUIIT GROUP
Solutions and Beyond "

Remarks
Set Values
Employee Code Employee Name Hire Date Last Availed Date  Dependant Name Date of Birth
EMP1001 Javed Anwar 6/11/2012 Sara 3/10/2015

Availment User Defined Accruals = BC009 x

Indemnity Accrual Data

System, by itself take care of the disbursement of indemnity at the time of final settlement.
However, at any point of time, one can review the accrued indemnity in terms of days and amount.

The system has provision of adjustment in the accrued indemnity through this screen.
A prototype is shown as below.

Select the person whose accrued indemnity need to be shown.
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File Toolbars Help

el & L]
E Leave & Accrual Management < | | Indemnity Accruzl Data
T = Employee Code Name Hire Date
Transactions -
001070 Ramesh Singh 21/05/14 -
& Leave Application 001071 Bijay Raut 21/05/14
P Leave Retum 001072 Dillip Barik 3105714
% Leave Settlement 001073 Sundara Vijayakumar Uppala 26/05/14
&P Final Settlement 001074 Sreejith Bhavan Chellappan 26/05/14
&P Air Ticket fvailment M 001075 Kunal Parab 26/05/14
&P Vacation Encashment 001076 Mohammad Mustafa Ansari 28/05/14
&P Availment - User Defined Accruals 001077 Ram Preet 28/05/14
Accrual Data Management 005022 Hamza Valappil 04/05/11
& Indemnity Accrus! Data 5012 Khalid Husham Hasan Al-Qaysi 11/04/11
& Vacation Accrusl Data 7801137 Nij kumar Kadumthayil 22/08/12
@ Air Ticket Accrusl Data L 780890 Mohsmmad Gufran Siddique 07/12/10
@@ User Defined Accruals Data 780893 Chotak Sharma 14/12/10
C— 780894 Rajendra Ramsamujh Kanajia Ramsamujh 14/12/10
780896 Rajesh Kumar Yadav Sheo Kumar Yadav 14/12/10
[E] Final Settlement 780897 Rashid Rashid Beg 14/12/10
[ES) Leave Settlement 780898 Kripa Shankar Pandey 19/12/10
I Indemnity Accruals 780899 Ramu Mot 16/12/10
=] Vacation Accruzls —! 780900 Paramjit Singh Gurpreet Singh 21/12/10
=] Leave Report 780901 Vinod Kumar Tiwari 21/12/10
| Air Ticket Accrual Register - 780904 Surind Singh Lal Bahadur Singh 26/12/10
""" 780921 Kabir Mish Siddik 17/01/11
|| Commen 780023 Rashid Ruhul Amin 17/01/11
@ Payroll Management ’ Shahinur Abdul Mannan
EMPOOL Hesam Rahi Muhammad 01/09/14 g
p Leave & Accrual Management =
% @ & = Employee List | 780925 - Shahinur Abdul Mannan = -

User: admin

Double click the record to view the indemnity records of the selected employee.

File Toolbars Help

e PDxEE

2 Leave & Accrual Management

&«

Indemnity Accrual Data *

WSS DEnTIeT e

Transactions.

&P Leave Application

&P Leave Return

P Leave Settlement

&P Final Settlement

QP Air Ticket Availment

&P Vacation Encashment

R Availment - User Defined Accruals

Accrual Dats Management

&P Indemnity Accrual Data
&P Vacation Accrual Data

RP Air Ticket Accrual Data

&P User Defined Accruals Data

Reports

|| Final Settlement

|| Leave Settlement

=) Indemnity Accruals

=) Vacation Accruals

|| Leave Report

5] Air Ticket Accrual Register

E ] Gommon

@ Payroll Management

[ Leave & Accrual Management

Date

Type

Indemnity Scheme

Indemnity Code

Accrual Basis Amount

Accrual Exclud...

Days

Amount

Remarks

r 30/04/14
31/03/14
28/02/14
31/01/14
31/12/13
30/11/13
31/10/13
30/09/13

Accrual
Accrual
Accrual
Accrual
Accrual
Accrual
Accrual
Accrual

‘GRAT-UL-Gratuity Sc...
‘GRAT-UL-Gratuity Sc...
‘GRAT-UL-Gratuity Sc...
‘GRAT-UL-Gratuity Sc...
‘GRAT-UL-Gratuity Sc...
‘GRAT-UL-Gratuity Sc...
‘GRAT-UL-Gratuity Sc...
‘GRAT-UL-Gratuity Sc...

GRATUITY-Grat...
GRATUITY-Grat...
GRATUITY-Grat...
GRATUITY-Grat...
GRATUITY-Grat...
GRATUITY-Grat...
GRATUITY-Grat...
GRATUITY-Grat...

1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00
1,000.00

Total :

3.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

3.00

135
178
162
178
178
173
178
56.27

68.29

5178
58.45
5270
58.45
58.46
5753
58.45
187561

227643

KE& -

Employee List

780925 - Shahinur Abdul Mannan x

User: admin
—

3.5.3.2. Vacation Accrual Data

Based on the formula defined in the system, this report shows the accrued amount of vacation.

On opening the form, system publishes the year end leave balance as per the formula applied
in the system, pending leave that is applied, approved and not yet consumed and accrued leave
balance as per the vacation scheme formula applied in the system.

By further double clicking the record, one can check the amount accrued.
Disbursement of vacation accrued payment happen through “Leave Settlement” transaction in

HR Works. However, at any point of time, one can review the accrued vacation record in terms of days

and amount.

58




White Paper — HR Works

This functionality provides 2 way provision — to review the accrued data and to make adjustment.

A prototype is shown as below.
Select the record whose accrued vacation balance need to be viewed.

[ 3 5]
mmm
DLUIIT GROUP
Solutions and Beyond "

File Toolbars Help

iE 9 (L]
[ Leave & Accrual Management <« | | Vacation Accrusl Data i
T =F Employee Code = | Name Hire Date Accrued Leave Balance | Pending Leave Pending Leave Applications Vear End Leave Balance
Trensactions = 000001 Veli Matti Johannes Mik... 09/0L/06 000 000 000 ~
& Leave Application 000002 Henrik Bondrup Jensen  19/10/06 2700 1100 1600
& Leave Retum 000005 Moosa Shah Basha Sheik | 30/08/06 23.00 000 23.00
& Leave Settiement 000006 Mylene Atienza Manalo  01/07/06 2135 2000 LV-000209 50.00
&P Final Settlement 000010 Arumugam Arumugam.. | 29/LL/06 36.50 1100 | LV-000168, LV-000195, LV-000230 2600
&P Air Ticket Availment M 000011 Latheesh Cheroota 05/11/06 35.85 37.00 LV-000223 4800
& Vacation Encashment 000020 Francisco Barba Octavo  03/12/08 3593 000 2500
&P Availment - User Defined Accruals 000030 Mohammed Alamgir Mo... 15/08/06 2207 000 9100
Accrual Data Management A 000033 Biju Varghese 12/01/07 2683 20,00 LV-000176, LV-000187 7.00
@ Indemnity Accrual Data 000034 Lakhwinder Singh 23/01/07 000 000 5000
@ Vacation Accrual Data 000036 Rajesh Puthiyottu Kizhak... 23/01/07 2563 000 75.00
@ Air Ticket Accrual Data L 000037 Janeesh Nanu Keloth 23/01/07 69.85 000 11900
@ User Defined Accruals Data 000033 Maneesh Kumar Kolorot... | 23/01/07 1630 000 6500
R - 000043 Paramasivam Ovarasu Pil... 08/02/07 8280 000 13200
000047 Vineesh Kamalan 23/01/07 2438 000 7300
= Final Settlement o)
& Leave Settlement 000050 Rijo Chelakkadan Ouseph  22/02/07 2588 000 7500
&) Indemnity Acaruals 000052 Stalin Augustine 22/02/07 765 000 57.00
& Vacation Accruals | 000054 Sherin Palatty Poulose | 22/02/07 32.88 000 8200
| Leave Report 000061 Dinesh Cheruparambil C... | 03/01/07 6530 000 11400
=) Air Ticket Accrual Register - 000064 Denny Puthussery Pappa... 03/04/07 2663 0.00 76.00
- 000065 Thomas Choolissery Rap... | 14/03/07 2488 000 7400
{1 Comman 000066 Joby Joby 14/03/07 2019 000 69.00
@ P 000067 Kallullathil Raveendran R... | 14/03/07 2588 000 7500
000071 Vibeesh Kozhunnantavida | 14/03/07 1060 100 LV-000209 59.00
[ teave & Accus! Management 000074 Renato Samonte Esquerra  24/03/07 2035 000 69.00 ¥
% & - ||| Employee List -

User: admin

Double click the

record to view the vacation accrued amount of the selected employee.

File Toolbars Help
BB xBpE

[ Leave & Accrual Management <« | | Vacation Accrual Data |
- user venTE R
- - o Date Type Vacation Scheme | Vacation Code | Accrual Basis Amount | Accrual Exclud.. Days Amount Remaris
ransactions ~
30/04/14  Accrual AV-Annual Vacatio... AV-Annual Vac. 1351500 000 250 112625
& Leave Application 30/04/14  Adjustment Av-Annual Vacatio.. AV-Annual Vac... 0.00 0.00 42249 Adjustment
& Leave Retum 31/03/14  Accrual A¥-Annual Vacatic.. AV-Annual Vac.. 0.00 255 1106.28
& Leave Settlement 28/02/14 Accrual AV-Annual Vacatio... AV-Annual Vac... 000 230 99782
& Final Settiement 31/01/14  Accrual AV-Annual Vacatio.  AV-Annual Vac.. 0.00 250 1,084.58
& Air Ticket Availment M 31/12/13  Accrual A¥-Annual Vacatic.. AV-Annual Vac.. 0.00 250 1,084.58
& Vacation Encashment 3011113 Accrual AV-Annual Vacatio... AV-Annual Vac... 000 250 108450
&P Availment - User Defined Accruals 3011713 Adjustment AV-Annual Vacatio... AV-Annual Vac... 000 000 17342 Adjustment
Accrual Data Management A 3110113 Accrual AV-Annual Vacatio... AV-Annual Vac... 000 250 01118
& Indemnity Accrual Data 30/09/13  Adjustment AV-Annual Vacatio.. | AV-Annual Vac... 000 1050 000
& Vacation Accrual Data 30/09/13 | Adjustment AV-Annual Vacatio... | AV-Annual Vac... 1301500 000 000 455532 Adjustment
&P Air Ticket Accrual Data =|
@ User Defined Accruals Data
Reports A
| Final Settiement
) Leave Settlement
) Indemnity Accruals
£ Vacation Accruals L
| Leave Report
) Air Ticket Accrual Register B
] Commen
@ Payroll Management
[ Leave & Accrusl Management Total: 000 27.85 1254642
% @ & - || | Employee List | 000048 - Philip Mathlunkal John s -

User: admin
e

3.5.3.3. Air Ticket Accrual Data

Based on the formula defined in the system, this report shows the accrued amount of Air Tickets.

On opening the form, system publishes the employee record with hire dates. By further double

clicking the record, one can check the amount and number of ticket accrued.
Disbursement of Air Ticket accrued payment happen through “Air Ticket Availment”

transaction in HR Works. However, at any point of time, one can review the accrued vacation record in

terms of days and amount.

A prototype is shown as below.
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Select the record whose accrued balance need to be viewed.

File Toolbars Help
e BxpAE

ﬂ, Leave & Accrual Management < | | Air Ticket Accrual Data |
h - Employee Code Name Hire Date
Transactions = 001069 Abhaya Jena 21/05/14 -
& Leave Application 001070 Ramesh Singh 2170514
&P Leave Retum 001071 Bijay Raut 21/05/14
&P Leave Settlement 001072 Dillip Barik 21/05114
R Final Settlement 001073 Sundara Vijayakumar Uppala 26/05/14
&P Air Ticket Availment B 001074 Sreejith Bhavan Chellappan 26/05/14
&P Vacation Encashment 001075 Kunal Parab 26/0514
&9 Availment - User Defined Accruals 001076 Mohammad Mustafa Ansari 28/05/14
Accrual Data Management N 001077 Ram Preet 28/0514
@ Indemnity Accrual Dsta 005022 Hamza Valappil 04/05/11
@ Vocation Accruol Data 6019 Khalid Husham Hasan Al-Qaysi 11/04/11
R Air Ticket Acerual Data L 7801137 Nij kumar Kadumthayil 22/08112
@ User Defined Accruals Data 780850 Mohammad Gufran Siddique 0771210
780893 Chotak Sharma 1471210
Reports 2 5 . "
780894 Rajendra Ramsamujh Kancjia Ramsamujh 1471210
| Final Settlement 780896 Rajesh Kumar Yadav Sheo Kumar Yadav 14112710
=] Leave Settlement 780897 Rashid Rashid Beg 14/12/10
[ Indemnity Accruals 780838 Kripa Shankar Pandey 19/12/10
=] Vacation Accruals — 780839 Ramu Moti 16/12/10
-] Leave Report 780900 Paramjit Singh Gurpreet Singh 21712110
=] Air Ticket Accrual Register — 780901 Vined Kumar Tiwari 21712110
----- 780904 Surind Singh Lal Bahadur Singh 26/12/10
[2_| Common 780021 Kabir Miah Siddik 17/01/11
$ Payrol Management 780923 Rashid Ruaul Amin 17/01/11
780925 Shahinur Abdul Mannan 27/0111 =
[ Leave & Accrual Managemen , Hesar Rehi Muhammad E
% @ & ||| Empioyes List | EMPOOL - Hesam Rahi x]

User: admin

click the record to view te details of accruals in terms of nomber of air ticket and it equivalent amount.

'Double

File Toolbars Help
S P2xBEE

[ Leave 8 Accrual Management <

Air Ticket Accrual Data

-

Transactions N

QP Leave Application
&P Leave Return

@P Leave Settlement
@P Final Settlement

@P Vacation Encashment
RP Availment - User Defined Accruals

Accrual Data Management Py

&P Indemnity Accrual Data
&P Vacation Accrual Data

&P Air Ticket Accrual Data

&P User Defined Accruals Data

Reports B

2] Final Settlement
) Leave Settlement
=) Indemnity Accruals

) Leave Report

Date Type Name Relationship | Destination Ticket Class | Fare Type | Currency | Accrual Tickets | Base Currency Amount

Amount | Remarks

&P Air Ticket Availment i

) Vacation Accruals U

) Air Ticket Accrual Register -

[£7] cCommon

@ Payroll Management

b} 07/09/14  Availment  Hesam Rahi Muhammad Self Chennai Categon]  Adult AED
02/09/14  Availment  Hesam RshiMuhammad  Self Chennai Categon]  Adult AED

Total

-1.00
-1.00

-2.00

-2,200.00
-1,000.00

-3,200.00

-2,200.00
-1,000.00

ﬁ Leave & Accrual

< I

KEd -

Employee List | EMPOOL - Hesam Rahi x

User: admin

3.5.3.4. User Defined Accrual Data

Any additional / user defined accruals which are defined as User Defined accruals, can have its report

published through this screen.

3.5.3.5. Final Statement

This report shows all the record which was created through “Final Separation” as an action in “Action

Form” screen.

On opening the screen one can see all the final separation record recorded during a particular

period — current of historical. One can then press view report option to publish the report.
A prototype is shown below.
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File Toolbars Help

e (0]
= Leave & Accrual Management
Transactions ~

&P Leave Application
&P Leave Return

@ Leave Settlement
@ Final Settlement

@ Vscation Encashment
@ Availment - User Defined Accruals

Accrual Dats Management 2

& Indemnity Accrual Data
@ Vscation Accrual Dats

&P Air Ticket Accrual Data

@ User Defined Accruals Data

Reports P

) Fina! Settlement
=) Leave Settlement

2 tndemnity Accruals

) Leave Report

2 Air Ticket Acerual Register

@ Air Ticket Availment M

Final Settlement *

criteria

Selection | Selected Values |

Employee Code

Al [ #aaa | |

Report Options

Batch

Batch No Batch Date Pay Period End Date

[ current

& Pay Period: General

7500032 VI Niay 2014 BT
Fs-0003L 18/05/14 May 2014 3yosa
FS-00030 11/05/14 May 2014 31/05/14

@ Pay Period: General-April 2014

2 Vacation Accruals U

[£] Common

@
P Payroll Management

I Leave & Accrual Management

K5 -

User: admin

Demo Company
CALCULATION OF END OF SERVICE PAYMENT

Mame Jiaulhage Warish Alij0007I5) Start Of service 28-Apr-2012

Termination Type Resignation Limited End of Service 01-May-2014

Total Day of Service | 737 Accrual Excluded Days 0

Current Salary

Basic 1,020.00 DIRHAM

Food Allowance 150.00 DIRHAM

Total 1,170.00 DHRHAM

Settlement Details

Basic 1,082.90

Vacation Pay 2 057.00

OverTime 116774

Food Allowance 154.54

Monthly Bonus 30.00

VacationPay(Termination) Leave Balance 0.00 Days 0.00

Gratuity Amount 1,020.00 Gratuity Days 42 40 Days 144169

TotalEarning 5.004.17
904,

Deductions

Gas Deduction 35.00

Total Deduction 35.00

Net Pay 5,869.17

TOTAL PAYABLE Five thousand, eight hundred sixty-nine and 17/100 5,869.17

Prepared By: Approved By:

IJiaulhageWarish Ali ,unconditionally and irrevocably declare that with Five thousand, eight hundred sidy-nine and 174100

DIRHAM ( DIRHAM 5,868.17/-)there are no outstanding monies byway of compensation or remuneration or other sums

whatsoever dueto me from Dubai PreCastLLC either in respect of my employmentby Dubai PreCastLLC orinrespect of any

other matters associated therewithand that | have no claims against Dubai PreCast LLC whatsoever.

lalso agreeto and undertaketo :

1. Keep confidential anyinformation of a confidential nature which has comeinto my possession orofwhich | am aware in relafion

to the business and operation of Dubai PreGast LLGC.

2. Immediately tak e all necessary steps and to co-operate with Dubai PreCast LLC to cancelmy employment visa and health

insurance and return to Dubai PreCastLLGC any and all documents, keys and any otheritems that belong to Dubai PreCast LLG,

which are currently in my passession.

lJiaulhage Warish Ali,have recieved the sum of : 5,869.17 DIRHAM

Signature & date:

3.5.3.6. Leave Settlement
In HR Works, Leave settlement transaction is an alternative form of payroll processing tarnation for all
those employees who has applied for annual leave and wanting to avail vacation amount in advance.
This transaction generate payroll along with advance for all those. This report shows all the record
which was processed through “Leave Settlement”.
On opening the form, system publishes all the leave settlement record for current period or
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DLIIT GROUP

historical depending on selection.
By selecting the record and clicking view, one can publish the salary slip which comes along
with vacation advance data.
A prototype is shown as below.
Select the record whose salary slip need to be viewed.

Solutions and Beyond "

File Toolbars Help

Pell L)

| Leave & Accrual Management

«

hdl

Transactions.

&P Leave Application

@ Leave Retumn

@P Leave Settlement

@ Final Settiement

@P Air Ticket Availment

&P Vacation Encashment

@P Availment - User Defined Accruals

Accrual Data Management

&P Indemnity Accrual Data
@ Vacation Accrual Data

P Air Ticket Accrual Data

R User Defined Accruals Data

Reports

|| Final Settiement
|| Leave Settlement

=] Indemnity Accruals

|| Vacation Accrusls

2] Leave Report

=] Air Ticket Accrual Register

| Common

EH|
ey
& Payroll Management

Leave & Accrual Management

KES -

User: admin

3.5.3.7.

Leave Settlement x | Reports X

[ criteria Selection | Selected Values
| Employes Cade Al [ #ada |
Batch No Pay Period End Date Status
[current - _
(=) Pay Period: General-December 2014
15-00026 December 2014 31/12/14 Approved
(& Pay Period: General-September 2014
(& Pay Period: General-April 2014
Demo Company
Leave Settlement
Company Name & Address Date
Dubai PreCast LLC
Employee ID: EMP001 Employee Name : Hesam Rahi Muhammad
Hire Date 01/09/14
Basic 4.000.00 DIRHAM
Housing 1,000.00 DIRHAM
Gross Salary 5,000.00
Salary forthe Month of :  December-2014 Length of Service : 3 Month/s 11 Day/s
Leave Balance before settled 27 66
Leave Days Settled : 6
Leave Encashed 0
Balance Leave Days : 21.66
SETTLEMENT DETAILS
Earnings
Basic (Mo.Of Days: 61) 7.982.80
Housing 1,995.70
Total Pay 9,978.50
Deductions
Cash Loan 400.00
Total Deduction 400.00
Allowances
VacationPay  forthe period fom 10/12114  To 151214 1,000.00
Total Earning 1,000.00
Gross Pay 10,578.50
Net Amount Payable Ten thousand, five hundred seventy-eight and 50/100 10,578.50 DIRHAM
I Hesam Rahi Muhammad , hereby confirm that | have received all my
leave salary for 6 days due for this period and | confirm that with
receiving this amount | have no claim or due leave salary against the
company from the date of joining the company till the date of this
statement
Authorised Company Signatory Employee's Signature

Indemnity Accruals

Based on the formula defined in the system, this report shows the accrued amount of indemnity

accrued.
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System, by itself take care of the disbursement of indemnity at the time of final settlement.
However, at any point of time, one can review the accrued indemnity in terms of days and amount.
A prototype is shown as below.
This report publishes indemnity accrual information of all the employee in the organization.

File Toolbars Help

Gii)
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Solutions and Beyond "

idS (LN
[ 55 | | tndemnity Accruats .
[ | ‘ criteria Selection Selected Values

| Employee Code Al s |

Report Options
8atch | Current

Preview ]

DIRHAM

B2 Leave & Accrual Management

Employee Code Employee Name | Date Of Joining | No Of Days Worked | Last Payroll Date | Acerual Excluded D... | Accrual Basis Amo... | Opening Balance | Accrual For The M... | Availed Amount | Adjusted Amount | Closing Balance Gratuity Days
000006 Mylene Atienza Ma... 01/07/06 2861 30/04/14 000 3950.00 2471182 127541 000 000 25987.23 197.37 ~
00011 Latheesh Cheroota | 05/11/06 2734 30/04/14 000 511800 30238.22 6902.28 000 0.00 3714050 21|
000020 Francisco Barba Oc.. | 03/12/06 2701 30/04/14 500 3500.00 2036230 117267 0.00 000 2153497 18459
000030 Mohammed Alamg... 15/08/06 2806 30/04/14 900 2350.00 1435430 19315 0.00 000 1454745 18571
000034 Lakhwinder Singh | 23/01/07 2575 13/04/14 6300 220000 12292.86 7233 1222053 000 0.00 0.00
000036 Rajesh Puthiyottu... | 23/01/07 2654 30/04/14 000 120000 683013 98.63 0.00 000 622876 17322
000037 Janeesh Nanu Kel.. | 23/01/07 2643 30/04/14 1200 3150.00 17825.52 2842.39 0.00 0.00 20667.91 19684
| 000039 Maneesh Kumar K.. | 23/01/07 2654 30/04/14 000 2400.00 13660.25 197.26 0.00 0.00 13857.51 17322
== 000043 Paramasivam Ovar... | 08/02/07 2638 30/04/14 000 1600.00 9036.70 13150 000 0.00 9168.20 17180
= 000047 Vineesh Kamalan | 23/01/07 2643 30/04/14 1200 4500.00 25465.03 2666.30 000 0.00 2813133 187.54
$ 000048 Philip Mathlunkal... | 15/02/07 2626 30/04/14 600 8615.00 48350.13 708.09 0.00 0.00 49058.22 17084
E 895065.00 274042232 10685140 5157854 -4097.26 2791597.92 4633851
=1« 1] ] I

S

3.5.3.8. Vacation Accruals
Based on the formula defined in the system, this report shows the accrued amount of vacation.

On opening the form, system publishes the year end leave balance as per the formula applied
in the system, pending leave that is applied, approved and not yet consumed and accrued leave
balance as per the vacation scheme formula applied in the system.

By further double clicking the record, one can check the amount accrued.
Disbursement of vacation accrued payment happen through “Leave Settlement” transaction in HR
Works. However, at any point of time, one can review the accrued vacation record in terms of days and

amount.

A prototype is shown as below.
This report publishes vacation accrual information of all the employee in the organization.

B
!
i
1
i
i
: DIRKHAM
L]
u
$
=
e s

3.5.3.9. Leave Report

It's a report register that list out leave records applied in the system through leave application.

Accnual Banis A

Opering Balance Days

dnsed Ameurt | Acpeed Days A

[ 5650

st Amurt

nce Da... Cining Balance.

Additional selection parameters is available in the system to filter in and filter out the desired data.
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File Toclbars Help

il & (N0
s | | Leave Report < | Reports * | -
criteria Selection | Selected Values
3 Employee Code Al 4 Add
Report Options ] Batch No Batch Date
FromDate  |0L/12/14 -] -
& Status: Approved =
To Date L2/02715 N LV-000243 10/12/14
L || stes tted;ApprovedRejected Lv-000241 04/09/14
S ||| Leave Type  [Study Leave - Accruais - T Lv-000238 27/05/14
&
g — | [ | Lv-000237 27/05/14
E: [ Lv-000236 26/05/14
5 [ | v-000235 21/05/14
o 1L nona2a 15msra =
<
2 Gros
ﬁ\ Employee Code | Employee Name | Leave Code Description From Date No Days To Date Return Date Batch No Batch Date Status
B || emeoor Hesam Rahi Muha... AL Annual Leave 10/12/14 6 15/12/14 16/12/14 LV-000243 10/12/14 Approved
RN il | »
User: admin
On further clcking the print butoon , the below format can be printed out from the system.
[Employee Code [EmployeeName  [Leave Code [Description [From Date [N Days [To Date [Retur Date [Batch No [Batch Date [status |
EX [Hesam Rahi Muhamm [AL [annual Lesve 1071214 | 8[15/12/14 16712714 |Lv-000243 [10/12714 |Approved |

3.5.3.10. Air Ticket Accrual Register

It's a report register that list out air ticket accrual records created by the system based on the formula
applied. Additional selection parameters is available in the system to filter in and filter out the desired

data.
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3.5.3.11. Air Ticket Availment Batch Report
This option shows the records created in the system through “Air Ticket Availment” screen.
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File Toclbars Help

W a0 x EE

2 Leave & Accrual Management

Air Ticket Availment Report %

&Y Lzave Return a
&P Leave Settlement

&P Final Settlement

P Air Ticket Availment

&P Vacation Encashment

RP Availment - User Defined Accruals

Accrual Data Management ES

@ Indemnity Accrual Data
RP Vacation Accrual Data

P Air Ticket Accrual Data

P User Defined Accruals Data

criteria

Selection

Selected Values

Employee Code

Al

& Acd

Report Options

Batch No Batch Date

Pay Period

End Date Status

Batch | Current -]

(= Pay Period: General-September 2014

AT-000002 02/09/14

5 Pay Period: General-April 2014

September 2014

30/09/14 A

4 AT-000001 07/09/14

April 2014

30/04/14 A

Reports Py

|| Final Settlement

|2 Leave Settlement

|| Indemnity Accruals

|=] Vacation Accruals

|2 Leave Report

|| Air Ticket Accrual Register

|-) Air Ticket Availment Batch Report
|=] User Defined Accrual Register

|2 Custom Reports -

Employes Code Name

Batch No Batch Date

Ticket Destination

Ticket Class

Mo Of Tickets

Ticket Amount

Status

Commen

@ Payroll Management

£ Leave & Accrual Management

KU -

» EMP0O1

Hesam Rahi Muha...
EMPO0O1 Hesam Rahi Muha...

AT-000001
AT-000002

07/09/14
02/09/14

Chennai

Chennai

Categony
Categony

2200
1000

3200.00

Approved
Approved

User: admin

3.5.3.12. User Defined Accrual Register
This option shows the records created in the system through “UDA availment” screen.
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3.6 Payroll Management

3.6.1. Master Data
3.6.1.1. Currency Master

Currency code table stores the currencies that you intend to use in HR Works. If salaries of all your
employees are paid in a single currency (e.g. your local currency), you need to define only one record
here. But if salaries are paid in different currencies, you need to define record for each of those

currencies.

You can invoke the Currency Master Entry screen by making the following selection.

Masters ->Currency Master

[ 3 5]
(1 1)
DU-IT GROUP
Solutions and Beyond "

File Toolbars Help

@SR xFEE

@ Payroll Management & | | Currency Master >

Payroll Rounding Off

Currency Code

]

Masters A

Description Decimal Places

— AED
) Currency Master

P Payroll Round Off Codes
@P Payroll Period

P Pay Code Master

@P Daily Rate Policy

%P OT Rates

P GLIntegration Setup

P Wage Type Master

Transactions 2
&P Eaming Deduction Batch

P Off Cycle Payroll

[ Payroll Shest

DIRHAM 2
US Dollar

P Loan Application Currency Rates - US Dollar [USD]

%P Loan Amendment Effective Date

Currency Rate

P Overtime Entry » 01/01/14
Payroll Action Form
P Close Payroll Period

Reports. S

| Pay Register
1 Calars Benist =

[E_] Common
S Payroll Management

B Leave & Accrual Management

#Ed -

User: admin

3.6.1.2. Payroll Round Off Codes

File Toolbars Help

B ePx e

@ Payroll Management & | | Payrall Rounding Off x

Masters a|=||[Code

Deseription

[T Currency Master

&P Payroll Round Off Codes.
P Payroll Period

R Pay Code Master

R Daily Rate Policy

&P OT Rates

&P GLIntegration Setup

» AEDR

R Wage Type Master
RoundOff At :

Transactions A |82

P Off Cycle Payroll
[7) Payroll Sheet
P Loan Application

e Camency -] Adjustment Earning Code: [acr-vac -]

R Eaming Deduction Batch RoundOff Type: [ 1otal pay -] Adjustment Deduction Code: ‘7 |

R Loan Amendment

AED AED<= Round Off Method Round Off to AED

usD |[ ¢
P Overtime Entry

Payroll Action Form
&P Close Payroll Period

Reports S

| Pay Register
1 lane Renister

] Common
S Payroll Management

2 Leave & Accrual Management

KE & -

1 Nearest |l

User: admin

3.6.1.3. Payroll Period

Used to define various payroll period and group related to it.
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File Toolbars Help

B9 DxEE

oo
[ )
DU-IT GROUP
Solutions and Beyond "

g Fra Moy « | | Vacation Encashment * | Roles@Users | Vacation Accruals * | Off Cycle Payroll * | Eaming Deduction Batch * | Payroll Action Form * | Pay Code Master * | Payroll Period *
— = Pay Period Code Description Period Type
— » GEN General Monthly
) Currency Master E
SrStaff Senior Staff Monthly
&P Payroll Round Off Codes
&P Payroll Period
@ Pay Code Master
@ Daily Rate Policy -
QP OT Rates
@ GLIntegration Setup
@ Wage Type Master
Transactions
&P Eaming Deduction Batch I
@ Off Cycle Payroll
[E] Payroll Sheet
&P Loan Application General [GEN]
&P Loan Amendment Start Date End Date Description Daily Regular Hours | Monthly Regular Hours
@ Overtime Entry b 01/09/13 < N
Payroll Action Form 01/10/13 - 3171013 * October 2013 8 208
&P Close Payroll Period 0U11/13 - 3011113 ~ MNovember 2013 8 208
Reports 01/12/13 - 311213 * December 2013 8 208
£ Pay Register 0L/01/14 - 210114 - January 2014 g2 208
) < alane Revict v||| owo2n14 - 28/02/14 - February 2014 8 208
01/03/14 - 31/03/14 - March 2014 8 208
ooy 01/04/14 - 30/0414 - April 2014 8 208
s Payroll Management 01/05/14 - 31/05/14 - May 2014 8 208
01/06/14 - 30/06/14 ~ June 2014 8 208
[ Leave & dcerual Manogement 01/07/14 - 31/07/14 - July 2014 [ 208
% @ & - 01/08/14 - 31/08/14 - August 2014 8 208

User: admin

3.6.1.4. Pay Code Master

Pay code master is the heading under which you want the component of salary to be categorized

under.

The component for whom the process is being configured will appear under this pay code

heading.

File Toolbars Help

id e Fx e

$ P Vg « | | Vacation Encashment * | Roles&Users * | Vacation Accruals * | Off Cycle Payroll * | Earning Deduction Batch * | Payroll Action Form * | Pay Code Master | Payroll Period
Fy— =||[ | Pay Code Y Description T1ype " Non Payable Allowance | Applicable Type N
[ Currency Master = : -
ACR-AT Air Ticket Accrual Eaming - System GeneratedInclude in CTC
RP Payroll Round Off Codes - .
. ACR-IND Indemnity Accrual Earning - System GeneratedInclude in CTC
el ACR-VAT Vacation Accrual Eaming - System Generatednclude in CTC
P Pay Code Master . BASIC Basic Eaming - @] Pay Componentlnclude in CTC
P Daily Rate Policy Sl o-er Breach of Contract Deduction - =] Temporary Earn Ded
&P OT Rates D-CA Cash Advance Deduction - ] Temporary Earn Ded
@P GL Integration Setup D-CL Cash Loan Deduction ~ [} Temporary Earn Ded:Loan & Retention
P Wege Type Master DCP Company Penalty Deduction - =] Temporary Earn Ded
Transactions D-ED EmiratesID. Deduction - [&] Temporary Earn Ded
&P Earning Daduction Batch ||| p-eas Gas Deduction Deduction - m Temporary Earn Ded
&P Off Cycle Payroll D-HI Health Insurance Deduction - ] Temporary Earn Ded
E | Payroll Sheet D-LSA Leave Salary Advace Deduction Deduction - D System Generated
@ Loan Application Leave Pay Percent Settings - Basic [BASIC]
@ Loan Amendment Leave Code Description Pay Percent N
P Overtime Entry » [=] AR ABSENT 0
Payroll Action Form AL Annual Leave 100
&P Close Payroll Period m BAL Backdated Annual Leave 0o
Reports cL Compensatory Leave 100
|- Pay Register = DV Delayed Vacation o
1 Galan: Reaist hd ML Matemnity Leave 100
=} MLO% Maternity Unpaid 0
E heomn sL Sick Leave 100
@ PayrolliManagement [} sL0% Sick Leave Without pay o
. SL50% Sick Leave With Half Pay 50
B Leave & Accrual Management oL ugy Lomve 0
% @ & = STOLA Study Leave - Accruals 100

User: admin

Various salary component that normally used are undermentioned :-

I35 Basic
=" HRA

B==" Service Allowance
== Food Allowance
&= Car Allowance

=" General Allowance
o= Fixed OT

U="TRA
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Various types of E/D codes required for each of the categories?
o= Site Allowance
Bz Back pay (To handle any miscalculations)
I35 Bonus
== Telephone,
o= Utility,
65" Ajr Ticket,
IS Food,
=" Traffic Fine,
B==" Punishment (should be handled through leave),
o==" Penalty,
&= Courier Charges,
B==" OTHER
65" |D Deduction, Traffic Fine

3.6.1.5. Daily Rate Policy

HR Works application works on the basis of calculation of salary on daily basis. Based on the changing

number of days in month, system will be configured to arrive at daily salary applicable. For a particular

month this salary will then be multiplied by number of days in a month to arrive at monthly salary.

[ 3 5]
o
DLUIIT GROUP
Solutions and Beyond "

File Toolbars Help
H e @2x EE

Frr)
& Payroll Management

ncashment * | Roles&Users * | Vacation Accruals % | Off Cycle Payroll * | Eaming Deduction Batch | Payroll Action Form | Pay Code Master | Payroll Peried * | Dily Rate Policy x | 4

K£ES -

e al= Description Exclude Weekly Holiday | Exclude Public Holiday Days In Month Policy
) Currency Master Days In Month Palicy 0 ]
&P Payroll Round Off Codes
&P Payroll Pericd 28-DayPolicy | PayableDays + PayPercent
&P Pay Code Master 29-DayPolicy ©  CELIILD =
& Daily Rate Policy = 30 DayPalicy 1] 33333330003
P OT Rates ‘ 31-DayPolicy 2| 6666669846
9 GLintegration Setup i ﬁggggggzgg‘l’
b Wag% Type Mester 5 166666679382
lEopsactions 2 5 200000000000
&P Eaming Deduction Batch 7 233333330601
& Off Cycle Payroll 8 266665679382
[£) Payroll Sheet 9 300000019073 =|
& Loan Application 10 333333356765
R Loan Amendment 11 366666679382
&P Overtime Entry 12 40.0000000000
[ Payrol Acticn Form 13 433333320618
&P Close Payroll Period 14 466666679382
F— N 15 50.0000000000
2 Pay Register 16 53.3333356765
s Ranietnr - 17 566666679382
""" 18 60.0000036147 I
|£_] Common 19 63.3333320618
$ e ——— 20 666666717528
21 70,0000000000
f« Leave & Accrual Management 22 733323358765
23 756666541235

User: admin

3.6.1.6. OT Rates (Overtime Rates)

Overtime rates will be applicable for assigning rates for overtime component of salary calculation.
Various overtime rates can be defined in the system and can be called up while calculating Overtime.
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File Toolbars Help

] = B o

ST—

« | | OTRates x

User Management N

OT Code

]

Description

& Roles&Users
£} Connected Users

System Management 2

OTBH

£ Application Parameters
¥ Application Parameters(Multiple Entity
Card Types
e
Action Form Types
P
241 Sort Order Settings
&P Custom Report Designer
£1L Rules Master
Approval Workflow Settings
PP t
Alerts Configuration
o
&P User Alerts Setup

OTNS

OverTime Basic Salary
OverTime Basic + HRA
Over Time Fixed Rate

OT Fixed and Variable
Over Time Night Shift

OT Rates - Over Time Fixed Rate [OTF]

Reports N

|| Custom Reports
-] Employee Hierarchy Report

Organization Chart 2

&P Organization Chart Types
@ Entity Managers

OTTypes OTRates | OTRateType | Currency | PayCode N

+ Extra OT 10 lumpSum - DIRHAM - EOT -
Helidsy OT 10 lumpSum - DIRHAM - EOT -
Normal O 10 lumpSum - DIRHAM - EOT -
Rgular Hour 0 - - -

Ll Components - Over Time Fixed Rate [OTF]

1| Common

@ Payroll Management

B Leave & Accrual Management

Pay Code Description Pay Code Basis Percentage
’ BASIC Basic 100
= R Housing 0
[ eBO Bonus 4
[[] | E-conv Conveyance 0
[[]  E-Food Food Allowance o
[ Ee-HpL HRA Paid for Leave 0
[ EINC Incentives 0
[ _Eis Leave Saalry Adj ]

User: admin

3.6.1.7. GL Integration Setup

GL integration of various pay code master with user defined GL Account can be done through this
screen. This steps usually involved when an integration is required between HR Works and third party

application.

@ HR Works - Demo Company
File Toolbars Help
W2 e

& ayroll Management

« | | GUintegration Setup(step 1 of 3) x |

Masters

|| Initial Configuration

i Currency Master

& Payroll RoundOff Codes
@ Project Master

@ Payroll Period

&P Pay Code Master

@ Daily Rate Policy

@ O Rates

@ GL Integration Setup
& Wage Type Master
Transactions

Segments| 1

GL Distribution
GL Distribution By Entity

Segment Configuration

Segment Max Size

@ Earning Deduction Batch

& Off Cycle Payroll

& Off Cycle Reinstating

I Payroll Sheet

@ Loan Application

&P Loan Amendment

&P Overtime Entry

L —

[ Common

& Payroll Management

p Leave & Accrual Management

SXRTES %

User: dli

3.6.1.8. Wage

Type Master

Fixed Value

Wild Card Character | *
Pay Code GL Setup Entity | Pr

Distribution Entities | Project

Employee

Entity Employee

Account Separator

Use in PayCode GLConfiguration

Wage type master can be created for various group if the timesheet functionality is required in HR

Works.
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3.6.2. Transactions

3.6.2.1. Loan Application
Various types of Loans can be created in the system at the master level based on the business

requirements. This master can be created in “Pay Code Master” with the applicable type as “Loan &
Retention”.

This transaction enables the user to enter loan application details for an employee in the

organization. This is the application to record the details of the loan or advance extended to the
employee.

Loan application are captured with the principal repayable in installments. Installment
amounts is computed based on the time period defined and mentioned in the transaction it should be

repaid in. The interest amount, if any, that need to be levy o the principal loan amount should be

adjusted in the “adjusted amount” field.

When the employee takes a Loan/Salary Advance, HR / Authorized person will be configuring

the same in the system setting up the Loan Amount and fixing the number of Instalments. The
deduction will happen automatically through the payroll based on the instalment schedule.

File Toolbars Help

B9 @xFM

£ Employee

@ Card Master

&P Organization Chart
& sequence Centrol
P Weekly Off Types
P Dublic Holidays

OT Rates * | Pay Code Master * | Loan Application | Employes *

Batch No Status | Open
Date

Currency

Disbursal Method | Pa:

Disbursal Date

QP Alerts Remarks
=) Custom Reports

Adjustment Amount

Repayment Start Date

Repayment Installments

Repayment PayCode

Remar|

(3

-200.00 E-OTR

~ 04/09/14

4 D-CL

Schedule Type | Schedule Date

Installment 04/09/14
04/10/14
04/11/14

04/12/14

Installm

ent
Installment
ent

Installm

|| Commen

an
'5'1.5 Payroll Management

200.00
200.00
200.00
200.00

B Lesve & Accrual Management

Loan Application List | LOAN-00005 » | |_]

User: admin

3.6.2.2. Loan Amendment

This functionality facilitates the amendment of the scheduled data related to retention. You will be
able to void existing schedules, add new schedules and record the retained amounts or re-activate

voided schedules with this application.

System has the provision to amend the existing loans if required. The following action can be

take using this functionality,
U==" Postpone the Instalment

== Record the part payment by the employee if paid back outside the payroll

== Close the loan completely if paid back outside the payroll

There are two options available to carry out amendment:-
e Loan Amendment — Is for changing the schedule type and /or changing the schedule date. One

may want to settle the loan outside the payroll system or may want to void it, in that case it is

possible to change the schedule type to “void”.
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File Toclbars Help

eI ) (5O

$ Payroll Management

OT Rates * | Pay Code Master * | Loan Application * | Loan Amendment/Cancellation > |

DU-IT GROUP
Solutions and Beyond "

Masters ~

[ Currency Master

&P Payroll Round OFff Codes
&P Payroll Period

&P Pay Code Master

R Daily Rate Policy

&P OT Rates

@ GLIntegration Setup
P Wage Type Master

Transactions 2
&P Earning Deduction Batch

&P Off Cycle Payroll

[E! Payroli Shest

&P Loan Application

@ Loan Amendment

&P Overtime Entry

Payroll Action Form

&P Close Payroll Period

Reports 2

-] Pay Register
1 lan: Renister

[ | common

@ Payroll Management

2 Lesve & Accrual

Batch No | LA-00001 |
Date  [10/00/11
Type  [Loan Amendment

Remarks |

Selected Employees | LOAN-00005-EMPO01-Personal Loan *

Status [ Approved

EMPO0O1 - Hesam rahi Muhammad
Personal Loan

Employee
Loan Codes
Adjustment Amount 200

Loan Application Batch No  LOAN-00005
Currency AED
Paid Installment Amount 200

Pending Loan Schedule Details Repaid Loan Schedule Details

Loan Date 09/09/14
Loan Amount 1000
Pending Amount 600

Schedule Type | Schedule Date Schedule Amount Schedule Type | Schedule Date Schedule Amount

¥ Installment - 04/09/14 - 20000 | Settlement - 04712714 200.00
Installment - 04/10/14 - 200.00
Installment - 04/11/14 - 20000

KO & -

Loan Amendment/Cancellation List | LA-00001 > | [ ]

User: admin

e Loan Cancellation —Is for cancelling the outstanding amount of loan. While after selecting the
option as “Loan Cancellation”, system will ask the closure dates, from this closure dates

onwards, the loan will cease to be in effect.

File Toclbars Help

@S Fx @@

$ Payroll Management

| OT Rates * | Pay Code Master * | Loan Application * | Loan Amendment/Cancellation * |

Masters & [

[ Currency Master

&P Payroll Round OFff Codes
P Payroll Period

@ Pay Code Master

@9 Daily Rate Policy

P OT Rates

@ GLIntegration Setup
QP Wage Type Master

Transactions A
&P Earning Deduction Batch

R Off Cycle Payroll

[E] Payroli Sheet

&P Loan Application

& Loan Amendment

&P Overtime Entry

Payroll Action Form

P Close Payroll Pariod

Reports P

| Pay Register
1 lan: Renister

2| commen

Q Payroll Management

B Leave & Accrual Management

Batch No| | Status [ Open
Date [ 10/09/14 - [ Submit J
Type  [Loan Cancellation

Remarks | |

@]

Employee... | Name Rl

Loan Closure Datellﬁ/ﬂgflll 104211 AM -

000416 000416 - Asib
001043 001043 - Biju P
EMPOOL EMPOO1 - Hesal

Remarks [ |

ooo

Ok Cancel

n | Adjustmer Pending | Cancelled

Paid
nt | Amount I";‘r:!:‘:t’ Amount | Amount

Loan
Closure.
Date

Remarks

00.00 0.00 200000 0.00
00.00 000 150000 0.00
b].OD -200.00 0.00 800.00

000 10/09/14 -~
000 10/09/14 ~
000 10/09/14 ~

KE& -

Loan Amendment/Cancellation List | Mew Amendment/Cancellation > | [ ]

User: admin

3.6.2.3. Earning Deduction Batch

Variables (adhoc) Earning and Deductions (e.g. Canteen) are entered through this transaction form.

In this application, you will record the details of temporary earnings/deductions that
employees availed during the current payroll period.

Provision has been provided to enter Employees for an allowance code and allowance code for

employee to ease the data entry.
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File Toclbars Help
E s B e
s Payroll Management & | | OTRates % | Pay Code Master ¥ | Earning Deduction Batch * | A

% Loan ion %

Masters. A | = || Batch No Status | Open
55 Currency Master Date 10/09/14 - Submit

&P Payroll Round Off Codes
&P Payroll Period

&P Pay Code Master

&P Daily Rate Policy

®P OT Rates JE -

@ GLIntegration Setup

Effective Date 07/09/14 -
Settlement Method -

Remarks [

@9 Wage Type Master Fav Code List
Transactions A ] Pay Code Description Currency Amount
&P Earning Deduction Batch 1= [ bcp Company Penalty - 02
&P Off Cycle Payrall [0 bpH Health Insurance = o
2 Payroll Sheet ] D-SADJ Salary Adjustment . o

| Payroll Shee
&) Loan Application B E-AT Air Ticket AED = 200 o
P Loan Amendment Emplovee List
&P Overtime Entry

emp00L Close

Payroll Action Form [emp |
@ Close Payroll Period i} Employee Code Name
Reports A » EMPOO1 Hesam rahi Muhammad
| Pay Register

| Salan: Renictar -
£ ] common
@ Payroll Management

| Generate Excel Template || Upload from Bxcel |

2 Leave & Accruai M

2 {3 & - || [coming Deduction List | €D-00207 x| New Baten » [ [ | v

User: admin

Post filling of above details, once the user right to add the details to the batch, system will assume the
following state of the transaction as shown below.

File Tealbsrs Help
(=S e
G5 Payroll Management « | | OT Rates * | Pay Code Master * | Eaming Deduction Batch * | Application Parameters * | Loan Application % -

Masters A |21 Batch No ED-00207 Status | Approved
01/09/14

Effective Date 07/09/14

Settlement Method | Payroll Shest

Remarks [

Batch Entries ~

[ Currency Master Date
&P Payroll Round Off Codes
&P Payroll Period

@ Pay Code Master

®P Daily Rate Policy

&P OT Rates

P GLIntegration Setup ‘ ]
P de wi T
&P Wage Type Master aueece e
E—— 2 Employee Code Name Currency Amount Remarks
&P Eaming Deduction Batch I " 3 Pay Code: D-TD-Transportation
&P Off Cycle Payroll 001075 Kunal Parab AED 20000
[/ Payroll Sheet EMPOOL Hesam rahi Muhammad AED 200.00
Loan Applicati
: g L e = Pay Code: E-AT-Air Ticket
Loan Amendment
& Overtine Ent 001075 Kunal Parab AED 100.00
o = :"'":d"“; EMPOOL Hesam rahi Muhammad AED 50.00
ayroll Action Form
&P Close Payroll Period (2 Pay Code: E-BO-Bonus
Reports 001075 Kunal Parab AED 500.00
) Pay Register EMPOOL Hesam rahi Muhammad AED 500.00
| Salary Renister
£ ] common
@ Payroll Management

2 Leave & Accrual Management

KHH -

|| Eaming Deduction List | ED-00207 x | []

Leer: admin

3.6.2.4. Overtime Entry

Organizations provide incentives to employees who work for hours longer than the usual office hours.
These employees are said to be on Overtime (OT). The overtime salary for an employee also need to
reflect on pay slip.

In HR Works, this transaction form facilitates manual OT entry of an employee. HR works
contain
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s P BB

S Payroll Management

¥ Payroll Round Uff Codes
&P Payroll Period

P Pay Code Master

R Daily Rate Policy

&P OT Rates

P GLIntegration Setup
®P Wage Type Master

Transactions ES

Overtime Entry |

Batch No
Date 10/09/14 - Status [ Open |

Pay Pericd | General Y september 2014 -

Settlement Method | Monthly Payroll

-] [ Submit |

Entry Option Employeewise -

Remarks [

(@]

P Earing Deduction Batch
P Off Cycle Payroll

[E] Payroll Sheet

&P Loan Application

R Loan Amendment

R Overtime Entry

Payroll Action Form

P Close Payroll Pericd

Reports 2

|| Pay Register
|- | Salary Register
2] CTC Report
2] Pay Slip

[E_] common

@ Payroll Management

I Leave & Accrual Management

emp001

[[] | Employee Code

Employee Name

» EMPOOL

Hesam rahi Muhammad

[ Generate Excel Template | | Uploed from Excel

HE & -

Over

e Entry List | New Batch x | []

User: admin

On clicking the right and adding the record to batch, system will arrive at the following form. Here
system has provision of entering overtime (a) Employee Wise , and (b) Date Wise. On oth of these
cases, user can input te details in as many overtime as many it is created.

File Toolbars Help

S P eE

% Administration

&b Connected Users

System Management 2

£ Application Parameters

& Card Types

R Action Form Types

21L Sort Order Settings

&P Custom Report Designer
5., Rules Master

() Appreval Workflow Settings
&P Alerts Configuration

®P User Alerts Setup

$# Application Parameters(Multiple Entity [ |

Reports S

|| Custom Reports
|-] Employee Hierarchy Report

Organization Chart A
&P Organization Chart Types

&P Entity Managers

Transactions 2

&P Leave Cancellation
&) Eaming Deduction Cancellation

(2] Commen

& payroll Management

1 Leave & Accrual Management

Overtime Entry 3 | Card Master | Card Types * |

Batch Mo [

Pay Period | General Y september 2014 ]

Date [10/09/14

Status | Open ]

Settlement Method | Monthly Payroll

|

Entry Cption Employeewise -

[ Submit |

Remarks [

Enter Overtime Details

Select Employee | EMPOOL -] Hesam rahi Muhammad [ |

Date Extra OT Holiday OT | Normal OT | Rgular Hour

» 01/09/14
02/09/14 [ 0 0 0
03/09/14 o 0 0 0
04/09/14 [ 0 0 0
05/09/14 [ 0 0 0
06/09/14 [ 0 0 0
07/09/14 [ 0 0 0
08/09/14 0 0 0 0
09/09/14 0 0 0 0
10/09/14 o 0 0 0
11/09/14 0 0 0 0
12/09/14 0 0 0 0
13/09/14 [ 0 0 0
14/09/14 [ 0 0 0
15/09/14 [ 0 0 0
16/09/14 0 0 0 0

e Entry List | New Batch » | []

User: admin

Employee wise overtime entry details
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File Toolbars Help

S e

% Administration « | | Overtime Entry » | Card Master * | Card Types * -
C ted U: |
G Connected Users ~||| Batch o [ ] Pay Period | General Y september 2014 ]
System Management A —_——
Dete 10009114 | Status | Open |
$¥ Application Parameters 3
£ appiication Parameters(Multiple Exi Settlement Method | Monthly Payroll [ Submit |
Cand Types Entry Optien | Datewise |
& Action Form Types Remarks [
¢/l Sort Order Sett
o1 sort Order Settings Enter Overtime Details -

@ Custom Report Designer
31, s Masts Select Date | 10/09/14
&1L Rules Master

@ Approval Workflow Settings [[] | Employee Code EmployeeNeme | ExtraOT | Holiday OT | Normal OT | Rgular Hour
&P Alerts Configuration 5] S
{==]
QP User Alerts Setup L [ oooo11 Latheesh Cheroota 0 0 0 0
e o [£1 000020 Francisco Barba Oc.. 0 0 0 0
I:l /000030 Mohammed Alamg ] ] ] ]
|2 Custom Reports —
[£] ooo034 Lakhwinder Singh 0 0 0 0
|| Employes Hierarchy Report 5
! [ 000036 Rajesh Puthiyottu.. 0 0 0 0
(O & 1 000037 Janeesh Nanu Kel... 0 0 0 0
& Organization Chart Types £ 000039 Maneesh Kumar K... 0 0 0 0
&P Entity Managers 7] 000043 Paramasivam Ovar. 0 0 0 0
Transactions A [0 000047 Vineesh Kamalan 0 0 0 0
&P Leave Cancellation [] o004 Philip Mathlunkal. 0 0 0 o
9 Earming Deduction Cancellstion - [ 000050 Rijo Chelakkadian... 0 0 0 o
[ 000052 Stalin Augustine 0 0 0 0
[_| Common £ 000054 Sherin Palatty Poul... 0 0 0 0
$ Payroll Management [£1 000061 Dinesh Cherupara.. o o [ 0 -

B Leove & Accruai | Generate Excel Template || Upload from Excel

&~ || | Overtime Entry ist | New Batch [ [ -
User: admin Flg :
Date wise overtime entry transactions

User also have option of bulk uploading from excel sheet of the overtime data.

3.6.2.5. Payroll Action Form
This process performs different actions, such as Employee Join, Employee Separation, Salary Revision,
Personal Data Change, and Position Data Change.

You may invoke the relevant screen by making the selection as per above Payroll Action Type
from the main screen of HR Works.

3.6.2.5.1. New Joiner
Any new employee whose record need to be updated / uploaded in the system can be done through this action
type. User will select this option and will enter the details manually one by one in the screen

Facility for bulk upload of data is also provided for the ease of use. One can generate the excel template
from the system and can fill in the details in the same excel she and then can upload it through the same form.

File Toolbars Help

=) (L0

= Comman « | | Payroll Action Form x | Card Master | Employee *

& Employes PAF No. [AF ] Action Form Type | New Joner ]

@ Card Master . | . |

ate tatus d

&P Organization Chart

& Sequence Control Remarks | new joiner - September ]

&P Weskly OFf Types

&P Public Holidays

@ Alerts Employee List | EMPO01-Hesam rahi Muhammad .
) Custom Reports Employee Code Name

EMPOOL Hesam rahi Muhammad

|| Common

@ Payroll Management

2 Leave & Accrual Management

% & = PAF Record List | New PAF Record x | AF-00103 x | PC-00097 x | |g] -

User admin

Fig : Payroll action form with New Joiner Option

74



White Paper — HR Works

File Tooloars Help

BB~ rE
g Payroll Management & | | Payrolt action Form x | h
Masters A= | paFNo. Action Form Type | New Joiner m
) Currency Master Dete  [10/0914 - Status
&P Payroll Round Off Codes 7‘
ubmit
&P Payroll Period s
@P Pay Code Master Remarts| J
: Daily Rate Policy = Upload Fies
OT Rates
&P GL Integration Setup 5
Employee List | New Employee Details % -
& isge Ty Moster plyss
Transactions. A Employee Details = || |=
: Eaming Deduction Batch Employes Code /—‘
Off Cyele Payroll
) e T Salutation -
[* Payroll Shest
@ Loan Application Name [First Name | [Middle Name | [Last Name
@ Loan Amendment Date of Birth M
@ Overtime Entry HireDate  [10/09/2014 -
Payroll Action Form
&P Close Payroll Period
Reports PN Employes Fields | Personal Data | Position Details | Parameters | Salary Details | Payment Details | Personal Records U
Pay Register
J} Iy : © - Description Value u
y
[ Common > || Emad
OT Applicable
s Payroll Management Marital Status
2 Leave & Accrusl Management Reiigion Code - -
% @ & . PAF Record List | New PAF Record x | |a] -

User: admin

Fig : Payroll action form on clicking new instance cretion for employee master

3.6.2.5.2. Salary Revision
Salary revision action type is used for making a revision of salary for employees. In business process,
salary revision along with other credentials change may happen at any point of time of the financial
year. However the revised salary could be disburse at some suitable time based on company’s
discretion.

This is enabled through Payroll Action form with salary revision as action type.

File Toolbars Help
eI B Y

) Common « | | Payroll Action Form x | Employee x | -

e PAF No. Action Form Type | Salary Revision
@ Card Master
&P Organization Chart Date 10/09/14 - Status

rganization Chai I
& sequence Control Effectve Date - T S
@ Weekly OFf Types Remarks | |
& public Holidays Salary Arears Disbursal @ Normal Payroll () Offcycle Payroll
QP Alerts

Upload Files
2 custom Reports

Employee List | Set Values -
empt01

= Employee Code Name
L EMPOO1 Hesam rahi Muhammad

|| Common

@ Payroll Management

B Leove & Accrual Management

% @ & . PAF Record List | New PAF Record x | 2] -

User: admin

Fig : Payroll action form with Salary Revision option
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s 2xB@

$ Payroll Management

« | | off Cycle Payroll x | Employee | Payroll Action Form x
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Masters 2l=l| | paFNo. AF-00111 Action Form Type | Salary Revision m
3 Currency Master Date 01/09/14 Status Open
&P Payroll Round Off Codes
Effective Date | 01/09/14 mit
P Payroll Period
&P Pay Code Master Remaris | J
@9 Daily Rate Pelicy | || Selary Arcars Disbursal ormal Payro Offcycle Payro
RP OT Rates
&P GL Integration Setup
R Wage Type Master
9° P! Employes List | EMPOOL-Fesam rahi Muhammad | -
Transactions 2
R Earning Deduction Batch N Salary Parameters ‘
P Off Cycle Payroll |
5] Payroll Sheet Pay Code Description [ current Pay Type Current Currency | Current Pay Amount Increment Percent Proposed Pay Type Proposed Cu
& Loan Application + BASIC Basic 000 0/ Monthly Amount AED
@ Loon Amendment E-HRA Housing 000 0/ Monthly Amount AED
P Overtime Entry
Payroll Action Form
&P Close Payroll Periad
Reports 2
] Pay Register
1 Salan Renister __ =
— Total(AED) :0.00
E s Gomman:
< i >
@ Payroll Management —
B2 Leave & Accrual Mansgement =
% @ & - PAF Record List | AF-00111 x -
User: admin
Fig : Payroll action form - Salary Revision -for recording the initial salary
File Toolbars Help
HEIE) B -
g Payroll Management « | | Employee x | Pay Code Master | Action Form Types x | Payroll Action Form | -
mrm— A || | PaFNe. ] ] Action Form Type | Salary Revision ] <
55 Currency Master Date 100914 - Status M
&P Payroll Reund Off Codes Effective Date [ 02009/14 - [ Submit
&P Payrall Period Remarks | J
&P Pay Code Master Salary Arears Disbursal @ Normal Payroll () Offcycle Payroll
R Daily Rate Policy =]
&9 OT Rates Upload Files
@ GLIntegration Setup
@ Wage Type Master Employee List | Set Values
Transactions A —‘
= Salary Paramete:
&P Eaming Deduction Batch alery Farameters
&P Off Cycle Payroll Pay Code Description H Increment Percent. Proposed Pay Type. Proposed Currency | Proposed Pay Amount
[£) Payroll Sheet » BASIC Basic 4000 Retain Current Value AED 000 3
&P Loan Application E-HRA Housing 1000 Retain Current Value AED 000
&P Loan Amendment 80 Bonus 0 Retain Current Value AED 000
R Overtime Entry E-CONV Conveyance 0 Retain Current Value AED 000
Payroll Action Form E-Food Food Allowance 0 Retain Current Value AED 000
&P Close Payrol Period E-HPL HRA Paid for Leave: 0 Retain Current Value AED 000
T 2 EINC Incentives 0 Retain Current Value AED 000
B Py Regster ELs Leave Saalry Adj 0 Retain Current Value AED 000
e Bt - E-NYU NYU OT Pay 0 Retain Current Value AED 000
[£7] commen -
Q Payroll Management U
B teave & Accrual -
% @ & = PAF Record List | New PAF Record x -

User: admin

Fig : Payroll action form — Salary Revision — for updating the salary

3.6.2.5.3. Position Change

Position is the name given to category of employee credentials which is specific to the company and is

used in the company for defining employee status in that company.
These could be Company, Cost Centre, Department, Location, Grade, etc.
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iElS@ x| E

] common <« | | Payroll Action Form | Card Master | Employee *
& Employee PAF No. PC-00100 Action Form Type | Position Change
© Card Master
@ Grganization Chart Date 01/09/14 Status Approved
rganization Char
g Sequence Control Effective Date | 01/09/14
P Weekly OFf Types Remarks | ]
&P Public Holidays
P Alerts
] Custom Reports Action Form Employee | EMPO01-Hesam rahi Muhammad -
Employes Code: Name
> EMPOOL Hesam rahi Muhammad

Commen
4B Payroll Management
B Leave & Accrual Management

% @ & - ‘ PAF Recard List ‘ Mew PAF Record x‘ AF-00103 x‘ PC-00100 x | PC-00097 x‘ ‘ -

e,

Payroll action form with Position Change option

Fig :

File Toolbars Help
iH S xeE

] common <« | | Payroll Action Form | Card Master * | Employee *
£ Employee

PAF No. PC-00100 Action Form Type | Position Change
© Card Master

Date 01/09/14 Status Approved
& Organization Chart

Effective Date | 01/09/14
@ sequence Control

&P Weekly OFf Types Remarks | |
&P Public Holidays
@ Alerts
) Custom Reports Action Form Employee | EMPOQL-Hesam rahi x -
Positional Entities
Description Current Entity Proposed Entity Exception Exception Option
» Department Production
Company Pretech Contracting LLC
Sub-Department Production
Section Production
Job Group Middle Mangement
Job Class Senior Staff [
Cost Category COS/PRODN MGR SUP
OT Category Fixed Rate
Staff Category Staff
Commen
& Payroll Management
T Leave & Accrual Management
% @ & - ‘ PAF Recard List ‘ New PAF Record ‘ AF-00103 ‘ PC-00100 x | PC-00097 x ‘ ‘ -

User: admin Flg .
Payroll action form on clicking employee records

3.6.2.5.4. Personal Data Change

Personal Entity or Personal Data are specific to the employee and is not based on his position in the
company.

These could be Nationality, Religion, Blood Type, etc.
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File Toolbars Help

R e 2 e

|=) Custom Reports

Action Form Type | Personal Data Change
Submitted

Remarks | ]

Commen Payroll Action Form % | Card Master % | Employee *

& Enployee PAF No. AF-00104

o CordMester D: 04/09/14 s

ate /1 tatus

P Organization Chart

@ Sequence Control Effective Date | 03/09/14

P Weekly OFf Types
P Public Holidays
RP Alerts

Action Form Employes

Employes Code Name

» EMPOOL Hesam rahi Muhammad

Common

@ Payroll Management

1B Leave & Accrual Management

KE& -

‘ PAF Record List ‘ New PAF Record xl AF-00103 xl PC-00100 x ‘ AF-00104 x ‘ PC-00097 x ‘ ‘

User: admin

Fig : Payroll action form with Personal Data Change option

File Toolbars Help

R RDxEE

|| Custom Reports

Commen

@ Payroll Management

Action Form Type | Personal Data Change
Dote 04/09/14 Status Submitted

Remarks | ]

Common <« | | Payroll Action Form | Card Master x | Employee x
8 Employee PAF Na. AF-00104

@ Card Master

P Organization Chart

& sequence Control Effective Date | 03/09/14

&P Weekly Off Types

&P bublic Holidays

@ Alerts

Action Form E EMPO01-Hesam rahi x

Personal Entities

Description Current Entity Proposed Enity Exception Exception Option
» Location Camp

Nationality Emirati

Title/Designation Financial Controller

\E Leave & Accrual Management

KEo -

| PAF Record List ‘ New PAF Record x‘ AF-00103 x‘ PC-00100 x | AF-00104 > | PC-00037 x‘ ‘

User: admin

action form on clicking employee records

3.6.2.5.5. Employee Separation

There are 4 separation types, they are employee termination, resignation, absconding and transfer.
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File Toolbars Help

B 0 ) (O]

ml « | | Payroll Action Form x | Card Master * | Employes x -
7| Commen
& Employee PAFNo. | | Action Form Type | Employee Separation
© Card Master —_—
Q9 Grgarizaton Chor Date [10/09/14 - Status [ |
& Sequence Contral Effective Date | - Submit |
P Weekly Off Types Remarks | J
&P Public Holidays
@ Alert Upload Files
erts
=] Custom Reports
Employee List | SetValues M
5] Employee Code Name
000001 Veli Matti Johannes Mikkela -
=)
[ Henrik Bondrup Jensen
[ ooo00s Moosa Shah Basha Sheik
[ Mylene Atienza Manalo
[0 oooo10 Arumugam Arumugam Pillai
[C o001 Latheesh Cheroota
[C]  oo0020 Francisco Barba Octavo
O | ooo030 Wohammed Alamgir Mohemmed Nur Baks
[0 oo0033 Biju Varghese
000036 Rajesh Puthiyottu Kizhakkayil
3 i i
[T] 000037 Janeesh Manu Keloth
[ o0o003s Maneesh Kumar Kolorot Meethal
== [ 000043 Paramasivam Ovarasu Pillai 2
[ common
"y
& Payroll Mansgement
2 Leave & Accrual Management
% @ & || | PAFRecord Lt | NewPAF Record x | AF-00103 x| PC-OD100 | AF-00104 x| PC-000S7 x | NewPAF Record x | New PAF Record x (] ~

User: admin

Fig : Payroll action form with Employee Separation option

File Toolbars Help

EE = i) [LC]

B ) Common « | | Payroll Action Form | Card Master x | Employee x -

o e N — acion o Tpe oy St g
® Card Master (Employee Separation |
&P Organization Chart bate [1o00a - Status [ |

(& Sequence Control Effective Date| - Submit ]

RP Weekly Off Types Remarks | |
@ public Halidays
@ nierts Upload Files
[Z) custom Reports
Employee List | Set Values M
Separation
Description Separation Type Y Settle Outstanding Leave Balance Settle Outstanding Ticket Balance | Calculate Notice Pay
Outstanding Leave Balance =
— shall be calculated as per
Type of Final Settle.. Termination Unlimited Ves the paremeters confgared No 0
in Vacation Codes
Resignation Unlimited
Termination Unlimited
Absconding
Resignation Limited
Termination Limited
Breach of Contract
|| common
Ty
&b Payroll Mansgement
B Leave & Accrual =
% & - ||| PAFResord Lt | New PAF Resard x| AF-00103 x| PC-00100 x| AF-00104 x | PC-00ST x| New PAF Record | New PAF Resard (4 -

Usen admin Flg : Set
Values functionalities whilst employee separation action

In the above form, user will have to slect the separation type out of the options configured in master.
User may also provide the data inputs for settling — (1) Accrued Leave Balance (2) Outstanding Leave
Balance.

3.6.2.6. Offcycle Payroll
In HR Works, Payroll can be processed through the following means:-
(a) Regular Payroll Processing (Monthly Payroll Processing)
(b) Offcycle Payroll Processing, and
(c) Outside Payroll System

In the second type i.e. in Off cycle Payroll, the processing could be made without affecting the
regular monthly payroll processing and thus by so as not to reflect in the payment slip. This transaction
enables the user to process payment for all the transactions whose settlement method was selected as
“Off Cycle Payroll”.
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While carrying out this transaction, user will able to see all the accrued records and will able to

take action on them. A sample processing of this transaction is shown below:
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File Tooclbars Help
RBaBFx e

Q Payroll Management

Overtime Entry * | Final Settlement | Off Cycle Payroll * |

2

]

Masters. 3

Batch No Pay Period |sneral - ||:ptember 2014 -
Currency Master Date 10/09/14 - Status Open

&P Payroll Round OFff Codes
P Payroll Period

&P Pay Code Master

R Daily Rate Policy

Submit |

Remarks | Offcycle processing - Sep 2014 |

OffCycle Payroll Batches

P OT Rates

Batchh
P GLIntegration Setup rente

EifectiveDate

P Wage Type Master (3 : Air Ticket Availment

Transactions 2~ I AT-000002
&P Eamning Deduction Batch

&P Off Cycle Payroll

[2] Payroll Sheet

@9 Loan Application

@P Loan Amendment

&P Overtime Entry

Payrall Action Form

&P Close Payroll Period

Reports ES
| Pay Register

| Salan; Renicter

[ Common

30/09/14

5 Peyroll Management [ Process Settiement |

2 Leave & Accrual Management

2 (8 & - || ook payrol shect it | Newateh x [ [1 |

User: admin

On processing the Offcycle payroll , the final state of the form would be as shown:-

File Toclbars Help

9 2x FE

G Payroll Management <« | | Overtme Entry * | Final Settiement * | Off Cycle Payroll |
Masters A ||| | Batch No | oCP-00001 Pay Period [tneral | [ptember 2014

&P Payroll Round Off Codes
&P Payroll Pericd
& Pay Codie Master Remarks [ Offcycle processing - Sep 2014 |

P Daily Rate Policy

Currency Master Date  |10/09/14 Status  [open |

OffCycle Payroll Batches | Payroll Register

&P OT Rates

BatchNo
&P GL Integration Setup

EffectiveDate

P Wage Type Master ¥ @ :Air Ticket Availment

Transactions 2 AT-000002
&P Earning Deduction Batch
&P Off Cycle Payroll
[2] Payroll Sheet
@9 Loan Application
P Loan Amendment
&P Overtime Entry
Payrall Action Form
P Close Payroll Pericd
Reports A
|- Pay Register
1| Salan; Renict

Common

30/09/14

&5 Payroll Management rocess Settlement

B Leave & Accrual Management

%’ @ & - | [ offcyce Payroli sheet ist | oce-oo001 i)

Off Cycle Payrell - OCP-00001
Calculation Completed

One would be ale to see the recorded transaction in the “payroll Register” tab pos the transaction is

successfully saved. This is as shown below :-
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g o Owertime Entry > | Final Settlement | ff Cycle Bayroll % | Payroll Sheet » |

Masters A Batch No | PayPeriod [mneral - |[ptember 2014 - |

[ Currency Master Date
&P Payroll Round Off Codes
&P Payroll Pericd

&P Pay Code Master

P Daily Rate Policy

J status  [Open |

Remarks | Offcycle processing - Sep 2014 |

OffCycle Payroll Batches | Payrall Register -

&P OT Rates

SNo Code Employee Name | Pay Period Other Net
&P GL Integration Setup

¥ 1 EMPOOL Hesam rahi Muh... September 2014 1000 1000
@ Wage Type Master

Transactions 2
&P Earning Deduction Batch

&P Off Cycle Payroll

[F) Payroli Sheet

&P Loan Application

@ Loan Amendment

P Overtime Entry

Payroll Action Form

&P Close Payroll Period

Reports 2

-] Pay Register
1 lan: Renister

5| Common

Q Payroll Management

2 Leave & Accrual Management

% @ & - | [0 cycle Payroli Sheet List | 0cP-00001 O] -

User: admin

3.6.2.7. Payroll Sheet

It is in this system process wherein user can actually calculates the pay for the employee considering
various parameters defined for the employee. Apart from Payroll Calculation, this process also
calculates accruals.

The payroll sheet processing engine activates and finishes all components logics before arriving
at the required payroll details and generates salaries entries.

Payroll can be processed as a batch in the system which will be followed by a single level
approval. The Payroll process can be done unlimited number of times till this is approved. During the
payroll, Apart from the salary necessary accrual and G/L entries also will be generated during payroll
processing. Through this option payroll processing can be done for few or all the employees depending
on selection.

File Toolbars Help
=1 (L]0

B Payeot Mansgement « | | Overtime Entry = | Final Settiement * | O Cycle Payroll % | Payroll Sheet x | -

Masters 2 ||| Batch No| | PayPeriod [ General - |[ september 2014 -] =l

T Currency Master Date  [10/09/14 -] Staff Category | taff -
&P Payroll Round Off Codes
&P Payroll Period

QP Pay Code Master

&P Daily Rate Policy

@P OT Rates m
@P GL Integration Setup -

&P Wage Type Master ed ol oo |

Transactions Py
&P Earning Deduction Batch I [[] | Employee Code Employee Name

&P Off Cycle Payroll > [ ooooss Vijay Kumar Sempla

[) Payroll Sheet [ Eempoo1 Hesam rahi Muhammad

Status

Open |

Submit

Remarks | |

&P Loan Applicatin
&P Loan Amendment
P Overtime Entry
Payrall Action Form
&P Close Payroll Period

Reports A

=) Pay Register
| Sal Reniste

[E_] comman

@ Payroll Management

B Leave & Accrual Management

% @ & || [Payroltsheet st | New Batch x | [T -

4

User: admin

Fig : Shows the selection of employee screen
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B9 es
B Payroll Management
Masters A ||| Batch No| ] Pay Period General September 2014 =
i Currency Master Date | 10/09/14 - Steff Category [saff -]
P Payroll Round Off Codes Status ICPE,‘:‘

R Payroll Pericd

P Pay Code Master [ sbmt |

Overtime Entry | Final Settlement | Off Cycle Payroll | Employee * | Payroll Action Form * | Payroll Sheet * | v

A

&P Daily Rate Policy Remarks \ \
P OT Rates
Payroll Calculation -
&P GL Integration Setup
P Wage Type Master l Calculate Payroll l
Transactions A [] Click to caleulate aceruals also along with payrsll caleulation. Note that it is mandatory to click this and do payroll calculation before Submitting.

Earning Deduction Batch
R Earing Deduction Batc Employee Code Name Exception Action

P Off Cycle Payroll | [ ] empooL Hesam rahi Muhammad - - Calculate
[ Payroll Sheet

&P Loan Application

P Loan Amendment

&P Overtime Entry

Payroll Actien Form

&P Close Payroll Period

Reports A
|| Pay Register

5] i

45 Payroll Management
2 Leave & Accrual Management

% @ & || | Payroll Shest List | NewBatch x [ [ -

Users admin

Fig : Shows the “calculate” button for payroll on the top of payroll componennt and at the row level

File Toolbars Help
@S 2xEE
@ Payroll Management

Masters a|all|BatchNo[paoozz ] PayPeiod  [General [September2ois | =
[ Currency Master Date |10/ | Staff Category [sarf |
&P Payroll Round Off Codes ciates ’Cw‘:‘

@ Payroll Period
P Pay Code Master
%P Daily Rate Policy =| || Remarks | |
&P OT Rates

@) GLIntegration Setup
P Wage Type Master

2

Overtime Entry > | Final Settlement > | Off Cycle Payroll | Employee > | Payroll Action Form | Payroll Sheet | -

Fayroll Calculation

Transactions A o e
@ Eaming Deduction Batch I Employee Code Name Action
R Off Cycle Payroll > EMPOQL Hesam rahi Muhammad - -

[ Payroll Sheet

P Loan Application
@ Loan Amendment
@) Overtime Entry
Payroll Action Form
&P Close Payroll Pericd

Reports A
|-) Pay Register
5 Salacy Reists hd

&5 Payroll Management

& Leave & Accrual Management

(. Payroll Sheet - PB-00032
% @ & - Payroll Sheet List | PB-00032 x | [] | Payroll Calculation Completed

User: admin

Fig : Shows payroll successfully processded
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g ey ey « | | Overtime Entry | Final Settiement | Off Cycle Payroll | Employee * | Payroll Action Form | Payroll Sheet x |
Masters A |~ || Batch No[PE-00032 | PayPeriod [ General |[september 2014 -]
) Currency Master Date  [10/09/14 | Staff Category [ staff
&P Payroll Round Off Codes s | ‘
tat Open
&P Payroll Period S pe
&P Pay Code Master
&9 Daily Rate Policy =|| | Remarks | ]
e oot oaon |
P: Il Caleulati P: Il Regist
@9 GLintegraton Setup ayroll Calculation | Payroll Register
P Wage Type Master DIRHAM
Transactions = Employee Cade Employee Name BASIC E-HRA DAYS EOT HOT NOT REG
& Earning Deduction Batch » EMPOOL Hesam rahi Muha... 4000.00 100000 2600 200 200 200
P off Cycle Payroll Totals 4000.00 1000.00 26.00 200 200 200
[F) Payroll Shest
&P Loan Application
&P Loan Amendment
&P Overtime Entry
Payroll Action Form
R Close Payrall Period
Reports A
2] Pay Register
| Salar: Repister Si
[ Common
& Payrol Management
4 I
B Leave & Accrual
% @ & = Payroll Sheet List | PB-00032 x | []
User: admin
Fig : Post payroll processing, system shows the payroll register tab figuring out the processed records
File Toolbars Help
BIPxBE
G payroll Management « | [ Overtime Entry | Final Settlement x | Off Cycle Payroll * | Employee * | Payroll Action Form * | Payroll Shest x |
Masters A | 211| Batch No P | PayPeriod | General |[septemberz014 -]
(0 Currency Master Date [ 10/09/ | Staff Category | Staff |
&P Payroll Round Off Codes
Stats Open
&P Payroll Period e [oe= ‘
&P Pay Code Master
@ Daily Rate Policy =|| | Remarks | ]
oo
P: | Calculati P: Il Regist
@9 GLimegraton setp ayroll Calculation | Payroll Register
&P Wage Type Master DIRHAM
Transactions = BASIC E-AT E-HRA £-0T E-BO E-OTR GROSS D-CL D-TD
[ Earning Deduction Batch » 3466.67 50.00 866.67 60.00 500.00 800.00 574334 200.00
0 Off Cycle Payroll 3466.67 50.00 866.67 60.00 500.00 800.00 5743.34 200.00

[ | Payroll Sheat
&P Loan Application
&P Loan Amendment
&P Overtime Entry
Payroll Action Form
R Close Payroll Period
Reports A
2] Pay Register
1 Salan; R: t;

[E_] Common

@ Payroll Management

p, Leave & Accrual

<

KE& -

Payroll Sheet List | PB-00032 x | [

User: admin

Fig : Payroll Register Continues

3.6.2.8. Close Payroll Period

Post “payroll sheet” transaction, system advance the current period to the next period. Post the payroll
sheet processing, user would be able to close the payroll period to freeze the transaction entries in the
system. However, system would not allow the closing of the period if the payroll processing is pending

even for a single employee.

3.6.3. Reports

Numerous reports options are available in “Payroll Management” module. With respect to reporting
part, HR Works has been equipped with enhanced functionality of having the report published with
various “positional entity” and “personal entity” parameters defined in the system. Furthermore, these

report options have also come along with slice and dice analytics features.
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3.6.3.1. Pay Register

It is another form of salary slip which shows all the components including accruals employee wise. A
sample format is shown in the fig below.

EmployeeCode: AE-00& Mame: Monteiro Bryan Wencesl Hire Date:  20M0013
From o 01nond Ta: I1M0M4
Time Transaction Details:
Present Days : 20 HOT: &1
Weekly Holidays ] Regular: 192
Calendar Holidays 4
Vacation Days o
Payable Days o
Pay Details :
Period(From To) Description Record Type Defn Amount Pay Amount & Functional Cumency
&Currency Currency Amournt
Payable Allowances
A4 31HOM4 Basic 0.00 AED 4 800.00 AED 4,800.00
A4 31M0M4 Basic Maonthly 5,000.00 AED 0.00 AED 0.00
A4 31M0M4 Basic Monthly 4 750.00 AED 0.00 AED 0.00
A4 31M0M4 Utility Allowance Monthly 812.00 AED 0.00 AED 0.00
A4 31M0M4 Utility Allowance Maonthly 812.00 AED 0.00 AED 0.00
A4 31M0M4 Housing Maonthly 2,438.00 AED 0.00 AED 0.00
A4 311014 Housing Monthly 2,438.00 AED 0.00 AED 0.00
A4 31M0M4 Mormal OT 0.00 AED 2,137.6% AED 2,137.69
A4 311014 TransportAllowance  Monthly 1,600.00 AED 0.00 AED 0.00
A4 31M0M4 TransportAllowance  Monthly 1,600.00 AED 0.00 AED 0.00
Total: 6,937.69
MNon Payable Allowances
A4 31M0M4 Vacation Accrual 1,113.46 AED 1,113.46
A4 31M0M4 Indemnity Accral 455.80 AED 455.80
A4 311014 Insurance Cost 224.25 AED 22425
A4 311014 Air Ticket Accrual 24542 AED 24542
A4 31M0M4 Workmen's 18,250.00 AED 92.40
Compensation Cost
A4 311014 Lifelnsurance Cost 19,250.00 AED §8.92
Total: 2,201.25
Grand Total: 9,138.94

Fig : Pay Register Report output

3.6.3.2. Salary Register
Salary Register report option is used for printing the payable component to employee. The report
thusby published is in listing form employee wise. User can select the batch number to be used for
printing the report.

Furthermore, the report can be printed for all the payable processing in the system — (1)
payroll Processing, (2) Offcycle Processing, (3) Leave Settlement and (4) Final Settlement

A sample report format is shown in the below fig
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Positional and Personal Entities can
be pulled in the report for publishing

el | & @
@ Payroll Management < | | Selary Register > ‘ |
&9 Loan Application - criteria Selection | Selected Values
&P Loan Amendment Employee Code Al
&P Overtime Entry G| Department - Al |[ #add || Breview
Payroll Action Form Report Options Batch No Baich Date Pay Period End Date Status
&P Close Payroll Period Batch [Carrent - -
@ Wage Type Based Timesheet - e . & Pay Period: General-October 2014
& TimeSheet Monthly Summary ayrell Type ayrol B4t PBE7 12/1114 October 2014 31/10/14 Open
P 7] | ReportType @ Detail ©) Summary pegs 1271114 October 2014 31710114 Open
2po 2« - E]
B Enable Grouping [V » peas 121114 October 2014 31/10/14 Submitted
|2 Pay Register E— )
=) Salary Register e @ Pay Period: Workshop-October 2014
option for enabling
=] CTC Report L rouping (@ Pay Period: General-September 2014
| Pay Siip 3 >
£ Salary Transfer Details —‘DIRH ™
[ Salary Denomination
|| Bank Transfer File Drag & Drop entity for grouping m
Non WPS Bank Transfer File
j eoloves betal m Employes Code | Department | Employee Name _ Basic E-UTA E-HRA E-TRA GROSS NET
m ee Details
s Ipci » | AE-006 Engineering Montziro Bryan W.d. 5000.00 81200 2438.00 1500 693769 603769
alary Increment
"' AE-008 Quality Health and... Cheleri Jijudas 4800.00 800.00 2400.00 1500 793107 793107
Salary Audit
S Salary Audi AE-067 Engineering Hesam Rahi Mokho... 3000.00 000 500.00 500 000 000
£ Payroll Comparison
[ Loan Inquiry »
] Common
s Payroll Management
B teave & Accrual Mansgement 12800.00 1612.00 5338.00 350000 154,00 33
% ] 4t i ] »

Users admin

Grouping can be done based on the entity, user need to drag and drop the column on the space above

as shown in the fig below.

File Toolbars Help

=) o O
$ Payroll Management ¢ | | Salary Register x ‘
R Loan Application a criteria Selection Selectad Values
&P Loan Amendment Employee Cade Al
&P Overtime Entry » Department All B Preview
Payroll Action Form Report Options Batch No Batch Date Pay Period £nd Date Status
v
&P Close Payroll Period Batch [Current -]
[ Pay Period: General-October 2014
& viege T Base Tt Payroll Type  [Payroll Batch v PBa7 12711114 October 2014 3110114 Open
&P TimeSheet Monthly Summary — . P
E— |7 || ReportType @ Detail © summary PEES 12/11/14 Qctober 2014 31/10/14 Open
e POl _ N = =
_]Pp P Enable Grouping ¥/ Pass 12/11/14 Octaber 2014 311014 Submitted
'3y Register
P
i T Y @ pay Period: Workshop-October 2014
=] Salary Register y P
) €TC Repart 1 @ Pay Period: General-September 2014
2 pay Slip 3 M
2] Salary Transfer Detals [omeme |
| Salary Denomination
) Bank Transfer File
=) Non WPS Bank Transfer File LJ
Employee Code Employee Name | BASIC £-HRA GROSS NET
2] Employee Details
Salary Increment ' (@ Deparment: Engineering 800000 2038.00 6937.69 6037.69
v
) Salary Audit
& Department : Quality Health and Safety 480000 2400.00 793107 793107
2 Payroll Comparison
=) Loan Inquiry B
] Common
45 Payroll Management
B Lesve & Accrusl Management
12800.00 5338.00 14868.76 14868.76

%-

User: admin

3.6.3.3. CTC Report
This report shows the actual cost incurred by the company in keeping an employee. Apart from just

earning and deduction i.e. pay component, all other non-payable allowance can also be shown in this

report. However, the same depends on the end user, whether to include a pay component or Non

Payable Allowance

in CTC report.

A sample report format is shown in the below figure.

85

DU-IT GROUP
Solutions and Beyond "




White Paper — HR Works

File Toclbars Help

DU-IT GROUP
Solutions and Beyond "

e SEE
@ Payroll Management « | | CTC Report * ‘
@ Loan Application <[ criteria Selection | Selected Values
&P Losn Amendment ‘ v Employee Code Al [ #add |[ Epreview |
Overtime Ent -
& Overtime Entry Report Options Select All [[] | Batch No Batch Date Start Date End Date Status
Payroll Action Form [ ‘
Payroll Type | Payroll Batch -
&P Close Payroll Period - (2 Pay Period: General-October 2014
&P Wage Type Based Timesheet Repart Type _ @ Detail ) Summary PEg7 12/11/14 01/10/14 31/10/14 Open
9 TimeSheet Manthly Summary ||| Enable Grauping — Pegs 12711714 0171014 31710014 Open
Reports A e PBES 12/11/14 01/10/14 31/10/14 Submitted
=] Pay Register (= Pay Period: Workshop-October 2014
|- Salary Register » PESs 12711714 21/09/14 20/10/14 Open
[=liclicrod L Do Dariad. L n14
1) Pay siip 5 —|
2 Salary Transfer Details DIRHAM
2 Salary Denomination Employee Code Employee Name | BASIC ACR-IND ACR-INS ACR-AT ACR-WC E-FUD GROSS
22 Bank Transfer File + AE-006 Montzire Bryan W... 4800.00 43680 22425 24542 9240 000 5887.79
[ Mon WPS Bark Transfer File L AE-008 Cheleri Jjudas 472615 28145 22425 21958 2560 000 553105
[ Employee Details AE-022 Henry Bany 1442.00 105.25 22425 18478 1132 27800 236104
AE-067 Hesam Rahi Mokho... 0.00 6242 000 17417 3840 000 240833
| Salary Increment
2] Salary Audit
[ Payroll Comparison
) Loan Inquiry !
[ ] cCommon
@ Payroll Management
2 Leave 8 Accrual Mansgement
1097515 20593 67275 82395 187.72 27800 2318821

% -

User: admin

3.6.3.4. Payslip

This option is used for generating Salary Certificate. Standard Salary Certificate is available in HR
Works. A sample is shown below

MAME Monteiro Bryan Wencssl

EMPLOYEE ID AE-0DB

HIRE DATE 201013

Contract Permanent

Designation Designer

OVERTIME DETAILS

NOT &1 Hours

Reqgular 192 Hours

MONTHLY EMOLUMENTS PAYABLE

Basic 4 750,00 4,300.00

Utility Allowance 12.00 0.00

Housing 2,435.00 0.00

Mormal OT 213769

Transport Allowance 1,500.00 0.00
GROSS PAY: 6,937.69

NET PAY (DIRHAM) Sixthousand, nine hundred thirty-seven and 68100 6,937.69

Payment Details

Payment Mode: ‘Wage Protedion

System
Bank Mame HSBC
Account Mo AEGB0200000041069345001

3.6.3.5. Salary Transfer Details

This option is used for generating records of all the employee whose salary is configured to transferred

to given bank.
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File Toolbars Help

@elZx $pE

s Payroll Management

« | | Salary Transfer Report *

s Payroll Management

B Leave & Accrual Management

%’-

%P Loan Application Al T Selection | Selected Values \
@ Loan Amendment ‘ ’ Employee Code Al T preview ‘

Owartime Ent -
ertime =y Report Options Batch No Batch Date Pay Period End Date Status

Payrall Action Form Batch [Cment 7] —
& Close Payrall Period (2 Pay Period: General-October 2014 =
@ Wage Type Based Timesheet Payroll Type ) | Payroll Batch h PBg7 12711714 October 2014 31/10/14 Open
@ TimeSheet Monthly Summary Enable Grouping PBSS 12/11/14 October 2014 21/10/14 Open L
Reports = Pags 1211714 October 2014 310714 Subrmitted
| Pay Register 5 Pay Period: Workshop-October 2014
) Salary Register ) PEA 12/11/14 October 2014 20/10/14 Open
) CTC Report 1 S Daueinn . n1a | |
= Paysiip BPETS Employes Code  Employes Name | Profession Batch No. Net Pay A/C No. Morth
| Salary Transfer Details

» )
. Salary Denomination 2 Bank Emirates NBD Total: 3426.62
) Bank Transfer File 3 AE-032 Henry Bany PE8A 342662 AEES02600010145.. September-2014
2 Non WPS Bank Transer file - 2 Bank: HSBC Total: 6037.69
=) Employee Detsils 1 AE-006 Monteiro Bryan W.. peS6 6037.69  AE6S02000000410... October-2014
| Salary Increment 4 AE-067 Hesam Rahi Moho.. PE8S 000 12345678 October-2014
1) Salary Audit
/B Payrall Comparisan 2 Bank: RAK Total: 7931.07
5 Loan nquiry 2 AE-008 Cheleri judss PEE7 793107 AE5304000003320.. October-2014
|

[ Common

User: admin
=

3.6.3.6. Bank Transfer File

Based on the payment processing batch section, HR works can generate WPS file to be forwarded to

bank.

The below figure represent how batches can be selected in the system and based on this, WPS

file ( with .sif extension) can be generated.

File Toolbars Help

e SBE
@ Payrall Management « | | BankTransfer File > | Reports * -
Transactions x| criteria Selection | Selected Values. \
&P Eaming Deduction Batch | ’ Employee Cade All [ #ada |[ Bereview | ‘
@ 0ff Cycle Payroll Report Options Batch No Batch Date Pay Period End Date Status
[ payroll Sheet Batch [ current -] 4
o 3 Pay Period: General-October 2014
& Loan Application || PayroliType  [Payroll Batch -
@ Loan Amendment P peg7 1211414 October 2014 31710114 Open
@ Quertime Entry Enable Grouping | PBES 12/11/14 October 2014 31710414 Open
B Preview ] 1211414 October 2014 31/10/4 Submitted
Payroll Action Form
&P Close Payroll Period [ Pay Period: Workshop-Octaber 2014
@9 Wage Type Based Timesheet = ’ PEE4 12/11114 October 2014 20/10/14 Open
&P TimeSheet Monthly Summary R ) s -
Reports A
HSBC
|| Pay Register
|| Salary Register L H
[ CTC Report
) Payment Type Debit Account Nu...  Debit Account Cou... | Debit Account Curr... | Transaction Curren... | Transaction Ameunt | Value Date First Party Reference | Payment Set Code
2 Pay si
2y Slip
+ ACH 036218873001 AE AED AED 342662 20150120 FEZIO000108073 W01
= Salary Transfer Details
B Say D . ACH 036218873001 AE AED AED 693769 20150120 FEZI0000108073 WOl
enomination
- ACH 036218873001 AE AED AED 793107 20150120 FEZI0000108073 WOl

|) Bank Transfer File
= Non WPS Bank Transfer File
|| Employee Details

[ Commen

@ Payroll Management

B Leave & Accrual Management

% =l ]

User: acmin
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File Toolbars Help

EHSPDx$FE

s Payroll Management <« | | Bank Transfer File * | Reports > -
Transactions =~|[ criteria Selection | Selected Values

&P Earning Deduction Batch | 4 Employee Cade Al & ada || preview

& off Cycle Payrol ‘ Report Options Batch No Batch Date Pay Period End Date Status

[ Payroll Sheat
&P Loan Applicatiol

-
] HSBC150120142324.5if - Notepad

ol 5

006,202020120,

&P Wage Type Ba
&P TimeShest Mo
Reports

|| Pay Register

|| Salary Register
|=] CTC Report

[£] Pay Slip

|2 Salary Transfer
| Salary Denomi
[ Bank Transfer File
|| Non WPS Bank Transfer File

|_] Employee Details >

Common

@ Payroll Management

B Leave & Accrual Management

%-

4 ]

@ Loan File Edit Format View Help

@ Overtime & ACH, 036218873001 ,AE ,AED,AED, 3426. 62 ,20150120,FEZ 1000010807 3, W01, EZ100001131635, , , , AE830260001014540280701 , AE, 12120143100, AE—
ertime Entry 111032,202620103, ,, 1,445,555 5

[ Payroll Action F{ |ACH, 036218873001, AE, AED, AED, 6937. 69, 20150120, FEZ10000108073, W01, EZI00001186000, , , , AEG8O; 1069345001, AE,30120143100,AE—

&P Close Payroll Pef | ACH , 026218873001 , AE | AED, AED, 7931. 07, 20150120, FEZ J0000108073 W01, E2100001134044 , , , , AE 5304000003 32006101001 , AE, 70120143100, AE—
008,104060106, 441 vsrsss11s

User: admin

3.6.3.7. Non Bank Transfer File

An employee whose salary may not be transfer through WPS, and it is getting transfer through some

other means will find its record in this report option.

File Toolbars Help

HENE e L]

|=) Document Expiry
[£)) Personal Records
|2] GL Account Statements
-| TimeSheet Mont umma ort
TimeShezt Monthly Summary Rep:
|| Wage Type Based TimeSheet Report
Custom Reports
P
Employes Status Report
ploy P

|=5) Employment Histary Report

4

Common

@ Payroll Management

B Leave & Accrual Management

%-

Total :18,934.33

@ e —— & | | Mon WS Bani Transfer File > | Reports | -
B poysiip Al criteria Selection | Selected Values
» Pres
[2) Salary Transfer Details ‘ Employee Code Al [ Torwew |
| salary Denomination Report Options Batch No Batch Date Pay Periode End Date Status
=) Bank Transfer File Batch [current -] ) -
B Bk Transier Fil —— 5 Pay Period: Workshop-ctober 2014
lon WPS Bank Transfer File -
Payrcll Type | Payrall Batch PE34 12/11/14 October 2014 20/10/14 Open
|=) Employee Details Enable Grouping |
|- Salary Increment 5 Pay Period: General-September 2014 —
[ Salary Audit PES2 24/09/14 September 2014 30/09/14 approved
=] Payroll Comparizon &  Pay Period: Workshop-September 2014
5 Loon Inquiy 1 PE81 22/09/14 September 2014 20/09/14 Approved L
|5 OT Batch =
2 Emplayee Tum Over Report Account Number Customer Name Amount | Bank Dept Code Dept Name Group Code Employee # Currency
2 Eaming Deduction Batch » AES50260001014116325201 Przybyl Marta 1893433 202620103 AE-003 AED

Ll

User: admin
—

3.6.3.8. Employee Details

It shows all the record from employee master.
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iElS SFE
% Adnministration « | | Employee Detaits |
User Management » | || Report Options [ criteria Selection | Selected Values
From Date | 20/01/15 - =

2 Roles&Users rom bete ol B Pl o Al B Preview ‘
8 Connected Users To Date 20/01/15 -
System Management ~ | |(Group By
£ Application Paramet [] Termination Date

pplication Parameters ] Hore e
£ Application Parameters(Multiple Entity) T Annusls

& Card Types

&P Action Form Types

211 Sort Order Settings

&P Custom Report Designer
211 Rules Master

(@ Approval Workflow Settings.

Preview

[T Show Non Payable Allowances

Sino | Full Name Date Of Birth | Hiredate ' Termination Date | Employee Code | On Probation | Probation End Date | Confirmation Date  Salary Type  LastIncrmnt Date |
v Alerts Configuration r 1l Damry Yannick Jean Pierre 13/07/73 15/06/09 AE-001 M 01/07/14 |
& User dlers Setup 2 Zigic Dejan 13/06/81  15/10/08 AE-002 M 01/04114
e £ 3 Przybyl Marta 13/01/80 13/09/10 AE-003 No 13/12/10 13/12/10 M 13/09/10 3
=) Custom Reports 4 Benistant Christian Herbert Marie 07/02/86 15/07/13 | 23/09/14 AE-004 D 01/07/14
=] Employee Hierarchy Report 5 Bhanpurawala Mustafa Shabbir 16/10/85 01/05/13 AE-005 Ne 01/08/13 01/08/13 M 01/05/13
Transactions ES ] Monteiro Bryan Wences! 28/09/84 20/10/13 AE-006 No 28/12/13 28/12/13 M 16710714
QP Leave Cancellation 7 Chavan Arjun Singh Balasaheb 07/1L/B5 | 24/06/12 AE-007 No 24/09/12 24/09/12 M 24/06/12
9 Eaming Deduction Cancelation B Cheleri fjudas 05/0L/87 1112411 AE-008 No 11/03/11 11/03/11 M 01/11/14
vvvvv 9 Dcunha Joe Jose Domingos Piedade 10/06/85 13/11/11 AE-009 No 13/02/12 13/02/12 D 01/07/14
I:Tj Common 10  Dias Valleni 08/05/85 22/06/11 AE-010 No 22/09/11 22/09/11 M 22/06/11
11  Gond Pierre Adrien Joel Marie 16/02/87 01/05/11 AE-011 D 01/07/14
s Payroll Management 12 Gulla Rajvadan 05/09/85 01/10/13 AE-012 No 01/01/12 01/01/12 M 01/10/11
E Leave & Acerual Management 13 Kerkar Aniket Ankush 30/03/92 01/11/13 AE-013 No 01/02/14 01/02/14 M 01/11/13
14  Kunhilath Abdulla 11/01/85 01/04/13 AE-014 No 01/07/13 01/07/13 M 01/04/13 -
SSHED il ] »
User: admin
3.6.3.9. Salary Increment
It shows all the employee whose salary has been changed in the period selected. It also shows the
changed salary structure.
File Toolbars Help
e $E@
3 Payroll Management ¢ | | SalaryIncrement x -
) CTC Report a criteria Selection Selected Values
) paysie 3 Employee Code Al T Preview
|2 salary Transfer Details Report Optiens.
|2 Salary Denomination ETerra—
-] Bank Transfer File From Cate oL .
=) Non WPS Bank Transfer File To Date 20/01/15 .
= Emplioyee Detais
[] Salary Increment
|2 salary Audit B
|2 Payroll Comparison B
=] Loan Inquiry L Employee Code Employee Mame Effective Date Pay Type BASIC E-HRA E-TRA E-UTA E-DEP/A
J OT Batch » AE-001 Damry Yannick Je. 15/06/09 M 34755.00 12500.00 2500.00
] Emplayee Turn Qver Repart AE-002 Zigic Dejan 15/10/09 M 34125.00 9163.00 2500.00
=Y Eaming Deduction Batch AE-004 Benistant Christian... 15/07/13 M 12775.00 7000.00 2500.00 3275.00
2 Document Expiry AF-006 Monteiro Bryan W... 20/10/13 M 4750.00 243800 1500.00 81200
_] Personal Records = AE-008 Cheleri Jijudas 11/12/11 M 4800.00 2400.00 1500.00 800.00
J GL Account Statements AE-009 Dcunha Joe Jose D. 13/11/11 M 6000.00 3100.00 1500.00 1400.00
J TimeSheet Monthly Summary Report AE-011 Gond Pierre Adrie. 01/05/11 M 13000.00 7000.00 2500.00 3500.00
_] Wage Type Based TimeShest Report AE-015 Laurans Jordan Ma... 01/08/12 M 12775.00 7000.00 2500.00 3275.00
J Custom Reports L AE-028 Vivet Arnaud 04/11/12 M 21839.00 9900.00 2500.00
J Employes Status Report - AE-050 Leger Alban Franc.. 01/04/14 M 11025.00 3675.00
AE-052 Ganet Vincent Lou: 01/01/14 M 984245
7 commen AE-061 Devos Maxime He... | 29/06/14 M 984245
g Payroll Management
E Leave & Accrual Management
% || 4 i »

U,siadmin

3.6.3.10. Salary Audit

An employee may go through a series of revision on its salary, this report options shows the trails of his

salary between a selected periods.
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File Toolbars Help

=NE:] S@E
3 Payroll Management ¢ | | Salary Audit * | -
5 criteria Selection | Selected Values
5 CTC Repar Empl: Codi All
,
8 Pay Sl mployee Code
2] Salary Transfer Details Report Options
Salary Denomination
= Salry From Date January-2014 -
=] Bank Transfer File
=) Non WPS Bank Transfer File To Date January-2015 N
|23 Employes Details Preview
-] Salary Increment
Salary Audit
= [Eonpeed Employee Code
|- Payroll Comparison
B Loan Inquiry || | period Employee Name | Profession Project Baich No. Hire Date Currency BASIC E-UTA
a
B Or Bach ' [ Employee Code: AE-009 54000.00 1
=) Emplayee Tum Over Report September 2014 Deunha Joe Jose D.. PE82 13/11/11 DIRHAM 6000.00
&) Eaming Deduction Batch August 2014 Deunha Joe Jose D... PET7 13/11/11 DIRHAM 6000.00
[ Document Expiry L July 2014 Deunha Joe Jose D.. PRT4 13/11/11 DIRHAM 6000.00
(=2 Personal Records June 2014 Deunha Joe Jose D.. pEST 131111 DIRHAM 6000.00
-] BL Account Statements May 2014 Deunha Joe Jose D... PB37 13/11/11 DIRHAM 6000.00
2 TimeSheet Monthly Summary Report April 2014 Deunha Joe Jose D... PB32 13/11/11 DIRHAM 6000.00
-] Wage Type Based TimeSheet Report March 2014 Deunha Joe Jose D.. PB31 13/11/11 DIRHAM 6000.00
2] Custom Reports U February 2014 Deunha Joe Jose D... PE24 131V11 DIRHAM 6000.00
|- Employee Status Report - Jan 2014 Deunha Joe Jose D... PE2L 131V11 DIRHAM 6000.00
] Common @ Employee Code: AE-008 4320000
@ Payroll Management @ Employee Code: AE-007 4275000
B Leave & Accrual Management
263483643 3,
% |l ] »
User: admin
File Toolbars Help
=NE:] S @
g Payroll Management « | | payroll comparison x |
a criteria Selection | Selected Values
S CTC Repor Empl Codi All
»
2] Pay slip | meloyes tace
|| Salary Transfer Details Report Options
Salary Denomination
o Saly Date August-2014 -
|| Bank Transfer File
-] Mon WPS Bank Transfer File e Do
-] Employee Details
2 Salary Increment Employee Name Employee Code July-2014 August-2014 Difference
| Salary Audit ' @ :Increase In Eaming Current Manth : 23245.85, Previous Month : 9281.74, Difference : 13964.11 |
|- Payrall Comparison |
2 Loan Inquiy | 3 : Basic Current Month : 6430.80, Previous Month : 2916.92, Difference : 3513.88
) oT Bateh Ali Kousar AE-045 000 374.08 374.08
) Employee Turn Over Report Palan Ritesh Vaman  AE-054 2916.92 3950.00 1033.08
) Earming Deduction Bateh Ramachandran Bal.. AE-040 000 2106.72 2106.72
=) Document Expiry | 3 : Deployment Allowance A $135 Current Month : 4459.05, Previous Month : 990.90, Difference : 3468.15
2] Personal Records B Gandon Micolas Ro... AE-051 990.90 4459.05 3468.15
) GL Account Statements
- & : Deployment Allowance B §100 Current Month : 3303.00, Previous Month : 000, Difference : 3303.00
] TimeSheet Monthly Summary Report —
/S Wage Type Besed TimeSheet Report AE-059 Guidez Maxime Ch... 000 3303.00 3303.00
] Custom Reports L & : Food Allowance Current Month : 5103.00, Previous Month : 2457.00, Difference : 2646.00
|- Employee Status Report - AE-029 Ansari Akbar Imam 37800 546.00 168.00
— Bhakta Bashisth AE-030 441,00 546,00 105.00
I _hommon Fernandez John Ra.. AE-039 6200 546.00 483.00
@ i Gopalakrishna Pilla... AE-038 357.00 546.00 180.00
Henry Bony AE-032 231.00 25200 2100
E ST TR AT Hussain Navar 2E-25 non asznn PrET
% - 161377.54 109,187.37 -50,590.17

User: admin

3.6.3.12. Loan

Inquiry Report

An employee may be given certain amount of loan .In HR Works, Loan Application and Loan
Amendment handles the overall process of loan disbursement and loan repayment respectively.

At any point of time, the status of a loan can be assessed through this report option. It shows

the initial amount of loan disbursed, loan repaid so far and what is the balance amount.
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File Toolbars Help

EHS2x$EE

s Payroll Management « | | Loan Inquiry Report % | Reports % | Loan Amendment/Cancellation -
Currency Master |l eriteria Selection | Selected Values |
&P Payroll Round OFf Codes - ‘ ) Employes Code Al Faca | [ Toraview |
&P Payroll Period
elect Loan Recor us | Open:Closed:Cancelle
 poy oo Select Loan Recard Status | OpenClosed:Cancelled -
ay Cade Master
@9 Daily Rate Policy -
P OT Rates 1
&P GLIntegration Setup Il
@ Wage ipe otr lozn Loan loan  loan  Adjustmen P39 pendin Cancelled )
Transactions 2~ Employes Code Application | Loan Codes ) Instalimen 9 Loan Amendments Installment
Date Currency Amount | Amount Amount Amount
&P Eamning Deduction Batch Batch o, Ameunt Date
&P Off Cycle Payroll = (3 Status: Open
[E) Payroll Sheet
@ Losn Agglication ' () Name: AE-001 - Damry Yannick Jean Pierre
AE-001 LOANGO022  House Rent A.. 29/06/14 ~ AED 185,000... 000 4625001 13875000 000 - 2006115 -
R Loan Amendment
@ Ouertime Entry ) Mame: AE-013 - Kerkar Aniket Ankush
Payroll Action Form
@ Close Payroll Period & Name: AE-028 - Vivet Amaud
ose Payrall Peri =
®P Wage Type Based Timesheet (@ Name: AE-031 - Hentry Niju
&P TimeSheet Monthly Summary )
{8 Name: AE-051 - Gandon Nicolas Roger Alain
Reports. 2 —
=) Pay Register <||(L & Name: AE-060 - Pinto De Matos Paulo Fernando
Common. [8) Name: AE-063 - Georgakopoulos Vasilios
@ Payroll Management (3 Status: Closed
B Leave & Accrual Management @ Status: Cancelled
User: admin
For a selected period, it shows the overtime data of all the employee with overtime.
File Toolbars Help
gD x SEE
g Payrall Management « | Loan Inquiry Report * | Reports * | Loan ancellation *  OT Batch Repart * -
B paysip Al criteria Selection | Selected Values \
2 Salary Transfer Details ‘ ! EmplovesCode il ‘
2] Salary Denomination Report Options Batch No Batch Date Pay Period End Date
) Bank Transfer File Batch | History - N i -
I N WS ok Treter i (@ Pay Period: General-August 2014
= Non ank Transfer File
-] Employee Details @ Pay Period: Workshop-August 2014 |E
B Salary Increment @ Pay Period: General-luly 2014
) Salary Audit
2 Payroll Comparison & Pay Period: General-June 2014
B Lean Inquiy @ Pay Period: Workshop-June 2014
OT Batch =
[ Employee Tur Over Repart M
|) Earning Deduction Batch
-] Document Expiry Employee Code Employee Name | NOT HOT Standard
Personal Record
(B Personal Recons ' (@ Period: August-2014
[5] GL Account Statements = .
AE-03L Hentry Niju 7% 33 200
|| TimeSheet Monthly Summary Report
|] Wage Type Based TimeSheet Report =) Period: September-2014
2 Custom Reparts AE-008 Cheleri Jjudas 8
) Employes Status Report AE-014 Kunhilath Abdulla 35 50
2 Employment History Report I AE-023 Nidoolil Abdul Rauf 5
vvvvv AE-058 Viswambharan Shi.. 30
Common AE-031 Hentry Niju 42 E] 208
%5 Payroll Management
B Leave & Accrual Management
% - 188 110 408

User: admin
—

3.6.3.14. Employee Turnover Report

For a selected period, it shows the turnover records of employee. System takes the count of New
Joiner, Leavers and total count, thusby it display the turnover in percentage.
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File Toolbars Help

(&S SPE

@ Payroll Management

Employee Turn Over Report %

[Z) Pay Slip

| Salary Transfer Details

|- | Salary Denomination

=) Bank Transfer File

) Mon WPS Bank Transfer File

|- | Employee Details

|2 Salary Increment

|2 salary Audit

=) Payrall Comparisan

=) Loan Inquiry

) OT Batch

|| Employee Tum Quer Report

2] Eaming Deduction Batch

=) Document Expiry

|| Personal Records

|=] 6L Account Statements

|2 TimeSheet Monthly Summary Report
|- | Wage Type Based TimeShest Report
|=| Custom Reports

=) Employee Status Report

|=] Employment History Report

criteria

Selection

Selected Values

@

Employee Code

Al

Report Options

01/12/13 M
To Date 01/11/14 M

[ Preview ]

From Date

Employee Count

Dec2013 | Jan2014 Feb2014 Mar2014 Apr2014 | May2014 | Jun2014 | Jul2014 Aug2014 Sep2014 | Oct2014 Now2014

Ll

] Commen

@ Payroll Management

[ Leave & Accrual Management

% -

New Joiners 2 1
Leavers 0 o
Total Count 18 50
Monthly Tum Gwver(%) 0 0
Annual Turn Over(3%) 545

2 1 4 2 2 o o 3
0 0 1 0o ] o o 2
52 33 56 58 60 60 60 61
0 0 183 o 0 o 0 331

2
o
63
o

o
o
63
o

User: admin
—

3.6.3.15. Earning Deduction Batch Report
For a selected window of period, system can show records all the record of earning and deduction
transaction made by the user. A prototype is shown in the fig below.

File Toolbars Help

(&S SPFE
@ Payroll Management ¢« | | Eaming Deducton Batch Report |
- criteria Selection | Selected Values.
2] PaySlip
2 Salary Transfer Details ’ Emplayes Code Al
|=) Salary Denomination Report Options Batch No Batch Date Effective Date
) Bank Transfer File FromDate  |0L/0L/14 -] N
4] atus: rove:
= Non WPS Bank Transfer File To Date 200015 - e
|| Employee Details Status . " @ Status: Submitted
] Salary Increment —
5 Saloy At Paycode Type |nt Allowance Workshop ~
alary Audi
] Payroll Comparison BIEDew ‘
2] Loan Inquiry
[2] oT Batch
|| Employes Turn Over Report M
Employee Code
|) Earning Deduction Batch
) Document Expiry Name Batch No | Batch Date | Effective Date | Pay Code | Currency | Amount  Remarks
P
j Persena| Records " (3 Employee Code: AE-001 Group Total : 2940612 [
GL Account Statements E =
-] TimeSheet Monthly Summary Report = Employee Code: AE-002 Group Total : 43647
|-} Wage Type Based TimeSheet Repart Zigic Dejan ED149 | 22/09/14 22/09/14  D-OTHER AED 417.00 Personal use of Cor...
2 Custom Reports Zigic Dejan D124 09/07/14 09/07/14  D-OTHER AED 1947 MSH International
] Emplayee Status Repart B = Employee Code: AE-003 Group Total : 723083
8 E'"""’W"e”m'“f? Report X Przybyl Marta EDI60 | 12/10/14  12/10/14 D-OTHER AED 10478 Skycom
=) commen Przybyl Marta ED147  17/09/14 17/09/14  D-OTHER AED 6567 Skycom
= Przybyl Marta ED12  12/03/14 0LA0Z14  D-OTHER AED 6538 Skycom
@ Payroll Management Przybyl Marta ED94 | 19/06/14  19/06/14 D-FT AED 6995.00

B Leave & Accrual Management

%’ =

5 Employes Code: AE-004

548,805.07

Group Total : 5383856

User: admin

3.6.3.16. Document Expiry Report
Getting to know the expiry of a document is crucial in business environment .HR Works has provision

of tracking the expiry of a document type for each employee. This report shows, for a selection window
period, all the document that is expired.
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File Teclbars Help

j&Els SFEE
|| common & | | Document Expiry Report e
B Employee ‘ criteria Selection | Selected Values ‘
® Card Master [* Employee Code Al Crnaa |[[Toreven | \
# Sequence Control Repart Options
P Weekly OFff Types
& public Holidays From Date [o1/06114 -|
&P Alerts To Date [ 20/01/15 -|
] Custom Reports Document Type | ai Custom Card:Medical - |
. poiew |
g
Employee Code Employee Name Document Type Document Number Issue Date Expiry Date Place of Issue File
» AE-001 Damry Yannick Jean Piemre Emirates ID 784-1973-8061505-0 03/11/11 02/11/14 Dubai el
AE-002 Zigic Dejan UAE Visa 201/2011/7193027 03/11/11 02/11/14 Dubai
AE-002 Zigic Dejan Labour Card 1120212 24/10/11 23/10/14 Dubai L
AE-002 Zigic Dejan Emirates ID 784-1981-9653521-9 03/11/11 02/11/14 Dubai 1
AE-008 Cheleri Jijudas UAE Visa 201/2011/7219799 19/12/11 18/12/14 Dubai
AE-008 Cheleri Jijudas Labour Card 1124044 13/12/11 12/12/14 Dubai
AE-008 Cheleri Jijudas Emirates ID 784-1987-6204157-6 19/12/11 18/12/14 Dubai
AE-008 Cheleri Jijudas Eye Test N/A 08/09/13 08/09/14 Dubai
AE-009 Dcunha Joe Jose Domingos Piedade  UAE Visa 201/2011/7202816 211111 20/11/14 Dubai
AE-009 Dcunha Joe Jose Domingos Piedade  Labour Card 1131643 14/11/11 13/11/14 Dubai
E—j . AE-009 Dcunha Joe Jose Domingos Piedade  Emirates ID 784-1983-2943646-5 211111 20/11/14 Dubai
—
AE-011 Gond Pierre Adrien Joel Marie UAE Visa 201/2011/7184319 30/10/11 29/10/14 Dubai
$ Payroll Management AE-011 Gond Pierre Adrien Joel Marie Labour Card 1120059 23/10/11 22/10/14 Dubai
AF-011 Gond Pierre Adrien Inel Maris Fmirates I 784-1987-3171379-7 3010411 29/10114 Dubai
B Leave & Accrual Management
¥
% KN il ] »
User: admin
H H “ ”
In HR Works, some of the employee related information can be uploaded under “Personal Records

tab, where normally, all such information which is personal to employee are maintained. This report
option is to publish the same records for employees.

File Toolbars Help

il $@EE
$ Payroll Management & | | Personal Records | Reports x ]
) Pay Siip =1 criteria Selection | Selected Values
=) Salary Transfer Details : Employee Code All | #ada || Tereview
[ Salary Denomination Document Document Type €3RO Card;PI Carc;Dubai Custom Card;Medical ~
] Bank Transfer File Training ! Document Number
2] Non WPS Bank Transfer File Qualification Issue Date
m ee Details ontact Details
Employee Detail C Details UAE Expiry Date

] Salary Increment

23 salary Audit

| Payroll Comparison

] Loan Inquiry

2] OT Batch

-] Employes Turn Over Report

| Earning Dedustion Batch

|- Document Expiry

|| Personal Records

|-) GL Account Statements

=) TimeShest Monthly Summary Report
-] Wage Type Based TimeSheet Report
|- Custom Reports

|-) Employee Status Report

Contact Details Overseas

Place of [ssue

) Employment History Report -

[7] common

@ Payroll Management

[ Leave & Accrual Management

% =

e e File Download
Dependants
Asset Management
Previnter
Other
EmployeeCode FullName HireDate TerminationDate | Document Type | Document Number | Issue Date Expiry Date Place of Issue
AE-004 Benistant Christian... 15/07/13 23/09/14 Labour Card 1179760 08-Mar-2013 08-Apr-2016 Dubai -
AE-004 Benistant Christian... 15/07/13 23/09/14 Emirates ID 784-1986-7496382.. 20-Sep-2013 19-3ep-2016 Dubai =
AE-004 Benistant Christian... 15/07/13 23/09/14 Passport 2 04CET2737 23-Apr-2004 22-Apr-2014 France
AE-004 Benistant Christian... 15/07/13 23/09/14 UAE Visa 201/2013/7144043 | 05-Aug-2013 04-Aug-2016 Dubai
AE-004 Benistant Christian... 15/07/13 23/09/14 Seaman’s Book 917049 08-Apr-2013 08-Apr-2018 Dubai
AE-004 Benistant Christian... 15/07/13 23/09/14 Vellow Fever M/A 27-May-2010 27-May-2020 Dubai
AE-004 Benistant Christian... 15/07/13 23/09/14 Medical Panama ~ N/A 18-1ul-2013 17-Jul-2015 Dubai
AE-004 Benistant Christian... 15/07/13 23/09/14 Driving License 020284200871 18-Jun-2004 France
AE-004 Benistant Christian... 15/07/13 23/09/14 Passport 13CR66612 13-Oct-2013 12-Oct-2023 Dubai
» AE-005 Bhanpurawala Mus... 01/05/13 Insurance T7IA-6B7C-2D04-...  23-Apr-2014 22-Apr-2015 Dubai .

User: admin

3.6.3.18. GL Account Statement
HR Works is blessed with functionality to enable accounting entry based on the various pay component
used in the system. At each payment processing process, system can generate information suggesting
which account to be debited and which one to credit.
A sample report suggesting the same is depicted in the figure below wherein an employee’s
salary is processed in the system. The blank column under “Account Code “Head will have all the GL
accounts mention.
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Demo Company
STATEMENT OF ACCOUNTS

Currency: DIRHAM

Employee [.‘.ude| Employes Mame Account Code Pay Element Debit Credit
Payroll Period: October-2014
AE-D0 | Monteiro Bryan Wencesl

SASIC 4,500.00 0.00

SASIC 0.00 4,500.00

E-NOT 213763 0.00

E-NOT 0.00 213768

ACRABC 1,113.45 0.00

ACRABC 0.00 1,113.46

ACR-IND 456.50 0.00

ACR-IND 0.00 455 50

ACR-INZ 224.25 0.00

ACR-INZ 0.00 224.25

ACR-AT 245.42 0.00

ACR-AT 0.00 24542

ACR-NC 32.47 0.00

ACR-NC 0.00 92.40

ACR-LIF §8.02 0.00

ACR-LIF 0.00 £8.92

Mat Pay 0.00 0.00

5,138.94 5,138.54

3.6.3.19. Project Timesheet Summary Report

Project timesheet report will show employee wise time spent in a project( if project is applicable for an

organization). This time entry will further be categorized into Regular, OT and Bonus as per

requirement.
A sample prototype is sown in the fig below.

DU-IT GROUP
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File Toolbars Help

H e Bx EE

&P Payroll Designation & Productivity Co
P Project Supervisor Linking

@ e « || Time Sheet Enry x|
a

VSRS A|I|| project Code [asag-cLUsTL | Description [asag-cLosTs |
&P Project Master ) . )

@ Time Sheet Period [January 2013 | Time Sheet Date (2671272013 |

Hired Emplayee Master

9 Physical Hour Settings Staff Category [Category 2 | Batch No [TB28 |
&P Projectwise Settings =| || Entry Option [Employeevise | status [approved (version 1) |

R9 Dummy Supenvisors Time Sheet View
&P Employee Supenisor Link Date Status | Supervisor Project | Payroll Designation Site Designation NHR | NOT | HOT | IHR | NTOT | Total Hrs
& Work Contract Assignment * [ Employee: GO627 - ABRAHAM K C
&P Productivity Code Assignment
! ) 01-01-2013 | Absent | FAZAL ReHMAN | Ps231 | cooK Labourer o] of ol of o 0
@9 Site Designation Assignment
01-01-2013 Present Friday NHR PS315 COOK Labourer 8 0 0 0 o 8
iagsachons 2 02:01-2013 Present FAZALREHMAN P5231 COOK Labourer 8 2 0 0 o 10
&P Time Sheet Entry 03-01-2013  Present FAZALREHMAN P5231 COOK Labourer
9 e vorpove Tmeshes e T S [ ) B T I
9 bciciont e o L T T E—
& Hired Manpower Enrollment 05-01-2013 Present FAZALREHMAN P5231 COOK Labaurer 8 2 0 0 o
@ Employee Release(Transier) 06-01-2013 Present FAZALREHMAN P5231 COOK Labaurer 8 0 0 0 o 8
&P Employes Join 07-01-2013 Present FAZALREHMAN P5231 COOK Labourer 8 2 0 0 o 10
Reports NE 08-01-2013 Present FAZALREHMAN P5231 COOK Labourer 8 2 0 0 o 10
,,,,, 05-01-2013 Present | FAZALREHMAN P5231 COOK Labourer 8 2 0 0 o 10
e 10-01-2013  Present FAZALREHMAN P5231 COOK Labourer 8 2 0 0 o
mmmnm-:—
[ — T S T
BB Leave & Accrual - 12-01-2013  Present FAZALREHMAN P5231  COOK Labourer

Time Sheet List | TB28 x | | 4]

EKT& -

User: admin
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This detailed reprot will fuher be filtered based on the selection criteria as shown below.

Project Code
Time Sheet Period
Staff Category

Entry Cption

Time Sheet View

Date

" @ Employee:

01-01-2013
02-01-2013
03-01-2013

| ASAB-CLUST1 | Description | ASAB-CLUSTL
[ January 2013 | Time Sheet Date |26/12/2013
| Category 2 | Batch No | TR28
| Employeewise | Status |Approved (Version 1)
Set Time sheet Details
Select Project [asaB-clusTi | AsAB-CLUSTL
Time Sheet Date |13,"’[.'lf|.u"2015—'|
Time Sheet Period |m|

Staff Categary

Entry Option

05-01-2013,

Employeswise -

Ok

Cancel

HOT | IHR | NTOT | Total Hrs

06-01-2013  Present FAZAL REHMAN 'P5231 ' COOK
07-01-2013  Present FAZAL REHMAN  P5231 COQK
08-01-2013  Present FAZAL REHMAN | P5231 | COOK
09-01-2012 Present FAZAL REHMAN  P5231 COQK
10-01-2013  Present FAZAL REHMAN | P5231 | COOK

3.6.3.20. Employee Status Report

This report is basically to get to know the status of employees in organization. It is published based on
as on date. Employee wise, along with status — Resigned, Working, etc. can be displayed in this report.

"Labourer

Labourer
Labourer
Labourer
Labourer

m o o o A

LR S =

10

10
10
10
10

o o o o o o
o o o o o O
o o o o o O

°00
(1 1)
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File Toolbars Help

(&l S e

©

x|

@ Payroll Manag <

[ pay siip — |

criteria

Selection Selected Values

|2} Salary Transfer De |'

Employee Code:

All

+ Ada

=] Salary Denominati
-] Bank Transfer File
2] Non WPS Bank Tr
2] Employee Details
2] Salary Increment

Report Options

Date

| Preview

|20/01115

%

] Salary Audit
) Payroll Comparisa —
= Loan Inquiry o
(] oT Batch Employee Code | Name Designation | Project | DOJ Nationality | Passport Number | Passport Expiry | Residence Permit E... Emp Status Leave Startdate Leave End Date
) Employee Tum on|[ ] ||+ AE-002 Damry Vanrick Je.. 15/06/08 120000... French Werking -
[£) Eaming Deductior AE-002 Zigic Dejan 15/10/09 120000...  Australian Werking
) Document Expiry AE-003 Praybyl Marta 13/09/10 120000...  Plish Werking =
[ Personal Records AE-004 Benistant Christisn 15/07/13 12:0000...  French Employee Resigned
2 GL Account Stater || || AE-005 Bhanpurawala Mus... 01/05/13 1200:00...  Indizn Working
2 TirmeSheet Month AE-006 Monteiro Bryan W... 20/10/13 120000 Indian Working
) Wage Type Based AE-007 Chavan Arjun Sing... 24/06/12 120000...  Indian Employee Resigned
[2) Custom Reports AE-008 Cheleri Jijudas 11/12/11 12:00:00... Indian Working
U ErmE e AE-009 Deunha Joe Jose D... 13/11/11 12:00:00... Indian Working
[E) Employment Histe = AE-010 Dias Valleni 22/06/11 12:00:00... Indian on leave 02/01/2015 12/02/2015
AE-011 Gond Pierre Adrie... 01/05/11 12:00:00...  French Working
T jGomman AE-012 Gulla Rajvadan 01/10/13 120000... Tndian Working
AE-013 Kerkar Aniket Anku... 01/11/13120000... Indian 24-Nov-2016 Werking
g || | Ac-011 Kunhilath Abdulla 01/04/13 1200:00...  Indian Working
B Leave 8 Accrual Ma | | AE015 Laurans Jordan Ma.. 01/08/12 120000...  French Werking
AE-016 Manyals Helics Av.. 01/10/13 120000..._ Kenyan Werking -

User: admin

3.6.3.21. Employment History Report
During his association with organization, an employee may undergo a series of profile changes for
example — Department, Designation, location, etc.

This report will show the audit trails of all the changes happen in the system in row wise

manner.
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] SEE
@ Payroll Management 4 | | Employment History Report ‘ e
2 Pay Siip 4| || Report Options I criteria Selection | Selected Values |
) Salary Transfer Details from Date | 01/09/14 . ‘ ' Employee Code Al ‘
£ Salary Denomination To Date 20/01/15 N
) Bank Transfer File Preview J
) Non WPS Bank Transfer File
=) Employee Details
) salary Increment
) Salary Audit
) Payrall Comparisan
) Loan Inquiry Employee Code | Name Date Of Joining Effective Date Department Designation Contract Staff Type
) OT Batch AE-020 Minianc Santa Eva.. | 01/02/12 01/02112 ‘Admin and Accounts Accountant Permanent Office B
) Employee Turn Over Report AE-021 Naik Baburao Shan... 01/05/13 01/05/13 Engineering Designer Permanent Office
) Eaming Deduction Batch AE-022 Navelkar Vaman Ja... 13/11/11 13/11/11 Project Production Manager Permanent Office
- Documen Expiry AE-023 Nidoolil Abdul Rauf 18/10/11 18/10/11 Admin and Accounts Driver Permanent Office
[ personal Records AE-024 Sarmalkar Sameer.. 16/12/12 16/12/12 Engineering Designer Permanent Office
B} L Accout Statements ||| neoas Shafeeque Moha..  08/09/13 08/00/13 Engineering Calculation Engineer Permanent Office
2 TimeShest Morthly Summary R AE-026 THALAKKATTU SA..  01/08/12 01/08/12 Project Procurement Coor... Permanent Office
5 Wage Type Bssed TimeSheet R AE-027 Valiya Vil Purayil  24/03/13 24/03/13 Quality Health and... | QC Inspector Permanent Office E
AE-028 Vivet Arnaud 04711712 04/11/12 i Mana.. Office
=) Custom Reports AE-020 Ansari Akbar Imam  07/11/12 07/11/12 Workshop Fitter C1 Permanent WorkShop
=) Employee Status Report L aeo0 8hakta Bashisth 01/07/12 01/07/12 Werkshop Welder B3 Permanent WorkShap
(=] Employment Histoy Report | »| || apg31 Hentry Niju 01/08/11 01/08/11 Workshop Workshop Supervis... Permanent WorkShop
] Common AE-032 Henry Bony ov07/12 o0y/07/12 Workshop Fitter B1 Permanent WorkShop
AE-033 Chatla Rajs Rao  01/08/11 01/08/11 Workshop Fitter C1 Permanent WorkShop
S Payroll Management AE-034 Hussain Mohamma... 01/07/13 01/07/13 Woerkshop Fitter B1 Permanent WorkShop
T T — AE-035 Hussain Nayar 010713 0107113 Workshop Welder A3 Permanent WorkShop
AE-036 Patel Babubhai Ba.. 01/03/12 010312 Workshop Welder D1 Permanent WorkShop
*® - AE-037 Patel Chandra Bhan _ 01/08/11 0108111 Workshop Welder D1 Permanent WorkShop -

User: admin

3.7 Employee Relationship Management - Module

3.7.1. Transaction

3.7.1.1. Generate Documents

Based on the template created in the system, document be generated from the system by selecting the
required option. In the below sample screen, “Resume Work” has been chosen for print.

Value of the variable i.e. Date and Time and Remarks can be mentioned on the fly while printing the

File Toolbars Help
i 3O x| @8
& Employes Relationshiph < | | Generate Documents x
Setup 2 | criteria Selection Selected Values
@ Document Templates || & empioyeecose Al | Haoa |
enerate Documents pions ription — =
@G Doc Report Opti Do o =
Document Template | Resume Work - Resume Work DateTime 20/01/15
* Remarks String Test Resume for Demo
E‘j Commen
& peyro Manegement
B Leave & Accrual

User: admin
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4.0 Technical Specification

4.1 Deployment / Architecture Diagram

4.2.1. Deployment Diagram for HR Works Desktop Application, &
Time and Attendance Application

-,

.“ﬂﬂ

Time & Attendance -
Terminal 1 - Office (]

Time & Attendance
Terminal 2 - Office

- -
Database Server Application Server - q
- .
= IR WorksDB — {l HR Works Files Time & Attendance
- Terminal 3 - Workshop
P Time & Attendance
e Time B Attendance {l system Files
== System DB | ) i"‘
e g ’ .
el e Time & Attendance
s ~ e Terminal 4 - Workshop
'S E, & -,
Admin e Y n
End User Machine

Time & Attendance
Terminal N - Workshop

{l HR Works Files

97



