PinoyCode OPC

HRIS & PAYROLL SYSTEM

HR

PAYROLL

v Human Resources

v’ Training & Seminars
v’ Recruitment

v’ Performance

v Timekeeping

v Payroll

©User Manual

January 2024
Version 1.00
Author: Ruben B. Corral

Email: ruben@pinoycode.com

City of San Jose Del Monte

Bulacan, Philippines

https://www.pinoycode.com | https://www.hr-payroll.net



https://www.pinoycode.com/
https://www.hr-payroll.net/
https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & PAYROLL SYSTEM

As of Taday ACTIVE EMPLOYEES s of Today LABOR COST | oar-ToDae | G

GENDER ~x AGE GROUP ~ BIRTHDAY CELEBRANTS ~x

TOTAL DAYS APPROVED LEAVE ~ % VEAR TO DATE MONTHLY LABOR COST ~x

Human Resource Information System (HRIS) is a software solution that
combines various HR functions and processes into one integrated system.

A payroll system is a software solution that automates and streamlines
the process of calculating and distributing employee salaries and benefits.

MISSION & VISION

» Overall, the mission of an HRIS and payroll system is to enhance HR and payroll
operations, reduce administrative burden, and improve employee satisfaction
by providing accurate, efficient, and compliant HR and payroll services.

» Vision for an HRIS is to create a modern and efficient HR management tool that
streamlines processes, enhances data accuracy, improves decision-making, and
empowers both HR professionals and employees with self-service capabilities.

» Vision for a payroll system is to create a user-friendly, automated, and
integrated platform that simplifies and streamlines the payroll process, ensures
compliance, provides accurate financial data, and enhances employee
satisfaction.
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1 Introduction

1.1 System Overview
» HRIS (Human Resource Information System) and Payroll systems are essential tools
for managing and automating HR and payroll processes within an organization.
These systems help streamline administrative tasks, improve accuracy, and enhance
efficiency in managing employee data and payroll calculations.

1.2 HRIS Overview=

» HRIS is a software solution that centralizes and automates various HR functions,
including employee data management, recruitment, onboarding, training,
performance management, and employee self-service.

» It allows HR professionals to store, track, and analyze employee information in a
secure and organized manner.

» HRIS systems typically offer features such as employee records management, time
and attendance tracking, benefits administration, reporting and analytics, and
compliance management.

» They provide a user-friendly interface for HR personnel to access and update
employee data, generate reports, and streamline HR processes.

» HRIS systems can integrate with other business systems like payroll, timekeeping,
and applicant tracking systems to ensure data consistency and eliminate manual
data entry.

1.3 Payroll Overview

» Payroll systems automate the process of calculating and disbursing employee
salaries, wages, and benefits.

» They handle various payroll-related tasks such as time and attendance tracking, tax
deductions, benefits administration, and generating paychecks or direct deposits.

» Payroll systems ensure accurate and timely payment of employees, reducing the
risk of errors and compliance issues.

» They calculate gross wages based on hours worked, overtime, bonuses, and
deductions like taxes, insurance, retirement contributions, and garnishments.

» Payroll systems generate payroll reports, including payroll summaries, tax reports,
and year-end statements for tax filing purposes.

» They can integrate with HRIS and other systems to streamline data sharing and
eliminate duplicate data entry.

» Payroll systems often have built-in compliance features to ensure adherence to
labor laws, tax regulations, and other payroll-related legal requirements.

1.4 Benefits
Automation: HRIS and payroll systems automate time-consuming manual tasks, reducing
administrative workload and improving efficiency.

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 11
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Data Accuracy: These systems minimize human errors in data entry and calculations,
ensuring accurate employee records and payroll calculations.

Compliance: HRIS and payroll systems help organizations stay compliant with labor laws,
tax regulations, and other legal requirements.

Reporting and Analytics: These systems provide robust reporting and analytics
capabilities, allowing HR professionals to gain insights into workforce trends, costs, and
other key metrics.

Employee Self-Service: HRIS systems often include self-service portals, enabling employees
to access and update their personal information, view pay stubs, request time off, and
access other HR-related information.

Integration: HRIS and payroll systems can integrate with other business systems, such as
timekeeping, accounting, and benefits administration, to streamline data sharing and
eliminate duplicate data entry.

Overall, HRIS and payroll systems play a crucial role in simplifying and streamlining HR and
payroll processes, improving accuracy, efficiency, and compliance within an organization

2 Getting Started

2.1 LoggingIn

C & @& www.pinoycode.com/account/login/

» PINGYCODE

RIS & Payroll System

PAYROLL

=) Your Login

&  rbcorral@freyfil.com.ph
B e

Fe ]

Im not a robot

The purpose of CAPTCHA (Completely Automated Public Turing test to tell Computers and
Humans Apart) is to differentiate between human users and automated programs or bots. It is
a security measure used to prevent spam, brute-force attacks, and other malicious activities on
websites.

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 12
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2.2 User Roles

Accounting
Administrator
Admin-Tools
Biometric
Contract-Alarm
Employee
Executive

HRD

Loans
Maintenance
Performance
Payroll
Project-Charging
Recruitment
Ticketing
Timekeeper
Work-From-Home

VVVYVYVVYVYYVYVVVYVYVYYVYYVYVYY

2.3 Dashboard

2.3.1 Home

o Dashboard -> Home

MASTER RECORDS A of Today ACTIVE EMPLOYEES | 4 of Foday | LABOR €OST a

7 7 5 2 Php 527,239.46

GENDER A% AGE GROUP ax BIRTHDAY CELEBRANTS ~x

OVERTIME TOTAL HEAD COUNT an TOTAL OVERTIME HOURS ~x

TOTAL DAYS APPROVED LEAVE ax YEAR TO DATE MONTHLY LABOR COST ~x

2.3.2 Processing
o Dashboard -> Processing

» Monitoring of ongoing processes like generating timesheets, syncing biometric logs,

timekeeping processes, and payroll processes.

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 13
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FOR DEMO ONLY A # = O =
< Processing Status
Dashboard / Processing q
(1 1]

BRANCH NAME TOTAL COUNT TOTAL PROCESS mu PAY BASIS PROCESS NAME mmm

2.3.3 Filing Stats

2.3.3.1 Timesheet Manual Entry
o Dashboard -> Filing Stats -> Timesheet ME
» Timesheet manual entry filing stats status of data entry, pending, approved, denied,

return, and revert.

Ll Timesheet ME Statistics
Dashboard / Timesheet Manual Entry q
WORKFORCE HEAD COUNT TOTAL NUMBER OF DAYS
30 800
25 500
20 400
15 300
0 200
s 100
Y N R [ - ,
Jan Feb Mar Apr My Jun Jul Aug Sep ot Nov Dec Jan Feb Mer Apr May Jun Jul Aug Sep. oct Nov Dec
Search
BRANCH NAME 1k JAN FEB MAR APR MAY JUN JuL AUG SEP ocr NOV DEC
(] 0 0 ] o 0 0 9 31 26 17 0 0
—\DGE 0 0 0 0 0 0 4 21 17 31 0 0
_ o 0 0 o 0 0 8 17 21 17 0 0
-NT 0 2 " [ 0 9 54 61 69 63 0 0
_CT o 0 o o 0 o 10 164 142 11 0 0
[ I 0 0 0 0 0 0 13 50 33 29 0 0
- 0 0 0 0 0 0 53 170 143 24 0 0
Search:
BRANCH NAME 1k FROM TO DATA ENTRY PENDING APPROVED DENIED RETURN REVERT
~
uT 07/27/2023 08/11/2023 o o} 2 o o] a
_T 07/12/2023 07/26/2023 o o] 3 o a [
I—T 06/27/2023 07/11/2023 o o} 3 o o] a
_T 02/27/2023 03/11/2023 o o] 1 o a [
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2.3.3.2 Overtime
o Dashboard -> Filing Stats -> Overtime
> Overtime filing stats status of data entry, pending, approved, denied, return, and

revert.

Dashboard / Overtime

Ll Overtime Statistics q

WORKFORCE HEAD COUNT TOTAL OVERTIME HOURS
350 20000
300
250 15000
200
10000
150
100 5000
50
e O o I L ,
Jan Feb Mar Apr May Jun Ju Aug Sep [o1:3 Nov Dec an Feb Mar Apr May jun jul Aug Sep o Nov Dec
Search
BRANCH NAME AN FEB MAR APR MAY JUN Jut AUG SEP oct Nov DEC
] 0 0 0 0 0 0 2 177 228 100 0 0
— o 0 0 0 10 0 460 2,560 2,704 2,602 0 0
_ o 0 0 0 0 0 1146 13,200 11,504 9,243 0 0
O 0 0 0 0 0 0 0 16 174 161 0 0
_ 0 0 0 0 0 0 26 141 122 87 0 0
[ 0 170 997 0 0 1,381 2,561 2,489 1.983 2,044 0 0
GEEE—— 0 0 0 0 0 0 89 290 421 26 0 0
Search:
BRANCH NAME FROM TO DATA ENTRY PENDING APPROVED DENIED RETURN REVERT
[ 10/12/2023  10/26/2023 0 0 7 0 0 a
[ 09/27/2023  10/11/2023 o a 12 o 0 o
e 09/12/2023  09/26/2023 0 0 16 0 0 Y
_ 08/27/2023  09/11/2023 0 1} 18 0 0 0
] 08/12/2023 08/26/2023 0 1] ] 0 0 ]
u 07/27/2023  08/11/2023 o a 4 o 0 0
_ 10/12/2023  10/26/2023 0 0 142 0 0 Q
[ 09/27/2023  10/11/2023 0 4] 145 o 0 0

Showing 1 to 58 of 58 entries

2.3.3.3 Leave
o Dashboard -> Filing Stats -> Leave

» Leave filing stats status of data entry, pending, approved, denied, return, and revert.
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Ll L eave Statistics

Dashboard / Leave

WORKFORCE HEAD COUNT TOTAL DAYS APPROVED
150 300
250
100 200
I I :
50 100
0 | | —_ 0
Jan Feb Mar Apr May Jun Jul Aug Sep [o%:3 Nov D Jan o Mar Apr May jun ul
BRANCH NAME JAN FEB MAR APR MAY JUN JuL AUG SEP
CEE—— 0 0 v ¢ v ¢ 0 “ =
CEE— 0 0 o 0 o 0 0 0 3
_ 0 0 0 0 0 9 162 73 137
0 0 0 0 0 0 6 e 2
CE—— 0 0 0 0 0 0 10 18 16
(E— 0 0 0 0 0 0 3 2 4
Search:
BRANCH NAME FROM TO PENDING APPROVED DENIED
— 10M12/2023  10/26/2023 0 2 0
CE—— 00/27/2023  10/11/2023 0 2 0
[——] 09/12/2023  09/26/2023 0 1 0
[F—] 08/27/2023  09/11/2023 0 4 0
[ 08/12/2023  08/26/2023 0 3 0
[ 07/27/2023  08/11/2023 0 1 0
CE—— 10/12/2023  10/26/2023 0 14 0
[ 09/27/2023  10/11/2023 0 21 0
CEE—— AAMAmAes AnAEMAAYS n an n

Showing 1 to 58 of 58 entries

2.3.3.4 Locator Slip
o Dashboard -> Filing Stats -> Locator Slip

Search:

ocT

RETURN

ox

REVERT

DEC

» Locator slip filing stats status of data entry, pending, approved, denied, return, and

revert.
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Ll Locator Slip Statistics

Dashboard / Locator Slip

WORKFORCE HEAD COUNT

g

) -
Jan Feb Mar Apr May Jun Jul 5
BRANCH NAME [} JAN FEB MAR APR MAY
CE— ! ’ ! 0
GEE—— v 0 v 0
[ 0 0 0 0
GEEE—— v v 0 0
CE— 0 0 : o
CE—— 0 o 0 0
CE—— 0 0 0 0
[ 0 0 0 0
BRANCH NAME 1L FrROM TO DATA ENTRY
O 10/12/2023  10/26/2023 0
——— 00/27/2023  10/11/2023 0
[——] 08/12/2023 08/26/2023 0
[——] 07/27/2023  08/11/2023 0
(] 10/12/2023  10/26/2023 0
[F— 09/27/2023  10/11/2023 0
O 09/12/2023  00/26/2023 0
O 08/27/2023  09/11/2023 0

2.3.4 Payroll Status

2.3.4.1 ByBranch
o Dashboard -> Payroll Status -> By Branch

TOTAL NUMBER OF DAYS

JUN JuL AUG SEP
0 0 23 2 2
] 0 1 2 49
0 0 6 51 43
] 0 24 1 12
] 0 1 8 2
] 0 29 22 29
] 0 0 8 5
0 0 0 2 o
0 0 " 45 32
Search:

PENDING APPROVED DENIED

0 5

0 1

0 1

0 13

0 4

0 4

0 3

0 4

Search:

oct

49

34

30

RETURN

REVERT

»  Branch payroll monitoring status if timekeeping process, pending payroll, pending

review, or pending approval status.
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«r Payroll Status

COMPANY

FOR DEMO ONLY =
BRANCH

BRAMNCH TESTING -

@ Payroll Status (| ii—— a

Show 10 ¥ entries Search:

Showing 1 to 8 of 8 entries

FROM IF 10 PAY BASIS HEAD COUNT AFPPROVAL ID STATUS
202311012 202310/26 M Timekeeping Process
2023/09/27 202310/11 M 52 7807 Approved
2023/00/12 2023/09/26 M 53 7807 Approved
2023/08/27 2023/09/11 M 53 7807 Approved
2023/08M12 2023/08/26 M 53 7807 Approved
2023/07/27 2023/08/11 M 53 7807 Approved
2023/0712 2023/07/26 M 54 0017 Approved
2023/06/27 2023/07/11 M 53 0017 Approved
Previous - Next

@ HRIS & Payroll System v.02 1 Pawered by: www.hr-payroll.net

2.3.4.2 All Branch
o Dashboard -> Payroll Status -> All Branch

» The company all branches belong to cut-off dates payroll monitoring status if

timekeeping process, pending payroll, pending review, or pending approval status.

Payroll Status All Branches

COMPANY
FOR DEMO OMLY -
CUT-OFF DATE FROM TO
i iz}

& Submit
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{8 Payroll Status For All Branches

Show 10 ¥ entries
Showing 1 to 9 of 9 entries

BCODE BRANCE NAME

e e

— _
e
e e

@ HRIS & Payroll System v.02

PAY BASIS

M

D

M

D

M

D

M

D

M

HEAD COUNT

Period From: 10/12/2023 To: 10/26/2023 a

Search:

APPROVAL ID

STATUS

Timekeeping Process

Pending Payroll
Pending Payroll
Pending Payroll
Pending Payroll
Pending Payroll
Pending Payroll
Pending Payroll

Pending Payroll

=2 Powered by: www.hr-payroll.net

3 Administrator

3.1 Roles

o Administrator -> Roles

R Roles

Administrator / Roles

Accounting
Administrater

Admin-Tools

Employes
Executive
HRD

Loans
Maintenance

+ @ P ©

© HRIS & Payroll System v.02

ROLE NAME

Page [1

of2| o> =

View 1 - 10 of 18

=1 Powered by: winw.hr-payroilnet

3.2 Manage Users

O

Y

give access.

A\

remove access.

Administrator -> Manage Users

Click the hyperlink “Activate” and confirm the popup dialog box by clicking "Yes" to

Click the hyperlink “Deactivate” and confirm the popup dialog box by clicking "Yes” to

https://www.pinoycode.com/ | https://www.hr-payroll.net/
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i Manage User Role

Administrator / Manage Users

Show 10 ¥ entries Search:
Showing 1 to 10 of 390 entries
USER NAME COMP ID BCODE DEPTID EMP NO EMPLOYEE NAME ACTION
jbvil EST 1643 @, Access @ Spedal
il T 1643 G, Access @ Spedal
jn T 1643 4, Access & Spedial
1642 4, Access & Spedial
1599 4, Access & Spedial
2675 4, Access & Spedial
she 2675 4, Access & Spedial
@ HRIS & Payroll System v.02 %1 Powered by: www.hr-payroll.net
O
Show 10 ¥ entries Search:
Showing 1 to 10 of 18 entries
ROLE NAME ACCESS ACTION
Accounting X Activate
Admin-Tools X Activate
Administrator % Activate

Biometric
CapEx
Employee

Fyertiva

@ HRIS & Payroll System v.02

v Deactivate

X Activate

« Deactivate

® Arfivate

%2 Powered by: www.hr-payroil.net
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&, Manage Special Access a
Administrator / Manage User
CE—— 7 T121|.CO M

Show 10 ~ entries Search:

Showing 1 to 2 of 2 entries

SPECIAL ACCESS ACCESS ACTION
Employees All Branches X Activate
Job Information X Activate

Previous - Next

3.3 Account Status
o Administrator -> Account Status

» Click the hyperlink “Deactivate Account” and confirm the popup dialog box by

clicking "Yes" to suspend access.
G, Account Status
Administrator / Account Status a

Total Register: 493  Verified: 390  Not Verified: 103

Sshow 10 v entries Search: PDF | Print

Showing 1 to 10 of 493 entries

USER NAME VERIFIED EMAIL ACTIVE ACCOUNT ACTION

mail.com + Deactivate Account
+ Deactivate Account
mail.com + Deactivate Account
+ Deactivate Account
+ Deactivate Account
a m.ph + Deactivate Account
Al

.ph + Deactivate Account

@ HRIS & Payroll System v.02 %2 Powered by: www.hr-payroll.net

3.4 Mail Settings
o Administrator -> Mail Settings

> Setup for SMTP mail server.
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Qe Mail Settings

Administrator / Mail Settings

Mail Address
R .

SMTP Client

R <
Credentials
CEEE————
Port Enable S5L
587 True ~

3.5 Company
o Administrator -> Company

» The license key is provided based on the subscription account contract

B Company a
Maintenance / Company Profile

= =

Show 10 ~ entries Search: PDF  Print

Showing 1to 1 of 1 entries
CODE I&  comPaNY NAME ADDRESS ACTION

2 e e @ Edit

Previous - Next
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+ Company

Maintenance / Company Profile / Create

Company Name

Number of Employees

Address 1

Address 2

Area Code Zip Code
Phone #2 Tax No.

3.6 Branch Access

EXPIRING DATE

&

Phone #1

555 No.

o Administrator -> Branch Access

Philhealth No. HDMF Eyerid

Company Type [JMultiple Branches

[J allowed Users to Update
Employee Personal
Infermation

X Upload New Loge

Choose File | Mo file chosen

License Key

» Click the hyperfink “Deactivate” and confirm the popup dialog box by clicking "Yes” to

remove access.

»  Click the hyperlink “Activate” and confirm the popup dialog box by clicking "Yes" to

give access.

&+ Manage Access

Company

FOR DEMO ONLY

¥ submit

https://www.pinoycode.com/ | https://www.hr-payroll.net/
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&, Branch Access

Administrator / Manage Access

FOR DEMO ONLY

Show 10 v entries

Showing 1 to 4 of 4 entries

EMP ID I&  EMPLOYEE NAME

TEST-002 TEST-2, TEST-2 TEST-2
TEST-005 TEST 5, TESTSTESTS
TEST-006 TEST 6, TEST6 TEST 6
TEST-007 TEST 7, TEST 7 TEST 7

Previous n Next

FOR DEMO ONLY

Show 10 ¥ entries

Showing 1 to 2 of 2 entries

CCODE IE  BCODE EBRANCH NAME
4 Frrrs BRAMCH TESTING
4 PLOT PRIVATE LEDGER - EXECUTIVE

Previous - Next

3.7 Contribution Settings

o Administrator -> Contribution Settings

Search:
ACTION
, Access é
@ Access
@ Access
8y Access
Search:
ACCESS ACTION

« Deactivate

x Activate

» Mandatory contribution setup if the deduction is every cut-off first cut-off, and last

cut-off

Government Contribution Settings

FREY-FIL CORPORATION

Deduction Option

First cut off

*® Delete ‘ ‘ [ Save

https://www.pinoycode.com/ | https://www.hr-payroll.net/
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4 Maintenance
4.1 Payroll

4.1.1 Branch
o Maintenance -> Payroll -> Branch
> If NO LATES is "Yes” no late deduction in timekeeping process workhours
distribution.
> If NO ND is "Yes” no night differential in timekeeping process workhours djstribution.

» IfACTIVE is “Yes” the record is available in selection dropdown list box.

£ Branch
Maintenance / Branch ﬂ
BCODE BRANCH NAME DESCRIPTION NO LATES NO ND ACTIVE 2

ONEWEST CE—— false false true

PL PRIVATE LEDGER false false frue

PS5 “ false false frue

PTP POST TENSIONING PROJECT false false frue

RF RANK AND FILE false false frue

SHIMDOTR ] false false true

SUPERVISORY - SITES & PLANTS frue frue frue

frue false frue

200BH false false false

/W / false false false
J - ar: @\ 14 <4 Page 2 of 17 »> H Wiew 11 - 20 of 165

ADD RECORD »®

BCODE I

BRANCH NAME

DESCRIPTION

MO LATES Yes
NO ND Yes ~
ACTIVE Yes ~

B Submit = Cancel

4.1.2 Allowance

o Maintenance -> Payroll -> Allowance
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A dropdown list selection in employee master data links to their payroll computation that is
automatically called by the system during payroll processing. Click the "CREATE" button to
add a new allowance and click the hyperlink "Edit" to edit the record or "Delete" to delete the
record. Tick the checkbox "Included in 13th month" for the allowance to be included in total

basic pay in a year divided by 12 months.

@ Allowance G
Maintenance / Allowance / List

) ==

Show 10 ¥ entries Search:

Showing 1 to 10 of 23 entries

CODE 1 DESCRIPTION INCLUDED IN 13TH MONTH ACTION
001 FIELD O [# Edit X Delete
002 MEAL ] [# Edit % Delete
003 LIVING O [# Edit % Delete
006 F.OT = [# Edit % Delete
007 oTA O [# Edit % Delete
009 APARTMENT RENTAL = [# Edit % Delete
S ——
Maintenance / Allowance / Create G

Code Description Liability Account

Payroll Item Type Liability Subaccount

Earning
Pay Item Group
Expense Account

[Jincluded in 13th Month Pay.

S T

Expense Subaccount

4.1.3 Bank

o Maintenance -> Payroll -> Bank
A dropdown list selection in employee master data links to employee payroll transactions
which the bank connected for reporting purposes if needed or automate the bank
requirement output to be used for online uploading. Click the "CREATE" button to add a new

bank and click the icon "Edit" to edit the record or "Delete" to delete the record.
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i Bank

Maintenance / Bank / List

) cmem

BANK CODE

LBP
METC
NATM

us

@ HRIS & P il System v.02

BANK NAME

AUB BAMK

BDO

BANK OF THE PHILIPPINE ISLAND

CHIMA BANK

EZCASH - UNIONBANK

-BANK

LAND BANK OF THE PHILIPPINES

METROBANK

HO ATM

UNICNBANK

Page 1

of 1

Wiew 1-10 of 10

=1 Powered by: www.hr-payroli.net

ADD RECORD

BANK CODE

BANK NAME

DESCRIPTION

4.1.4 Designation

o Maintenance -> Payroll -> Designation

A dropdown list selection is used in employee job positions to get more accurate in creating

reports. Click the "CREATE" button to add a new job position and click the icon "Edit" to edit

the record or "Delete" to delete the record.

# Designation

Maintenance / Designation / List

B) o=

JOB CODE 2

MT

4ENGR
AP HEAD
AAM
AASS
AASST
AAVE
ABBO

AC

JOB NAME

3RD MATE

3RD ENGINEER

4TH ENGINEER

ACCOUNTS PAYABLE HEAD

ASSISTANT ACCOUNTING MANAGER

ARCHITECHTURAL ASSISTANT

ADMIN ASSISTANT

ASSTFOR AVP OPERATIONS

AUTOMATIC BAR BENDING CP

AUTCCAD OPERATOR

Page 1

NULL

NULL

NULL

NULL

NULL

NULL

NULL

NULL

MNULL

View 1 - 10 of 1,432
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4.1.5 Leave

o Maintenance -> Payroll -> Leave
A dropdown list selection in the employee leave filing module links to the payroll process
that automatically calls by the system during payroll processing if the employee is eligible for
leave with pay. Click the "CREATE" button to add a new leave type and click the hyperlink

"Edit" to edit the record or "Delete" to delete the record.
Leave
Maintenance / Leave / List e

B) cmEmemD

Show 10 ¥ entries Search:

Showing 1 to 9 of 9 entries

CODE It DESCRIPTION NO. OF DAYS PAYROLL PAY ACTION

BL Bereavement Leave 7 YES [# Edit % Delete

LW Leave Without Pay 30 NO [# Edit x Delete

ML Maternity Leave 120 NO [# Edit % Delete

PA Parental Leave 7 YES [# Edit % Delete

PL Paternity Leave 7 YES [# Edit % Delete

RH Rehabilitation Leave 7 YES [# Edit % Delete

SIL Service Incentive Leave 5 YES [ Edit % Delete
© HRIS & Payroll System v.02 51 Powered by: www.hr-payroll.net
+ Leave
Maintenance / Leave / Create G

Leave Code Leave Description No. Of Days Liability Account

Payroll Item Type Liability Subaccount

Notices

Pay Item Group
Expense Account

Payroll Pay

Expense Subaccount
Pe

4.1.6 Loan Code

o Maintenance -> Payroll -> Loan Code
A dropdown list selection in creating a different loan type like Home Development Mutual
Fund (HDMF) assigned in loan description calamity loan, housing loan, multipurpose loan etc.

Click the "CREATE" button to add a new loan code and click the icon "Edit" to edit the record
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or "Delete" to delete the record. Select “Yes” in the dropdown list box "Allowed Multiple" if

the loan description allows the employee to create multiple loans, either the current loan has

a remaining balance.

1t Loan Code

Maintenance / Loan Code / List

B) emm=m

LOAN CODE »

CARF
CASD
D&LSD
ECASH
HOMF

HDMFC

4.1.7 Loan Type

o Maintenance -> Payroll -> Loan Type

DESCRIPTION
AUB - SALARY LOAN
BDO
REVOLVING FUND - CA
CASH ADVANCE
DAMAGE / LOST ITEMS
ATM
HDMF LOAN
HDMF CALAMITY LOAN
HMO-PHILCARE

GA-HOSPITALIZATION PURPOSES

ADD RECORD

COMMENT

PERSOMNAL BANK LOAN

REVOLVING FUND - CA

CASH ADVANGE

DAMAGE / LOST SALARY DEDUCTION
ATM

MULTIPURPOSE LOAN

HDMF CALAMITY LOAN

HMC-Philcare

CA-HOSPITALIZATION PURPOSES

LOAN CODE [

DESCRIPTION

COMMENT

ALLOWED MULTIPLE

B Submit x Cancel

ALLOWED MULTIPLE

false

frue

frue

false

false

false

false

false

false

false

View 1-10 of 35

A dropdown list selection in employee loan module data entry to define what kind of loans

and also used for generating report category by loan type or loan code. Click the "CREATE"

button to add a new loan type and click the hyperlink "Edit" to edit the record or "Delete" to

delete the record. This field information is commonly used in government remittance

requirements to be submitted to the Social Security System (SSS), Home Development Mutual

Fund (HDMF), monthly reports or other reports needed by the company.
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[@ Loan Type

Maintenance / Loan Type / List

Ly

Show 10 ~ entries

Showing 1 to 10 of 16 entries

LOAN TYPE DESCRIPTION

CcL CALAMITY LOAN

CcL CALAMITY LOAN

CARF CASH ADVANCE-REVOLVING FUND
LT DEDUCTION LOST TOOLS

EL EMERGENCY LOAN

HL HOUSING LOAN

MED MEDICAL EXPENSE

@ HRIS & Payroll System v.02

+ Loan Type

Maintenance / Loan Type / Create

Loan Type Loan Code

Description

Payroll Item Type
Deduction

Expense Account

Expense Subaccount

4.1.8 Late & Undertime

1

LOAN CODE

HDMF

555

CARF

AUB

555

HDMF

MED

Search:

COMMENT

CASH ADVANCE-REVOLVING FUND

DEDUCTION LOST TOOLS

Liability Account

Liability Subaccount

Pay Item Group

Comment

PDF  Print

ACTION

[ Edit % Delete

[# Edit % Delete

[ Edit % Delete

[ Edit % Delete

[ Edit % Delete

[ Edit % Delete

[ Edit % Delete

2 Powered by: www.hr-payroll.net

o Maintenance -> Payroll -> Late & Undertime

Optional setup, depending on company policies to round off minutes of late time-in or

undertime time-out. Click the "CREATE" icon to add a new late conversion and click the icon

"Edit" to edit the record or "Delete" to delete the record. The conversion entries should be in

hourly decimal value. These setups are used for timesheet computation to generate a

summary of employee workhour distribution.
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@ Late, Undertime Settings

Company
FOR DEMO OMNLY

Branch

| BRAMCH TESTING V|

[ & submit ]

@ Late Undertime Settings a

Maintenance / Late Undertime / List

.
MINUTE FROM MINUTE TO MINUTE CONVERSION ND CONVERSION
0.01 025 025 0.00
026 0.50 0.50 025
0.51 075 075 050
0.76 0.99 1.00 075
+ @ £~ & Page 1 of 1 View 1-40of4
ADD RECORD *®

MINUTE TO
MINUTE CONVERSION

ND CONVERSION

| Submit = Cancel

4.1.9 Overtime Settings

o Maintenance -> Payroll -> Overtime Settings
Optional setup, depending on company policies to round off the computed overtime with
minutes. Click the "CREATE" icon to add a new overtime minute conversion and click the icon
"Edit" to edit the record or "Delete" to delete the record. The conversion entries should be in
hourly decimal value. These setups are used for timesheet computation to generate a

summary of employee workhour distribution.

@ Overtime Settings
Company
FOR DEMO ONLY

Branch / Division

BRANCH TESTING ~

& Submit
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O Overtime Settings

Maintenance / Overtime Settings / List a

MINUTE FROM MINUTETO MINUTE CONVERSION

0.01 0.49 0.00

0.51 0.99 0.50

+ 07 A @ Page |1 of 1 View 1-20f2

ADD RECORD x

MINUTE TO

MINUTE CONVERSION

B Submit x Cancel

4.1.10 Flexitime Settings
o Maintenance -> Payroll -> Flexitime Settings

Optional setup, depending on company policies to allow flexitime. Click the "CREATE" icon to
add a new flexitime and click the icon "Edit" to edit the record or "Delete" to delete the

record. These setups are used for timesheet computation to ignore late time-in on the
employee workhour distribution.

@ Grace Period Settings
Company
FOR DEMO ONLY

Branch / Division

| BRANCH TESTING “|

l & submit l

O Flexitime Settings

Maintenance / Grace Period q

START TIME

END TIME NO. OF HOURS

9:00 2

Page |1 of 1 Miew 1-10f1
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EDIT RECORD x
START TIME 7:00|

END TIME 9:00

NO. OF HOURS 2

B Submit = Cancel

4.1.11 Override Rest Day

o Maintenance -> Payroll -> Override Rest Day
Optional setup, depending on company policies to allow changes of rest day to regular day
computation. Click the "CREATE" button to add a new job position or the hyperlink "Delete”
to delete the record. These setups are used for timesheet computation to ignore rest day and

computed as regular day workhour distribution.

&f Override Rest Day
Company
FOR DEMOC ONLY
Branch / Division
PRIVATE LEDGER - EXECUTIVE ~
& submit

£ Override Rest Day to Regulary Day e

Maintenance / Override Rest Day

¢ Show 10 ~ entries Search: PDF  Print

Showing 1 to 10 of 21 entries

BRANCH CODE JOB DESCRIPTION REMARKS ACTION

NP CONSTRUCTION FOREMAN foreman x Delete
NP EARTH MOVING FOREMAN foreman % Delete
MNP FOREMAN, CARPEMNTER regular day to rest day x Delete
NP FOREMAN CARPENTER/MASO regular day to rest day X Delete
NP FOREMAN CARPENTER / MAS foreman % Delete
NP FOREMAN - CRANE OPERATOR regular day to rest day x Delete
NP FOREMAN,DECKHAND DIVER regular day to rest day *® Delete

& HRIS & Payroll System v.02 «Z» Powered by: www.hr-payroil.net
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Maintenance / Override Rest Day / Create

£ Override Rest Day a

Job Title

Remarks

4.1.12 Late Policy

o Maintenance -> Payroll -> Late Policy
Optional setup, depending on company policies to allow a grace period of late by daily or
every cut-off. Click the "Save" button to save. These setups are used for timesheet

computation of workhour distribution.
@ Late Policy Settings

Hour Late Allowance

Deduction Option

4.1.13 HDMF Add Contribution

o Maintenance -> Payroll -> HDMF Add Contr.
Optional setup, employees' additional HMDF contribution is to be deducted monthly. Click
the "Create" button to create a new record. These setups are used for payroll processing to
deduct HDMF contributions.

@ HDMF Additional Contribution

Company

FOR DEMO ONLY

Branch / Division

‘ BRAMNCH TESTING V‘
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(@ HDMF Additional Contribution a
e
‘ O Creats
_ EMPLOYEE NAME AMOUNT ACTION
1 ] 300.00 X Delete
2 O 800.00 x Delete

4.1.14 Gov’t Designation

o Maintenance -> Payroll -> Gov’t Designation
A dropdown list selection in the LGU employee payroll setup module, the standard job
position to be used is government plantilla positions with a salary grade equivalent. Click the
"CREATE" icon to add a new designation and click the icon "Edit" to edit the record or

"Delete" to delete the record.
l#* Government Plantilla Positions
Maintenance / Designation q

B) B

POSITION SALARY GRADE ACTIVE
Accountant | "
Accountant Il 13
Accountant 11l 18
Accountant IV 2
Accounting Analyst 1"
Accounting Clerk | 4
Accounting Clerk I 6
Accounting Clerk IIl 8
Accounfing Machine Operator | 5
Accounting Machine Operator Il 7
+ ST PP Page |1 of 260 »> »1 View 1 - 10 of 2,600
@ HRIS & Payroll System v.02 €52 Powered by: www.hr-payroll.net

4.1.15 Gov’t Salary Grade

o Maintenance -> Payroll -> Gov’t Salary Grade
A dropdown list selection in the LGU employee payroll setup module, selected job positions
have a salary grade equivalent. To select another Tranche, click the right-side icon list to pop
up a menu, then click the item you want to display. Click the "CREATE" icon to add a new

salary grade and click the icon "Edit" to edit the record or "Delete" to delete the record.
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l#* Government Salary Grade G

Maintenance / Salary Grade / Tranche 1

¥ Tranche 1
5G GRADE STEP1 STEP 2 STEP3 STEP 4 STEP 5 STEP 6 STEP7 STEP 8
1 11.551.00 11.647.00 1,745.00 11,843.00 11.942.00 12.042.00 12,143.00 12,244 P Tranche 2
2 12.276.00 12.369.00 12.484.00 12.560.00 12.657.00 12.754.00 12.852.00 12,95( *Tranche 3
3 13.019.00 13,119.00 13.220.00 1332200 13.424 .00 13.527 00 13.361.00 13738 » Tranche 4
4 13.807.00 13.914.00 14.020.00 14,128.00 14.236.00 14.345.00 14.456.00 14,567.00
5 14.641.00 14.754.00 14.867.00 14.951.00 15.096.00 15.212.00 15.329.00 15.446.00
6 15.524.00 15,643 .00 15.763.00 15884 00 16.007.00 16.129.00 16.253.00 16,378 00
7 16.458.00 16.585.00 16.713.00 16.841.00 16.970.00 17.101.00 17.231.00 17.364.00
8 17.505.00 17.663.00 17.823.00 17.964.00 18.146.00 18.310.00 18.476.00 16.643.00
9 18.754.00 18.941.00 19.100.00 19,259.00 19.420.00 19.552.00 19.746.00 19,911.00
10 20.219.00 20.388.00 20.558.00 20.731.00 20.903.00 21.079.00 21.254.00 21.432.00
+ S @ A3 Page 1 ofd > w1 View 1- 10 of 33
© HRIS & Payroll System v.02 ¥51 Powered by: wwew.hr-payroll.net

4.1.16 Monthly Rate Divisor
o Maintenance -> Payroll -> Monthly Rate Divisor

Company policy how to get hourly rate of monthly salary basis to compute the overtime

hours example: Hourly Rate = Monthly salary / Monthly rate divisor / 8.

How to get number of days for the monthly salary rate divisor.

e Working schedule for Monday to Saturday: 313 days / 12 months = 26.08.
e Working schedule for Monday to Friday: 264 days / 12 months = 22.

£ Monthly Rate Divisor

Maintenance / Monthly Rate Divisor

Number of Days

-~

26.08%
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4.2 Governments

4.2.1 PhilHealth

o Maintenance -> Governments -> PhilHealth
PhilHealth Circular No. 2019-0009, published on November 23, 2019, the premium rate for
Direct Contributors shall still be at 2.75% of their monthly basic salary with an adjusted ceiling
of P50,000. In 2020, PhilHealth will increase the rate to 3% and henceforth adjust it to
increments of 0.5% every year until it reaches the 5% limit in 2025 as provided for by law.
The income floor is fixed at P10,000 during the 5-year period, while the salary ceiling will
gradually increase by P10,000 each year from P60,000 until it reaches P100,000 in 2025.

B PhilHealth Contribution Table
Maintenance / PhilHealth G
YEAR + BASIC SALARY FROM BASIC SALARY TO MINIMUM PREMIUM MAXIMUM PREMIUM OVER RATE (%)
2019 10,000.00 50,000.00 275.00 1375.00 275
2020 10,000.00 60,000.00 300.00 1.800.00 300
2021 10,000.00 70,000.00 350.00 2450.00 350
222 10,000.00 80,000.00 400.00 3200.00 400
023 10,000.00 80,000.00 400.00 3200.00 400
2024 10,000.00 100,000.00 500.00 5,000.00 500
2025 10,000.00 100,000.00 500.00 5000.00 500

+ /50 A9 Page 1 of 1 View 1-7of 7

4.2.2 SSS

o Maintenance -> Governments -> SSS
Social Security System (SSS) issues a table and schedule of fees that shows how much
members (employees and employers) need to pay for contributions every month. This module
allows the user to add, edit, delete or upload new SSS tables provided by the agency using a

standard layout to be used to import Excel to a database.
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B8 555 Contribution Table
Maintenance / $55 G
SALARY BRACKET # RANGE OF COMP.1  RANGE OF COMP. 2 SALARY CREDIT EMPLOYER EC EMPLOYER EMPLOYEE TOTAL

1 0.00 4249.99 4,000.00 380.00 10.00 180.00 390.00
2 4,250.00 4749.99 4,500.00 427.50 10.00 202.50 437.50
3 4.750.00 524999 5,000.00 475.00 10.00 22500 43500
4 5.250.00 5749.99 5,500.00 522.50 10.00 247.50 532.50
5 5.750.00 £.249.99 6,000.00 570.00 10.00 270.00 580.00
6 6.250.00 6.749.99 6,500.00 617.50 10.00 292.50 627.50
7 6.750.00 7.249.99 7,000.00 665.00 10.00 315.00 675.00
8 7.250.00 7.749.99 7,500.00 712.50 10.00 337.50 722.50
] 7.750.00 824999 8,000.00 760.00 10.00 360.00 770.00
10 §,250.00 6,749.99 8,500.00 807.50 10.00 38250 817.50

+ S W L& Page |1 of 6w »u View 1-10 of 53

@ HRIS & Payroll System v.02 €52 Powered by: www.hr-payroll.net

4.3 Train Law

4.3.1 Tax Daily

o Maintenance -> Train Law -> Tax Daily
Bureau of Internal Revenue (BIR) Daily Rates of Tax on Taxable Income of Individuals. The
employee tax deduction shall be computed in accordance with the provided tax computation

table.

B Train Law Dally Tax Deduction Table q

Maintenance / Daily Tax Table

0.00 + 0% OVER 0.00 + 15% OVER 61.65 + 20% OVER 230.85 + 25% OVER 1,102.60 + 30% OVER 6,034.30 + 35% OVER
685.00 685.00 1,096.00 219200 5.479.00 21,918.00
P I Page 1 of 1 View 1-10f1

4.3.2 Tax Weekly

o Maintenance -> Train Law -> Tax Weekly
Bureau of Internal Revenue (BIR) Weekly Rates of Tax on Taxable Income of Individuals. The
employee tax deduction shall be computed in accordance with the provided tax computation

table.
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B8 Train Law Weekly Tax Daduction Table e

Maintenance / Weekly Tax Table

0.00 + 0% OVER 0.00 +15% OVER 432.60 + 20% OVER 1,971.20 + 25% OVER 7,740.45 + 30% OVER 42,355,665 + 35% OVER
4.808.00 4.808.00 7.692.00 15,385.00 35.462.00 153,846.00
R I Page 1 of 1 View 1-10f1

4.3.3 Tax Semi-Monthly

o Maintenance -> Train Law -> Tax Semi-Monthly
Bureau of Internal Revenue (BIR) Semi-Monthly Rates of Tax on Taxable Income of Individuals.
The employee tax deduction shall be computed in accordance with the provided tax
computation table.

B8 Train Law Semi-Monthly Tax Deduction Table G

Maintenance / Semi-Monthly Tax Table

0.00 + 0% OVER 0.00 + 15% OVER 937.50 + 20% OVER 4,270.70 + 25% OVER 16,770.70 + 30% OVER 91,770.70 + 35% OVER

10.417.00 10.417.00 16.667.00 33.333.00 83,333.00 333,333.00

PN Page 1 of1 View 1-10f 1

4.3.4 Tax Monthly
o Maintenance -> Train law -> Tax Monthly
Bureau of Internal Revenue (BIR) Monthly Rates of Tax on Taxable Income of Individuals. The

employee tax deduction shall be computed in accordance with the provided tax computation

table.
&8 Train Law Monthly Tax Deduction Table e
Maintenance / Monthly Tax Table

0.00 + 0% OVER 0,00 + 16% OVER 1,875.00 + 20% OVER 5,541.80 + 26% OVER 33,541.80 + 30% OVER 183,541.80 + 35% OVER
20,833.00 20833.00 33333.00 66,667.00 166,667.00 666,667.00
DI Page 1 of1 View1-1of 1
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4.3.5 Tax Annually

o Maintenance -> Train Law -> Tax Annually
Bureau of Internal Revenue (BIR) Annually Rates of Tax on Taxable Income of Individuals. The
employee tax deduction shall be computed in accordance with the provided tax computation

table.

B8 Train Law Yearly Tax Deduction Table a

Maintenance / Yearly Tax Table

Start Range End Range Tax Over (%)
250,000.00 0.00 0.00 0.00
250,000.00 400,000.00 0.00 0.15
400,000.00 800,000.00 22.500.00 0.20
800.000.00 2,000,000.00 102,500.00 0.25
2,000,000.00 8,000,000.00 402,500.00 0.30
8,000,000.00 0.00 2,202,500.00 0.35

+ ST PP 14 <« Page|1 of 1| s> »\ View 1-6 of 6

4.4 Timekeeping
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4.4.1 Timesheet
o Maintenance -> Timekeeping -> Timesheet
Backend editing of employees' timesheets to delete attendance dates, edit wrong pairing

time-in / time-out, and change the days tagging due to wrong shift schedule setup.

@ Employee Timesheet

COMPANY

FOR DEMOC ONLY 7
BERANCH

BRAMNCH TESTING il

Employee Name

PAY BASIS: ~
DATE FROM TO
B A
& submit

Timesheet Backend Editing e

Maintenance / Tools / Timesheet

& I D

[ |W—_ Period From: 10/12/2023 To: 10/26/2023

10/12/2023 10/12/2023 07:00:00 AM 10/12/2023 06:16:00 PM [# Edit X Delete
10/13/2023 10/13/2023 06:55:56 AM 10/13/2023 04:36:13 PM BM RD [# Edit X Delete
10/14/2023 10/14/2023 06:59:23 AM 10/14/2023 11:17:04 AM BM RD [# Edit X Delete
10/16/2023 10/16/2023 07:45:08 AM 10/16/2023 04:56:34 PM BM RD [# Edit X Delete
10/17/2023 10/17/2023 06:58:20 AM 10/17/2023 06:03:29 PM BM RD [# Edit X Delete
10/18/2023 10/18/2023 06:57:36 AM 10/18/2023 05:18:07 PM BM RD [# Edit X Delete
10/19/2023 10/19/2023 07:00:16 AM 10/19/2023 04:03:02 PM BM RD [# Edit X Delete
10/20/2023 10/20/2023 06:58:57 AM 10/20/2023 06:01:39 PM BM RD [# Edit X Delete

AN1/2072

AN NI NAEOST AR

@ HRIS & Payroll System v.02

AN NI 110421 ARA

=i}

# Edit » Nalata

3 Powered by: www.hr-payroll.net

4.4.2 Invalid List

o Maintenance -> Timekeeping -> Invalid List
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Backend the invalid list of employees' timesheets, search the employee ID from the search
box that already transferred from other branches and click the hyperlink "Delete" to delete

the record.
@ Employee Timesheet with Invalid
COMPANY

FOR DEMO OMNLY B

BERANCH
BRAMNCH TESTING -

PAY BASIS: b

DATE FROM TO
4 i

& submit

Timesheet with Invalid

Cut-off Date From: 10/12/2023 To: 10/26/2023 q
Maintenance / Tools / Invalid / I

Show 10  *~ entries Search:

Showing 1 to 10 of 14 entries

1D EMP ID APPROVER ID APPROVED APPROVED DATE EDIT BY EDIT DATE ACTION

15988 Y 2 True 10/27/2023 D 10/2712023 % Delete
15983 8 2 True 10/27/2023 10/2712023 % Delete
15981 8 2 True 10/27/2023 10/2712023 % Delete
15978 6 2 True 10/27/2023 10/2772023 % Delete
153976 5 6 True 10/27/2023 102772023 % Delete
15969 1 1 True 10/27/2023 10/2712023 % Delete
15968 1 2 True 10/27/2023 102772023 x Delete
15967 13 36 True 10/27/2023 102712023 x Delete

@ HRIS & Payroll System v.02 = Powered by: www.hr-payroll.net

4.4.3 Audit Trail

o Maintenance -> Timekeeping -> Audit Trail
Backend the audit trail list of employees' timesheets, search the employee ID from the search
box that already transferred from other branches and click the hyperlink "Delete" to delete

the record.
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® Audit Trail

COMPANY
FOR DEMO ONLY b

BRANCH

BRAMNCH TESTING -

PAY BASIS: -

DATE FROM TO
] 2]

& submit

Audit Trai

Cut-off Date From: 10/12/2023 To: 10/26/2023 ﬂ
Maintenance / Tools / Audit Trail / (S

Show 10 v entries Search:

Showing 1 to 10 of 51 entries

D EMPLOYEE ID PROCESS BY PROCESS DATE PAY BASIS ACTION
10923 10/27/2023 M X Delete
10922 10/27/2023 M X Delete
10921 10/27/2023 M % Delete
0920 10/27/2023 M X Delete
10919 10/27/2023 M X Delete
10918 10/27/2023 M % Delete
10917 10/27/2023 M X Delete
10916 10/27/2023 M X Delete
10915 10 1042779073 M % Nelete
@ HRIS & Payroll System v.02 @ Powerad by: www.hr-payroll.net

4.4.4 Daily Computation
o Maintenance -> Timekeeping -> Daily Computation
Backend the timekeeping process daily computation, fill up the form and click the "Submit"

button, from the list of attendance dates click the hyperlink "Edit" to modify the workhour
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distribution or "Delete" to delete the record. Any changes in daily computation must be

aligned with the total hours in workhour summary.

@ Employee Timesheet Daily Computation

COMPANY

FOR DEMO ONLY i
BRANCH

BRAMNCH TESTING -

Employee Name

e
PAY BASIS: ~
DATE FROM TO
22 =2
& submit

Timesheet Daily Computation a

Maintenance / Daily Computation / Date From: 10/12/2023 To: 10/26/2023

o S

10/12/2023

10/13/2023

10/14/2023

10/16/2023

10/17/2023

10/18/2023

10/16/2023

10/20/2023

10/21/2023

10/12/2023 07:00:00 AM

10/13/2023 06:55:56 AM

10/14/2023 06:59:23 AM

10/16/2023 07:45:08 AM

10/17/2023 06:58:20 AM

10/18/2023 06:57:36 AM

10/19/2023 07:00:16 AM

10/20/2023 06:58:57 AM

10/21/2023 06:59:57 AM

@ HRIS & Payroll System v.02

10/12/2023 06:16:00 PM

10/13/2023 04:36:13 PM

10/14/2023 11:17:04 AM

10/16/2023 04:56:34 PM

10/17/2023 06:03:29 PM

10/18/2023 05:18:07 PM

10/19/2023 04:03:02 PM

10/20/2023 06:01:38 PM

10/21/2023 11:04:31 AM

RD

RD

RD

RD

RD

RD

RD

RD

BM

BM

BM

BM

BM

BM

BM

BM

& Edit X Delete

& Edit X Delete

& Edit

(& Edit % Delete

(& Edit % Delete

[ Edit X Delete

[ Edit X Delete

& Edit X Delete

[ Edit X Delete

=2 Powered by: www.hr-payroil.net
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Timesheet Daily Computation

Maintenance / Daily Computation / Date: 10/14/2023

& m Time-IN: 10/14/2023 6:59:23 AM  Time-OUT: 10/14/2023 11:17:04 AM  Days: RD

REGULAR DAY REST DAY SPECIAL HOLIDAY SPECIAL HOLIDAY & REST DAY
Reg Hrs: 8.00 Reg Hrs: 0.00 Reg Hrs: 0.00 Reg Hrs: 0.00
OT Hrs: 0.00 OT Hrs: 0.00 OT Hrs: 0.00 OT Hrs: 0.00
ND Hrs: 0.00 ND Hrs: 0.00 ND Hrs: 0.00 ND Hrs: 0.00
OTND Hrs: 0.00 OTND Hrs: 0.00 OTND Hrs: 0.00 OTND Hrs: 0.00

REGULAR HOLIDAY REGULAR HOLIDAY & REST DAY DOUBLE HOLIDAY DOUBLE HOLIDAY & REST DAY
Reg Hrs: 0.00 Reg Hrs: 0.00 Reg Hrs: 0.00 Reg Hrs: 0.00
OT Hrs: 0.003 OT Hrs: 0.00 OT Hrs: 0.00 QT Hrs: 0.00
ND Hrs: 0.00 ND Hrs: 0.00 ND Hrs: 0.00 ND Hrs: 0.00
QTND Hrs: 0.00 OTND Hrs: 0.00 OTND Hrs: 0.00 OTND Hrs: 0.00

***LATES & UNDERTIME HOURS***

Reg_Late_Hrs: 0.00 Sh_Late_Hrs: 0.00 Lh_Late_Hrs: 0.00 Dh_Late_Hrs: 0.00

Reg Utime_Hrs: 0.00 Sh_Utime_Hrs: 0.00 Lh_Utime_Hrs: 0.00 Dh_Utime_Hrs: 0.00

Rest Late Hrs: 0.00 Sh_Rest_Late Hrs: 0.00 Lh_Rest Late_Hrs: 0.00 Dh_Rest_Late Hrs: 0.00

Rest_Utime_Hrs: 0.00 Sh_Rest_Utime_Hrs: 0.00 Lh_Rest_Utime_Hrs: 0.00 Dh_Rest_Utime_Hrs: 0.00
G Cancel I l & Update

4.4.5 Workhour Summary

o Maintenance -> Timekeeping -> Workhour Summary
Backend the timekeeping process summary computation, fill up the form and click the
"Submit" button to display the workhour summary. Click the "Update" button to save

changes.

@ Employee Workhour Summary

COMPAMNY

FOR DEMO OMNLY -
BRANCH

BRAMNCH TESTING -

Employee Name

PAY BASIS: -
DATE FROM TO
= 2=
& submit
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Waorkhour Summary Computation

Maintenance / Warkhour Summary

& 0486: BASCAR, JULIE MHAR D.

Cut-off Date From: 10/12/2023 To: 10/26/2023

SPECIAL HOLIDAY SPECIAL HOLIDAY & REST DAY
Reg Hrs: 0.00 Reg Hrs: 0.00
OT Hrs: 0.00 OT Hrs: 0.00
ND Hrs: 0.00 ND Hrs: 0.00
OTND Hrs: 0.00 QTND Hrs: 0.00

DOUBLE HOLIDAY DOUBLE HOLIDAY & REST DAY
Reg Hrs: 0.00 Reg Hrs: 0.00
OT Hrs: 0.00 QT Hrs: 0.00
ND Hrs: 0.00 ND Hrs: 0.00
OTND Hrs: 0.00 OTND Hrs: 0.00

***| ATES & UNDERTIME HOURS***

REGULAR DAY REST DAY
Reg Hrs: 103.25 Reg Hrs: 0.00
OT Hrs: 4.00 OT Hrs: 0.00
ND Hrs: 0.00 ND Hrs: 0.00
OTND Hrs: 0.00 OTND Hrs: 0.00

REGULAR HOLIDAY REGULAR HOLIDAY & REST DAY
Reg Hrs: 0.00 Reg Hrs: 0.00
OT Hrs: 0.00 OT Hrs: 0.00
ND Hrs: 0.00 ND Hrs: 0.00
OTND Hrs: 0.00 OTND Hrs: 0.00
Reg Late Hrs: 0.75 Sh_Late_Hrs: 0.00
Reg_Utime_Hrs: 0.00 Sh_utime_Hrs: 0.00
Rest_Late_Hrs: 0.00 Sh_Rest_Late_Hrs: 0.00
Rest_Utime_Hrs: 0.00 Sh_Rest_Utime_Hrs: 0.00
LS_Deduction: 0.00 Total_Holidays_wWork: 0
Total_Holidays: 0 Total_Hol_Work_Hrs: 0.00

4= Back ] l & Update
4.5 Performance
4.5.1 Areas
o Maintenance -> Performance -> Areas
Performance Areas q
Maintenance / Areas / List
D& AREAS DESCRIPTION ACTIVE
1 Time management Improving the ability o priorilize tasks, set deadlines, and manage time effectively. true.
2 ‘Communication skills Enhancing both verbal and written communication skills fo convey ideas and information more clearly and effectively. true
3 Active listening Improving the ability to listen attentively, others’ i and respond true
4 ‘Conflict resolution Developing strategies to handle conflicts and disagreements in a constructive and collaborative manner. true
5 Emotional infeligence E.nhaTu:mg self-awareness, empathy, and emotional management to build stronger relationships and handle difficult irue
situations.
3 Leadership skills Developing leadership qualities such as d king, ion, and ing others. true
7 Problem-solving abilities Strengthening crifical thinking skills and developing systematic approaches to solve complex problems true
8 Adaptability Enhancing the ability to adapt o change, be flexible, and embrace new ideas or technologies. true
il Teamwork and collaboration Improving the ability to work effectively in a team, communicate and cooperate with others, and contribute to shared goals trug.
ind constructive criticism Being open to receiving feedback, acfively seeking it, and using it to improve performance. true

e << Pagell

Lh_Late Hrs: 0.00 Dh_Late_Hrs: 0.00
Lh_Utime_Hrs: 0.00 Dh_Utime_Hrs: 0.00
Lh_Rest_Late_Hrs: 0.00 Dh_Rest_Late_Hrs: 0.00
Lh_Rest_Utime_Hrs: 0.00 Dh_Rest_Utime_Hrs: 0.00
Total_Absent: 0 End Contract: No ~

Tot_Rest_To_Rg_Hrs: 0.00

View 1-10 of 17
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4,5.2 Type

o Maintenance -> Performance -> Type

Performance Type a
Maintenance / Type / List

D2 TYPE ACTIVE
1 Sales true
2 Productivity frue
3 Efficiency frue
4 Quality frue
5 Customer satisfaction frue
6 Revenue true
7 Profitability frue
8 Market share true
9 Innovation true
10 Employee engagement frue

+ /5 P @ Page |1 of2 s> w View 1- 10 of 17

4.5.3 Areas for Improvement

o Maintenance -> Performance -> Areas for Improvement

Performance Areas For Improvement a

Maintenance / Areas For Improvement / List

D TITLE DESCRIPTION ACTIVE

1 Leadership development Prwwding opportunities for employees to develop their leadership skills, such as through training programs, mentorship, or e
leadership workshops.

. Offering communication training to help employees improve their verbal and written communication skills, active listening
2 ‘Communication skills ) ) . trug
and effective presentation skills.

Providing training on conflict resolufion techniques and strategies to help employees effectively navigate and resolve

3 Conflict resclution N true
conflicts in the workplace.

s Time management F}lfelmg reeuum-es- and fraining on time fo help empl priorifize fasks, meet deadlines, and true
improve productivity.

i i i 1.

s Emotional infeligence Providing training on emotional o help enhance their empathy, and relationship frue
management skills.
Offering training or resources to help employees improve their technical skills and stay up to date with advancements in

[ Technical skills . 9 9 P employ P yup true
their field.

7 Customer service skills Prwwdlng customer semc? training to help employees enhance their ability to inferact with customers, handle complaints, true
and provide excellent service.

3 Tearmwork and collaborafion Offering team-building activities and training to help employees improve their teamwork, collaboration, and interpersonal e
skills
Providing fraining on problem-solving techniques and crifical thinking skills to help employees become more effective

9 Problem-solving skills 9 gonp 9 4 9 p employ true
problem solvers

. . . . .

0 Diversiy and inclusion Offering diversity and inclusion training to help empl develop a better of different true
promote inclusivity, and create a more diverse and inclusive work environment.

+ & P @ Page 1 of3 > m View 1- 10 of 21

4.5.4 Development Plan

o Maintenance -> Performance -> Development Plan
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Performance Development Plan G

Maintenance / DevelopmentPlan / List

D * DEV. PLAN DESCRIPTION ACTIVE

_ ; Prioritize tasks, set clear deadlines, and use productivity tools or fechniques fo manage time effectively. Seek training or
1 Improve fime management skills N true
resources on time management strategies.

Practice active listening, seek feedback from colleagues or mentors, and engage in activities to improve verbal and written

2 Enhance communication skills N . . true
communication skills (e.g., public speaking courses, writing workshops).
Seek opportunities fo take on leadership roles or projects, parficipate in leadershi rograms

3 Develop leadership skills e " ol ° preg o trug
and seek feedback and coaching from experienced leaders.

4 Sirangthen problem-soling abilfies Enhance critical thinking skills through problem-solving exercises or puzzles, seek out chalh.zngmg projects or assignments. e

that require creative probl 1 and leam probls i or
P p 9

Identify specific technical skills relevant to your role or industry, seek training or certification programs, participate in
5 Improve fechnical skills 1y sp - v - g g preg " . trug
workshops or webinars, and practice applying the skills in real-world scenarios.
Participate in team-building acfivities, praclice acfive collaboration and communication with eam members, seek
opportunities fo work on cross-funcienal projects, and develop conflict resolution and negotiation skills.

6 Enhance feamwork and collaboration skills

N _— Increase self-awareness through reflection or assessments, practice empathy and understanding towards others, seek
7 Develop emofional intelligence - N trug
feedback on emotional intelligence, and engage in activities that promote emofional management and resilience.

. Stay updated with industry trends and adh its, read literature or attend seek out mentors
8 Continuous leaming and professional development ) N true
or coaches, and pursue relevant cerifications or qualifications

Seek out challenging problems or projects, practice crifical thinking and analyfical skills, and leam problem-solving
9 Enhance problem-solving abilities ging b el " o v " o trug
frameworks or methodologies.

0 Improve adaptabilty and fexisiity Emhl:oelch:ngeﬁand nefu chal\engest, seek out opportunities to leam and grow outside of your comfort zone, and develop e
a mindset of continuous improvement.

+ 5 L@ Page |1 of2 e wm View 1- 10 of 16

4.5.5 Objective Type

o Maintenance -> Performance -> Objective Type

Performance Objective Type

Maintenance / Objective Type / List

D2 OBJ. TYPE ACTIVE

1 HR Functions and Responsibilifies frue
2 HR Metrics and Analytics frue
3 Performance Management frue
4 Project Management frue
5 Training and Development frue
& Employee Engagement and Safisfaction frue
7 Talent Acquisiion and Recruitment frue
8 Compensation and Benefits frue
9 Customer service frue

frue

+ & BB Page 1 of2 ® m View 1- 10 of 11
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4.5.6 Preference Value

o Maintenance -> Performance -> Preference Value

Performance Preference Value q

Maintenance / Preference Value / List

D * PREF. VALUE ACTIVE
1 Compefitive salary and benefits package frue
2 Opportunities for career growth and advancement frue
3 Work-life balance and flexible working hours frue
4 Supportive and posifive work environment frue
5 Recognition and appreciation for good performance frue
L] Opportunities for leaming and professional development frue
7 Autonomy and decisien-making authority frue
3 Meaningful and challenging work frue
9 Open and transparent communication frue
10 Opportunities for collaboration and teamwork frue

+ & PP Page |1 of2 e u View 1- 10 of 11

4.5.7 Progress

o Maintenance -> Performance -> Progress

Performance Progress G

Maintenance / Progress / List

D # PROGRESS ACTIVE
1 On Track true
2 Ahead of Scheduls true
3 Behind Schedule frue
4 Completed frue
5 In Progress frue
13 Stalled true
7 On Hold true
8 Not Started true
9 Abandoned true
10 Defemed true

+ & D@ Page |1 of 2w n View 1-10 of 11
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4.5.8 Ratings

o Maintenance -> Performance -> Ratings

Performance Ratings e

Maintenance / Ratings / List

D2 RATINGS ACTIVE
1 Exceeds Expectations frue
2 Meets Expectations frue
3 Meeds Improvement frue
4 Unsatisfactory frue
5 Outstanding frue
B Above Average frue
7 Average frue
8 Below Average frue
9 Exceplional frue
10 Below Expectations frue

+ & 0§ Page |1 of2 » H View 1- 10of 11

4.5.9 Source

o Maintenance -> Performance -> Source

Maintenance / Source / List

Performance Source q

ID & SOURCE ACTIVE

1 Department head frue

2 Supervisor frue

3 Colleague frue

4 Client frue

5 Team leader frue

6 Testing only false

+ F P @ Page |1 of 1 View 1-6 of 6

4.5.10 Status

o Maintenance -> Performance -> Status
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Performance Status

Maintenance / Status / List

D+ STATUS ACTIVE
1 In Progress frue
2 Completed frue
3 On Hold frue
4 Cancelled frue
5 Mot Started frue
[ Deferred frue
T Achieved frue
8 Failed frue
9 Partially Completed frue
10 Abandoned frue

+ /5 P @ Page |1 of2 > u View 1-10 of 11

4.5.11 Strengths

o Maintenance -> Performance -> Strengths

Performance Strengths q

Maintenance / Strengths / List

D& STRENGTHS ACTIVE
1 Strong work ethic frue
2 Excellent fime management skills frue
3 Effective communication skills frue
4 Problem-sclving abilities frue
5 Adaptability and flexibility frue
& Aftention fo detail frue
7 Teamwork and collaberation frue
3 Leadership skills frue
9 Self-motivation frue
10 Positive affifude frue

+ » P& Page |1 of3 u View 1-10 of 21
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4.6 Cut-Off Period
o Maintenance -> Cut-Off Period
Tools to generate pay period cut-off dates within the whole year, these created cut-
off dates will be used in the Work-From-Home setup to eliminate wrong entries in
the created date range pay period in the creation of daily task activities. Active the

current month to appear the cut-off dates on the user's work-from-home main

screen.

£ Cut-Off Period

COMPANY
FOR DEMO ONLY v
BRANCH
BRAMNCH TESTING v
YEAR:

2023

® submit

FOR DEMO ONLY - A = O &
BR—NCH TE:T‘N(J ¢ © Generate Cut-Off Period G
Maintenance / Cut-Off Period / 2023

Show 10 ~ entries

Search:

Showing 0 to 0 of 0 entries

DATE FROM DATE TO ACTIVE ACTION

No data available in table

Previous = Next
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Generate Yearly Cut-Off Period

Maintenance / Cut-Off Period / 2023

BRANCH TESTING

First Cut-off From

22

Second Cut-off From

21

% Cancel

l [ & Submit

BRANCH TESTING

Maintenance / Cut-Off Period / 2023

Show 10 ~ entries

Showing 1 to 10 of 24 entries

DATE FROM DATETO

2022/12/22 2023/01/06
2023/01/07 2023/01/21
2023/01/22 2023/02/06
2023/02/07 2023/02/21
2023/02/22 2023/03/06
2023/03/07 2023/03/21
2023/03/22 2023/04/06
2023/04/07 2023/04/21

@ HRIS & Payroll System v.02

ACTIVE

Search:

ACTION

+ Deactivate

+ Deactivate

+ Deactivate
X Activate
X Activate
X Activate
x Activate

X Activate

=1 Pawered by: www.hr-payroll.net

5 HRD

5.1 Recruitment

5.1.1 Manpower Request

o HRD -> Recruitment -> Manpower Request

Viewing a manpower request, you can follow these steps:

» You may see a list of open requests or a search box to filter the requests.

» Click on a specific request to view its details.
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» The request details may include information such as the job title, department,

required qualifications, desired start date, and any

additional notes or instructions.

» Take note of the necessary information or download any attachments associated with

the request.

l#” MANPOWER REQUEST
HRD / Recruitment / Manpower Request
Show 10 ~ entries

Showing 1 to 1 of 1 entries

[1=] REQ. DATE BCODE DEPARTMENT POSITION

4

Previous - Next

09/17/2023 SPVR MIS: MNGT INFORMATION SYS PROGRAMMER

5.1.2 Job Openings

HR D -> Recruitment -> Job Openings

Search:
SLOTS STATUS HIRING ACTION
2 Approved Open Eview

Approved manpower request is automatically queued in the job opening.

All manpower request statuses are open and available in job opening viewing.

l#* JOB OPENINGS

HRD / Recruitment / Job Openings

Show 10 ¥ entries

Showing 1 to 1 of 1 entries

1D REQ. DATE BCODE DEPARTMENT POSITION

4

Previous - Next

09/17/2023 SPVR MIS: MNGT INFORMATION 5YS PROGRAMMER

Entry Forms:

v' Applicants
v Interview
v Screening
v Orientation
v' Job Offer

Search:

SLOTS APPLICANTS ACTION

1 & Applicants @
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l## APPLICANTS q
HRD / Recruitment / Manpower Request / PROGRAMMER
=
Show 10 ™ entries Search:
Showing 1 to 1 of 1 entries
ID APPLICANTS NAME TYPE STATUS DATE ACTIVE ACTION
3 Juan Dela Cruz Non-Employee  InProgress  08/17/2023 & Interview A Screening & Qrientation « Job Offer (& Edit X Delete
Previous n Next
£ PROGRAMMER Applicant (Create) q

Applicant Type Upload PDF Resume:| Choase File | No file chosen

Applicant Name

Sex Age

PROVINCE

CITY/MUNICIPALITY

Applicant Source

12 Cancel ] l & submit

Applicant Type
o Non-Employee
o Employee
Applicant Source

o Employee
Headhunter
Indeed
Jobstreet
LinkedIn

And many more.

O O O O O

Non-employee is required resume in pdf format for attachment.
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plicant Interview

HRD / Recruitment / PROGRAMMER / Ruben Corral

10

Show

¥ entries
Showing 0 to 0 of 0 entries

[} INTERVIEW TYPE DATE

TIME

Search:

STATUS ACTIVE

No data available in table

Previous | Next

w: Ruben Corral

Description

RESUME OF

Interview Type

Schedule Interview Date Schedule Interview Time

2]

Interview By

R Cancel ubmit

v

| 2

@ HRIS & Payroli System v.02

5.1.3 Interview

o HRD -> Recruitment -> Interview

RESUME OF
Ruben B. Corral

WORKING EXPERIENCES

October 2009 — Current
Frey-Fil Corportion
§3 West Ave. 83 Building, Brgy Paltok, Quezon City

Title:
Department:
Function
Industry:

Programmer

MIS Department
Software Development
Construction

Developed Application:

ACTION

31 Pawered by: www.hr-payroli.net

> All pending types of interviews are automatically queued on the /ist.

plicant Interview
HRD / Recruitment / Interview
Show 10 ¥ entries

Showing 1to 1 of 1 entries

REFID POSITION APPL NAME APPLTYPE APPL DATE

4 PROGRAMMER

Previous - Next

Ruben Corral Non-Employee 10/31/2023

Search:

INTERVIEW TYPE INTERVIEW DATE

Face-to-Face Interview 09/25/2023

INTERVIEW TIME

INTERVIEWER

10:30 CORRAL. RUBEN B.
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Approver Mail Inbox

@ My Inbox
Z=ma
Inbox / List

Show 10 v entries Search:

Showing 1 to 3 of 3 entries

& MESSAGE ACTION

» ITC - MIS requesting OT Approval dated 08/07/2023. & View
» ITC - MIS requesting OT Approval dated 08/13/2023. & view
» Ruben Corral is schedule interview for Face-to-Face Interview dated: 09/25/2023 & time: 10:30. & View

Previous n Next

& Applicant Interview -> Ruben Corral

Reference No: 4 Uploaded Documents:
Request Department: MIS: MNGT INFORMATION 5YS
Request Date: 09/17/2023

Request by: CORRAL, RUBEN B.

Job Position: PROGRAMMER

Slot Required: 2

Fulfilment Date: 09/25/2023

RESUME OF

Interview Type: Face-to-Face Interview
Interview Date: 09/25/2023
Interview Time: 10:30

Interview By: CORRAL, RUBEN B.

RESUME OF
Actual Date Actual Time Ruben B. Corral
= o}
WORKING EXPERIENCES
Excellent - 10,9/ Good - 8,7 October 2009 — Current

Frey-Fil Corportion
Average - 6.5, 4/ Below Average -3, 2. 1 83 West Ave. 83 Building, Brgy Paltok, Quezon City

Title: Programmer

Department: MIS Department
o7 Remark Function Software Development
Industry: Construction

Developed Application:

+ Biometric Finger Scanner Time-In/Time-Out, CapEx Online Request &
Approval using Finger Scanner, Private Ledger Payroll System, Manpower Count
Monitoring, Project Database System, Government Remittances Report and more

13
n

ubmit ]
My Personal Web Based Project: {using C# MVC Net Framewaork)

HR Payroll System (hup://www.he-payroll neth

» The interviewer must fill out the form after the interview is finished.

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 57



https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

& Applicant Screening G
HRD / Recruitment / PROGRAMMER / Ruben Corral

show 10 ¥ entries Search:
Showing 0 to 0 of 0 entries
D IF SCREENING TYPE DATE TIME STATUS ACTIVE ACTION

Mo data available in table

Previous | Next

& Create Screening: Ruben Corral

Description

Screening Type

Schedule Screening Date Schedule Screening Time

== (=]

Screening By

e Cancel ] [ X submit

5.1.4 Screening
o HRD ->Recruitment -> Screening

> All pending types of screening are automatically queued on the list

|+ Applicant Screening G

HRD / Recruitment / Screening

Show 10 ™ entries Search:
Showing 1to 1 of 1 entries
REFID |f  POSITION APPL NAME APPLTYPE APPL DATE SCREENING TYPE SCREENING DATE SCREENING TIME SCREENING BY

4 PROGRAMMER  Ruben Corral Non-Employee  10/31/2023 HSSE Officer Assessment Exam 09/27/2023 08:00 CORRAL, RUBEN B.

Previous n Next

Approver Mail Inbox
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o © APPROVE ALL c
Inbox / List

Show 10 ~ entries Search:

Showing 1 to 3 of 3 entries

Q2 MESSAGE ACTION

» ITC - MIS requesting OT Approval dated 08/07/2023. & View
» ITC - MIS requesting OT Approval dated 08/13/2023. & View
» Ruben Corral is schedule screening for HSSE Officer Assessment Exam dated: 09/27/2023 & time: 08:00. & View

Previous n MNext

& Applicant Screening -> Ruben C

Reference No: 4 Uploaded Documents:
Request Department: MIS: MNGT INFORMATION SYS
Request Date: 09/17/2023

Request by: CORRAL, RUBEN B.

Job Position: PROGRAMMER

slot Required: 2

Fullment Date: 09/25/2023

RESUME OF

Screening Type: HSSE Officer Assessment Exam
Screening Date: 09/27/2023

Screening Time: 08:00

Screening By: CORRAL, RUBEN B.

RESUME OF
Actual Date Actual Time Ruben B. Corral
] [}
WORKING EXPERIENCES
Excellent - 10,9/ Good - 8, 7 October 2009 — Current

Frey-Fil Corportion

Average - 6. 5. 4 / Below Average - 3. 2. 1 &3 West Ave. 83 Building, Bray Paltok, Quezon City

Screening Results: Title: Programmer

Department: MIS Department
o Remark Function Software Development
Industry: Construction

Developed Application:

+ Biometric Finger Scanner Time-In/Time-Out, CapEx Online Request &
Approval using Finger Scanner, Private Ledger Payroll System, Manpower Count
Monitoring, Project Database System, Government Remittances Report and more.

X submit

wn

My Personal Web Based Project: (using C# MVC Net Framework)
HR Payroll System (hup:/www._hr-payrollnet)

» After the screening process must fill out the form after the screening test is finished.

HRD / Recruitment / PROGRAMMER / Ruben Corral

licant Orientation

Show 10 ™ entries Search:
Showing 0 to 0 of 0 entries
ID ORIENTATION TYPE DATE TIME STATUS ACTIVE ACTION
Mo data available in table

Previous | Next
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& Create Orientation: Ruben Corra

Description

Orientation Type

Schedule Orientation Date Schedule Orientation Time

323 o

Orientation By

> Cancel l [ & Submit

5.1.5 Orientation

o HRD ->Recruitment -> Orientation
Orientation refers to the process of introducing and familiarizing new employees with their
job roles, company policies, procedures, and culture. It is typically conducted during the initial
days or weeks of employment to help new hires feel welcome, understand their
responsibilities, and integrate into the organization.

» All pending types of orientation are automatically queued on the list.

#* Applicant Orientation e

HRD / Recruitment / Orientation

Show 10 ¥ entries Search:
Showing 1 to 1 of 1 entries
REFID POSITION APPL NAME APPLTYPE APPL DATE ORIENTATION TYPE ORIENTATION DATE ORIENTATION TIME ORIENTATION BY

4 PROGRAMMER  Ruben Corral Non-Employee  10/31/2023 Company and HR Orientation 09/28/2023 09:00 CORRAL, RUBEN B.

Previous n Next

Approver Mail Inbox

& My Inbox
ez a
Inbox / List

Show 10 ~ entries Search:

Showing 1 to 3 of 3 entries

& MESSAGE ACTION

» ITC - MIS requesting OT Approval dated 08/07/2023. & view

» ITC - MIS requesting OT Approval dated 08/13/2023. & view

» Ruben Corral is schedule orientation for Company and HR Orientation dated: 09/29/2023 & time: 09:00. & View @

Previous - MNext
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& Applicant Orientation -> Ruben Corral

Reference No: 4

Request Department: MIS: MNGT INFORMATION 5YS
Request Date: 09/17/2023

Request by: CORRAL, RUBEN B.

Job Position: PROGRAMMER

Slot Required: 2

Fullment Date: 09/25/2023

Orientation Type:
Orientation Date: 09/29/2023
Orientation Time: 05:00
Orientation By: CORRAL, RUBEN B.

Actual Date Actual Time

0]

Excellent - 10,9/ Good - 8, 7
Average - 6, 5, 4/ Below Average- 3,2, 1

Uploaded Documents:

=  RESUMEOF

RESUME OF

Ruben B. Corral

WORKING EXPERIENCES

October 2009 — Current
Frey-Fil Corportion
83 West Ave. 83 Building. Brgy Paltok, Quezon City

Orientation Results: v Titl P
itle: rogrammer
Department: MIS Department
7 Remark Function Software Development
Industry: Construetion
Developed Application:
+ Biometric Finger Scanner Time-In/Time-Out, CapEx Online Request &
= Approval using Finger Scanner, Private Ledger Payroll System, Manpower Count
Monitoring, Project Database System, Government Remittances Report and more.
& submit
My Personal Web Based Project: (using C# MVC Net Framewaork)
HR Payroll System (hup:/‘www.he-payroll.net)
& Applicant Job Offer: Ruben Corral
Job Offer Date Job Offer Response Date
=] =
Status
<> Remark
=
> Cancel | | &£ Submit

» Fill up the form job offer date and select status “open” to queue in the Job Offer list.

» Update the applicant's job offer if the applicant responds to the job offer.

5.1.6 Job Offer

o HRD -> Recruitment -> Job Offer
All pending job offer are automatically queued on the list.

https://www.pinoycode.com/ | https://www.hr-payroll.net/

61


https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

[ |ob Offer G
HRD / Recruitment / Joh Offer
Show 10 ¥ entries Search:

Showing 1101 of 1 entries
REFID POSITION APPL NAME APPLTYPE APPL DATE JOB OFFER DATE STATUS

4 PROGRAMMER Ruben Corral Non-Employee 10/31/2023 10/02/2023 Open

Previous - Next

5.1.7 Sources

o HRD-> Recruitment -> Sources

" SOURCES G
HRD / Recruitment / Sources

¢ Show 10 ~ entries Search:

Showing 1 to 10 of 15 entries

1D NAME DESCRIPTION ACTIVE ACTION

15 Jobstreet www.jobstreet.com.ph [# Edit % Delete
14 Zoom External Zoom ¥ Edit % Delete
13 Magazine Good Advertisement ¥ Edit % Delete
12 Professiona Focused on a specific field [# Edit % Delete
11 Employee Internal Source & Edit % Delete
10 linkedin External Linkedin & Edit X Delete
9 Indeed Indeed ¥ Edit % Delete

@ HRIS & Payroll System v.02 <% Powered by: www.hr-payroll.net

5.2 Training & Seminars

5.2.1 Training Sessions

o HRD -> Training -> Training Sessions
Training sessions are organized sessions designed to impart knowledge, skills, and abilities to
individuals or groups. These sessions can be conducted in various settings such as

classrooms, online platforms, workshops, or on-the-job training.
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& Training Session

HRD / Training Session

show 10 ¥ entries
Showing 1 to 1 of 1 entries
1D If  TRAINING NAME TRAINING TYPE

4 PROJECT MANAGEMENT TRAINING

Previous - Next

Project Management Construction #1

£ Training Sessions (Create)

Training Name

Training Type

Description

Trainer Name

& Training Resources

HRD / Training Session / Resources

PROJECT MANAGEMENT TRAINING

Resources

Reference No.: 4
Training Type: Project Management Construction #1

Training Descr.: Tips how to manage projects Show 10
Trainor Name: ACTIVE LEARNING INC
Start Date: 11/06/2023 RESOURCE ID

End Date: 10/13/2023

Start Time: 08:00

End Time: 11:00

Total Hours: 40

Status: Open

External: True

Active: True

Created By: CORRAL, RUBEN B.
Created Date: 10/31/2023

¥ entries

TRAINOR

STATUS

ACTIVE LEARNING INC Open

Date From

B mm/ddiyyyy

Search:

ACTION

) Resources @ Attendees |l Details (£ Edit X Delete

Date To

8 mm/ddiyyyy

Start Time End Time
(o] 9]
Total Hours Status
Open e
K2 Cancel ] l * Submit
I¥  RESOURCE NAME ACTION

No data available in table

» Training resources to be needed in training sessions like laptops, training material,

rooms and others.
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& Training Attendees

HRD / Training Session / Attendees

PROJEC

GEMENT TRAINING

‘ W Resources ” & Details

Reference No.: 4

Training Type: Project Management Construction #1

Training Descr.: Tips how to manage projects Show
Trainor Name: ACTIVE LEARNING INC
Start Date: 11/06/2023

End Date: 10/13/2023

Start Time: 08:00 EMPID
End Time: 11:00

Total Hours: 40

Status: Open

External: True

Active: True

Created By: CORRAL, RUBEN B.
Created Date: 10/31/2023

Employee Name

Previous | Next

|.te)0‘ @

¥ entries Search:

Showing 0 to 0 of 0 entries

EMPLOYEE NAME ACTION

No data available in table

» Add training attendees for this scheduled training or seminars.

5.2.2 Training Events

o HRD -> Recruitment -> Training Events

Training events are organized sessions designed to provide individuals or groups with the

knowledge and skills they need to perform their job roles effectively. These events can be

conducted in various formats, including in-person workshops, online webinars, conferences,

seminars, and on-the-job training.

> List all training events, and seminars or use a search box to filter the desired keyword

to display.

& Training Events

HRD / Training Events

Show 10 ¥ entries
Showing 1to 1 of 1 entries
o TRAINING NAME

TRAINOR DATE FROM

4 PROJECT MANAGEMENT TRAINING

Previous n Next

ACTIVE LEARNING INC 11/06/2023

5.2.3 Trainors

o HRD-> Recruitment -> Trainors

Search:

DATETO S-TIME E-TIME TOTAL HRS STATUS

10/13/2023 08:00 11:00 40 Open
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Trainers are professionals who are responsible for designing, delivering, and facilitating

training sessions or programs. They have expertise in a specific subject matter and possess

the necessary knowledge and skills to effectively transfer that knowledge to others.

& Trainors

HRD / Trainors

B

Show 10 ¥ entries
Showing 1 to 1 of 1 entries

D TRAINOR NAME

5 RUBEN CORRAL

Previous - Next

REMAKRS

EXTERNAL

C# Coding Trainor

= Trainors (Create)

Externa

Trainor Name

Remarks

Search:
ACTIVE ACTION
¥ Edit X Delete
-

[ I Cancel

] [ * submit

5.3 Performance

5.3.1 Goals

o HRD -> Performance -> Goals

Employee goals are specific objectives that employees set for themselves to achieve within a

given timeframe. These goals align with the overall objectives of the organization and

contribute to individual and team performance.

|+ Goals

HRD / Performance / Goals

B =

Show 10 ~ entries
Showing 0 to 0 of 0 entries
1D EMP ID EMPLOYEE NAME

Previous Next

GOAL DESCRIPTION

Mo data available in table

BRANCH TESTING

Search:

CREATED DATE ACTION
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Goals

HRD / Performance / Goals / Create

Employee Name

Goal Description

Goal Type Target Completion Date

= mmSddsyyyy

Goal status Progress Update

Supervisor Comment

Performance Ratings

I Cance | | X submit

5.3.2 Objectives

o HRD ->Performance -> Objectives
Performance objectives are specific, measurable, and time-bound goals that employees set for
themselves to achieve within a given period. These objectives are aligned with the overall
goals of the organization and contribute to individual and team performance. Performance
objectives are typically set during the performance appraisal process and serve as a basis for

evaluating an employee's performance.

HRD / Performance / Objectives G

E> @ BRANCH TESTING

Show 10 ¥ entries Search:

Shawing 0 to 0 of 0 entries
D EMPID EMPLOYEE NAME OBJECTIVE TYPE CREATED DATE ACTION

Mo data available in table

Previous = Next
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Objectives

HRD / Performance 7 Objectives / Create

Employee Name

Objectives Type

Objectives Description

Target Date Objective Status

mmsSddiyyyy

Progress Update Performance Ratings

Supervisor Comment

I Cancel l [ & Submit

5.3.3 Self-Assessment

o HRD ->Performance -> Self-Assessment
Self-assessment is a process where individuals evaluate their own performance, skills,
strengths, and areas for improvement. It is a valuable tool for personal and professional
development. Self-assessment allows individuals to reflect on their achievements, identify

areas where they can grow, and set goals for improvement.

[#* Self Assessment

HRD [ Performance / Self Assessment

g © CREATE BRANCH TESTING

Show 10 ¥ entries Search:
Showing 0to 0 of 0 entries
D EMP ID EMPLOYEE NAME PERFORMANCE AREA CREATED DATE ACTION

No data available in table

Previous = Next
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Self Assessment

HRD / Performance / Self Assessment / Create

Employee Name

Assessment Date Performance Area

mm/dd/yyyy

Assessment Description

Strengths

Areas For Improvement

Development Plan

Progress Update Rating

Comments

Upload Attachment:

v Choose File | No file chosen

A~

(oo ] (2]

5.3.4 Assessment

o HRD -> Performance -> Assessment

Assessment refers to the process of evaluating or measuring someone's performance, skills,

knowledge, or abilities. It is a systematic way of gathering information to make informed

judgments or decisions.

[# Assessment

HRD / Performance / Assessment

) =3

Show 10 ¥ entries
Showing 0 to 0 of 0 entries

D EMPID EMPLOYEE NAME

Previous =~ Next

PERFORMANCE AREA

ASSESSOR NAME

Mo data available in table

BRANCH TESTING

Search:

CREATED DATE ACTION
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Assessment

HRD / Performance / Assessment / Create

Employee Name Upload Attachment:

v Choose File | No file chosen

Assessor Name

Assessment Date Performance Area

B mm/ddiyyyy M

Assessment Description

Strengths Areas For Improvement

Development Plan

Progress Update Rating

Comments

“

l IR Cancel

l * submit l

5.3.5 Merit Adjustment

o HRD -> Performance -> Merit Adjustment

Merit adjustment refers to an increase in salary or compensation that is based on an

individual's performance and merit. It is typically given as a reward for exceptional

performance or achievement in the workplace.

[+ Merit Adjustment

HRD / Performance / Merit Adjustment

) =

Show 10 ™ entries
Showing 0 to 0 of 0 entries
D EMPID EMPLOYEE NAME AD|. DATE ADJ. AMOUNT
Mo data available in table

Previous = Next

Search:

REASON

BRANCH TESTING

ACTION
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Merit Adjustment G

HRD / Performance / Merit Adjustment / Create

Employee Name Upload Attachment:

v Choose File | No file chosen

Adjustment Date Adjustment Amount

B mm/ddayyyy

Adjustment Reason

Effective Date Status

mm/dd/yyyy v

Supervisor Name

Comments

~

l I3 Cance!

l & submit l

5.3.6 Source Feedback

o HRD->Performance -> Source Feedback
When seeking feedback on your performance, it is helpful to gather input from a variety of
sources. Here are some potential sources from which you can seek feedback from supervisors,

managers, colleagues, clients or customers.

[# Source Feedback e

HRD / Performance / Source Feedback

g w BRANCH TESTING

Show 10 ¥ entries Search:
Showing 0 to 0 of 0 entries
D EMPID EMPLOYEE NAME FEEDBACK DATE PERFORMANCE AREA ACTION

No data available in table

Previous =~ Next
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Source Feedback

HRD / Performance / Source Feedback / Create

Employee Name

Source Name

Feedback Date Rating

B mm/ddiyyyy

Performance Area

Feedback Description

Comments

“

{ IR Cance

l & submit l

5.3.7 Preference

o HRD -> Performance -> Preference

Upload Attachment:

Choose File | No file chosen

Preferences refer to an individual's likes, dislikes, or inclinations towards certain options,

choices, or experiences. They are subjective and can vary from person to person, as they are

influenced by personal tastes, values, and individual experiences.

Preferences can manifest in various areas of life, including personal preferences, work

preferences, learning preferences, and decision-making preferences.

[## Preference

HRD / Performance /

) o=

Show 10

Preference

¥ entries
Showing 0 to 0 of 0 entries

1D EMPID EMPLOYEE NAME

PREFERENCE DATE

BRANCH TESTING

Search:

PERFORMANCE AREA ACTION

No data available in table

Previous | Next
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Preference

HRD / Performance / Preference / Create G

Employee Name Upload Attachment:

v Choose File | Mo file chosen

Preference Date Performance Area

mm/dd/yyyy N

Preference Value

Preference Description

Comments

74

l 1D Cancel l l X Submit ]

5.4 Employees

5.4.1 Private

o HRD->Employees
Employee master data refers to the collection of key information and details about an
organization's employees. This data is typically stored in a centralized database or HR
information system (HRIS) and is used for various HR functions, such as payroll processing,

benefits administration, talent management, and compliance reporting.

FOR DEMO ONLY - # = O » =

l~ Employee Master Data

Total Count: 11
HRD / Employee / BRANCH TESTING Total Active: 6

3 Re e
Search employee id, fname, Iname or position n é

TEST 10 TEST 10 TEST 15 TEST 15 TEST4 TEST 4
@ MIS-ICT . PURCHASING HRD
PROGRAMMER

FOREMAN ACCOUNTING ANALYST

HIRED: 12/05/2018 HIRED: 03/03/2020 HIRED: 04/01/2019
TESTQ

TEST-004 =

FOREMAN ACCOUNTING STAFF

E E ACCOUNTING STAFF
HIRED: 02/11/2019 HIRED: 01/01/2019 HIRED: 11/12/2019
TEST-005

& Edit || 3% Delets & Edit || 3% Delets G Edit || 2% Delete
TEST-006 TEST-007

TESTS5TESTS TEST6 TEST6 TEST7TEST7
s MiS-ICT PURCHASING PURCHASING

@ HRIS & Payroll System v.02 = Powered by: www.hr-payroll.net
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! TEST 15, TEST 15 TEST 15

HRD / Employee / Personal Details

@ Job Info ” # Educational ” == Training ” o Allowance “ & 201 Files

Emp ID Last Name
TEST-015 TEST 15
Birthdate Sex
B 06/13/2000 Male
Hiring Date Civil Status
8 03/03/2020 Married

$55/GSIS Number

13-4533333-3

Province

Albay

House No./Street Address

Provincial Address

Pag-lbig Number
1343-3334-3333

Municipality

Malinao

First Name

TEST 15

Birthplace
TAGUIG

Religion

ROMAN CATHOLIC

TIN Number

343-232-432

Barangay

Bariw

Home Telephone No.

Provincial Telephone No.

Middle Name Suffix

TEST 15

Nationality

FILIPINO

Weight Height

Philhealth Number

13-432432445-5

Subdivision

Mobile Phone No.

User Login Name

rcb4512@gmail.com

Name

Address

©» CONTACT PERSON IN CASE OF EMERGENCY

Phone Number

£ PAYROLL INFORMATION

Employment Status

Active

End Date

2]

W-TAX

sSs Contribution

[rp 851

Union Dues

Pag-ibig Contribution
Philhealth Contribution

Upload 2x2 ID Picture

Choose File | Mo file chosen

Upload Signature

Choose File | No file chosen

l X Update
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l TEST 15, TEST 15 T. e

HRD / Employee / Job Information

X Personal Details ” # Educational H=Traimng “ oy Allowance ” i 201 Files ]

Branch Tax Status Salary Basis Salary Frequency
BRANCH TESTING v Single, 0 Dependent v Monthly v Monthly v
Department Payroll Depository Bank Account Number Type of Process
PURCHASING e CHINA BANK e 123444444666 Manual e
Job Title Start Date Contract End Date Labor Cost Clwith Online Filing
FOREMAN v B 03/03/2020 B | 11122025 Direct v
Employment Status
End Date Salary l * Update ] l & New Contract l
1 | ~
Project-gased B 1171212025 50000.00

##*ahote: All entry are required except "Account Number”.

O Confidential Salary and Work History

Show 10 ¥ entries Search: PDF  Print
Showing 0 to 0 of 0 entries
JOBTITLE 1 DATE STARTED DATE ENDED SALARY BRANCH DEPARTMENT
No data available in table

Previous Next

l TEST 15, TEST15T. q

HRD / Employee / Educational
[

X Personal Details ” # Job Info “ == Training ” W5 Allowance ” K 201 Files ]

Show 10  ~ entries Search:
Showing 1 to 1 of 1 entries
SCHOOL NAME 1k ADDREsS DEGREE YEAR GRADUATED ACTION

San Carlos Elementary School San Carlos, Tabaco, Albay Primary 1985

Previous Next

= Educational [Create]

School Name

School Address

Degree Year Graduate

1> Cancel I l & Submit
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l TEST 15 TEST15T. G
HRD / Employee / Trainini&Seminar

1 Personal Details ” #* Job Info ” = Educational ” W5 Allowance “ [ 201 Files ] ﬁ

Show 10 ™ entries Search:

Showing 1 to 1 of 1 entries

COURSE & TRAINING DESCRIPTION ADDRESS DATE FROM DATETO ACTION

Delete

Basic Computer Programming Clipper programming course Legazpi City 03/22/2017 121872017

Previous - Next

’- TEST 15, TEST 15 T.

HRD s Employee / Training & Seminars / Create

Training & Seminar

Course

Training Description

Address
Date From Date To
= mm/ddfyyyy B mm/dd/yyyy

D Cancel l [ F Submit
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l TEST15, TEST15T.

HRD / Employee / Allowance
[

1 Personal Detils ” # Job Info ” = Educational “ lﬂrTra\'ning” I 201 Files ]

Show 10 ¥ entries

Showing 1 to 1 of 1 entries
DESCRIPTION 1L AMOUNT

TAXABLE ACCOUNT CODE

ALLOWANCE

Previous n Next

15,000.00 N 123456

. TEST 15, TEST 15 T.

~Yom

search:

PAYROLL DEPOSITORY BANK ACTION

CHINA BANK

HRD / Employee / Allowance / Create

Allowance

Allowance Description

Amount

Payroll Depository Bank

Account Code

Taxable

" Cancel ]

l F Submit

l TEST 15, TEST 15T,

HRD / Employee / 201 Files
==}

A Persanal Details “ # Job Info ”= Educational ” oy Allowangce ” I Training ]

Show 10 Vv entries

Showing 0 to 0 of 0 entries

—

DESCRIPTION i DATE CREATED

» & Link to Sharepaint Files

Search:

ACTION

No data available in table

Previous = Next
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- Sharepoint 201 Files

Document Title

Sharepoint URL

I Cancel | ‘ F Submit

Private Employee Master Data
o Personal Details
o Job Information
o Educational
o Allowance
o Training
o 201 Files

Note:Uploading employee's master data is available in Excel format to follow in personal
details, job information, and allowance to extract from the existing system if available.

54.2 LGU

o HRD->Employees
LGU employee master data refers to the collection of key information and details about the
employees of a Local Government Unit (LGU). This data is typically stored in a centralized
database or HR information system (HRIS) and is used for various HR functions, such as

payroll processing, benefits administration, talent management, and compliance reporting.

It is important to ensure that LGU employee master data is accurate, up-to-date, and secure.
Proper data management practices, such as data validation, regular audits, and access
controls, can help ensure the integrity and confidentiality of employee data. Additionally,
LGUs must comply with data privacy laws and regulations to protect the privacy rights of

their employees.
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[#* Personal Data Sheet

HRD / Employse / SANJOSE DEL MONTE CITY

TOTAL EMPLOYEES: 6 G

Keyword fname, Iname or positior n

PDS-000

i £ REFRESH ” © CREATE ” 2 Excel “ A |mport ]

JUAN DELA CRUZ MARIA DELA CRUZ FNAME 1 SNAME 1
Human Resource Department Human Resource Department O Human Resource Department
Human Rescurce Management Accountant |l Accounting Clerk Il

Officer v
HIRED: 06/10/2014

FNAME-2 SNAME-2

Human Resource Department
Accountant ||
HIRED: 07/21/2020

©
\ 4

PDS-0002

HIRED: 07/11/2018

[1 Forms ” @ Edit H % Delete ]

FNAME-3 SNAME-3

Human Resource Department
Accounts Liquidation Officer [1I
HIRED: 05/18/2020

HIRED: 06/23/2020

FNAME-4 SNAME-4

Human Resource Department
Administrative Officer Il
HIRED: 05/14/2019

& ®
v \ 4

[1 Forms ” @ Edit H X Delete ]

827 674
@ HRIS & Payroll System v.02 1 Powered by: www.hr-payroil.net
& Personal Information
e
HRD / Employee / Create
Employee ID CS ID No. Surname First Name Middle Name N. suffix
Birthdate Birthplace Sex Civil Status Height (m) Weight (kg)
=) v v
Blood Type GSIS No. Pag-lbig No. Philhealth No.
v
555 No. TIN No. Agency Employee No. Citizenship
Filipino >
7 RESIDENTIAL ADDRESS
Province City/Municipality Barangay House/Block/Lot No.
v v v
Street Subdivision/Village Zip Code
« PERMANENT ADDRESS [ Same Address Above
Province City/Municipality Barangay House/Block/Lot No.
Street subdivision/Village Zip Code

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 78



https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

Telephone No. Mobile No. E-Mail Address (if any)

¢ Government Issued ID (i.e.Passport, GSIS, 555, PRC, Driver's License, etc.) PLEASE INDICATE ID Number and Date of Issuance

Government Issued ID: ID/License/Passport No.: Date Issued Place of Issuance:
REPUBLIC OF THE PHILIPPINES ABOUT GOVFH GOVERNMENT LINKS
All content is in the public domain Learn more about the Philippine government, Office of the President
unless otherwise stated. its structure, how government works and the Office of the Vice President

people behind it. Senate of the Philippines
House of Represeniatives

GOVPH Supreme Court

Open Data Portal Court of Appeals

@ HRIS & Payroll System v.02 %2 Powered by: www.hr-payroil.net

1G4 Fam\\; Backﬁround

HRD / Employee a

827: SNAME-3, FNAME-3 MNAME-3

¢ SPOUSE'S

Surname First Name Middle Name N. Suffix

Occupation Employer Business Name Business Address Telephone No.

Fathers Surname Fathers First Name Fathers Middle Name Fathers N. Suffix
Mother Surname Mother First Name Mother Middle Name Mother Maiden Name
Name of Children (Write full name) Date of Birth

| |mm!dd1yyyy|
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# Educational Badlcﬁrouncl G

HRD / Employee

827: SNAME-3, FNAME-3 MNAME-3 «

Show 10 ¥ entries Search:
Showing 0 to 0 of 0 entries
LEVEL NAME OF SCHOOL BASIC EDUCATION/DEGREE/COURSE FROM TO ACTION

Mo data available in table

Previous =~ Next

4 BACK (| CONTINU

# Educational Background G

HRD / Employee / Add

827: SNAME-3, FNAME-3 MNAME-3

Level Name of School (Write in Full)

-
Basic Education/Degree/Course Period of Attendance From To
Highest Level / Units Earned (If not graduated) Year Graduated Scholarship 7 A. Honors Received Default

IR Cancel ] I * submit ]

il Service EIiﬁibiI\tﬁ e

HRD / Employee

827: SNAME-3, FNAME-3 MNAME-3 6

Show 10 ¥ entries Search:
Showing 1 to 1 of 1 entries
CAREER SERVICE RATING DATE OF EXAM. PLACE OF EXAM. LICENSE # DATE OF VALIDITY ACTION

Professional 88.93 NCR 123456789 ([ Edit X Delete

Previous n Next
4 BACK || CONTINUE =
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& Civil Service Eligibility

HRD / Employee / Civil Service / Add

827 SNAME-3, FNAME-3 MNAME-3

Career Service / RA 1080 (Board Bar)
Place of Examination

[ifetime Validity

L work Eerrience

HRD / Employee

827: SNAME-3, FNAME-3 MNAME-3 6

Show 10 ¥ entries

Showing 1 to 1 of 1 entries

DATE FROM TO POSITION DEPT / AGENCY / OFFICE / COMPANY

10/06/2021 03/27/2022 Programmer MIS

Previous n Next

& Work Experience

HRD / Employee / Work Experience / Add

827: SNAME-3, FNAME-3 MNAME-3

Inclusive Dates From Inclusive Dates To
& 8 10/31/2023
Monthly salary Salary Job Pay Grade

Rating (If applicable)

License Number

Date of Examination

i

Date of Validity

]

I3 Cancel

] \ ¥ Submit

Search:

MONTHLY SALARY

40000.00

Position (Do not abbreviate)

Status of Appointment

ACTION

[ Edit X Delete

CONTINUE

Department/Agency/Office/Comp.

Government Service

I Cancel

‘ ’ * submit
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HRD / Employee G

827: SNAME-3, FNAME-3 MNAME-3 «

Show 10 ¥ entries

Search:
Showing 1 to 1 of 1 entries
NAME & ADDRESS OF ORGANIZATION FROM TO NO. OF HRS POSITION / NATURE OF WORK ACTION
Testing Only 12/01/2021 01/12/2022 60.00 Supervisory [ Edit X Delete

Previous - Next

4+ BACK || CONTINUE -+

827: SNAME-3, FNAME-3 MNAME-3

MName & Address of Organization

Date From Date To

== &

NMumber of Hours Position/Nature of Work

I Cancel l [ & submit

* Leaminﬁ and Develogment

HRD / Employee q

827: SNAME-3, FNAME-3 MNAME-3 «

Show 10 ™ entries

Search:
Showing 1to 1 of 1 entries
TITLE OF LEARNING & DEVELOPMENT FROM TO NO. OF HRS TYPE OF L.D. SPONSORED BY ACTION
Sample Only 01/03/2022  03/09/2022 100.00 Supervisory Testing [# Edit % Delete

Previous - Next

4+ BACK || CONTINUE-»
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827: SNAME-3. FNAME-3 MNAME-3

Learning and Development Interventions/Training Programs

Date From Date To
B =
Number of Hours Type of LLD.

Conducted Sponsored By

I Cancel ] ’ & Submit

@ Other Information

HRD / Employee

827: SNAME-3, FNAME-3 MNAME-3

SPECIAL SKILLS AND HOBEIES

NON-ACADEMIC DISTINCTIONS / RECOGNATION

MEMBERSHIP IN ASSOCIATION / ORGANIZATION

? Huestionnaire q

HRD / Employee

827. SNAME-3, FNAME-3 MNAME-3

34. Are you related by consanguinity or affinity to the appointing or recommending authority. or to the chief of bureau or office or to the person who has immediate
supervision over you in the Office, Bureau or Department where you will be apppointed,

a.) within the third degree? []YES [INO

b.) within the fourth degree (for Local Government Unit - Career Employeesi? [JYES [JNO

35.  a.) Have you ever been found guilty of any administrative offense? [JYES [JNO
b.) Have you been criminally charged before any court? [JYES [ JNO

36. Have you ever been convicted of any crime or violation of any law, decree, ordinance or regulation by any court or tribunal?
COJyes [INO

37. Have you ever been separated from the service in any of the following modes: resignation, retirement, dropped from the rolls, dismissal, termination. end of term,
finished contract or phased out (abelition) in the public or private sector?
Oyes [INO
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38. a.) Have you ever been a candidate in a national or local election held within the last year (except Barangay election)? [JYES [INO
b.) Have you resigned from the government service during the three {3}-month period before the last election to promote/actively

campaign for a national or local candidate? [JYES [JNO

39. Have you acquired the status of an immigrant or permanent resident of another country?

Oves [no

40. Pursuant to: (3) Indigenous People's Act (RA §371); (b) Magna Carta for Disabled Persons (RA 7277); and (c) Solo Parents Welfare Act of 2000 (RA 8972), please answer
the following items:

a.) Are you a member of any indigenous group? [JYES [JNO

b.) Are you & person with disability? [JYES [JNO

) Areyou 3 solo parent?  [JYES  [JNO

7 REFERENCES (Person not related by consanguinity or affinity to applicant /appointee)

1.) Name Address Phone
2.) Name Address Phone
3.) Name Address Phone

201 Files G
HRD / Employee / 827: SNAME-3, FNAME-3 MNAME-3

pload Files «

Show 10 ¥ entries Search:

Showing 0 to 0 of 0 entries
DESCRIPTION |i  DOCUMENT FILE DATE UPLOADED ACTION

No data available in table

Previous | Next

& 827: SNAME-3, FNAME-3 MNAME-3

Choose File | Mo file chosen

Document Title

1 Cancel ] l & submit
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Paﬁroll Setug

HRD / Employee / 827: SNAME-3, FNAME-3 MNAME-3

’ © Job Information “ 15 Allowance ]

7 PAYROLL INFORMATION

Employment Status

Active

Confidential Employee?

NO

Hiring Date

B 05/18/2020

E-COLA

W-TAX

[Isss contribution

GSIS Contribution

[ union Dues

Pag-ibig Contribution
Philhealth Contribution
End Date

]

Upload 2x2 ID Picture

Choose File | No file chosen

Upload Signature

4, Account Login

Choose File | No file chosen

l * Update

l#* Job Information

HRD / Employee / 827: SNAME-3, FNAME-3 MNAME-3

@ Payroll Setup ” i Allowance

LGU / Branch

SAN JOSE DEL MONTE CITY

Department

Human Resource Department

Job Title

Accounts Liquidation Officer 111

S. Grade Tranche Steps

18 2

+ Other Job Assignment

[ with online Filing

Salary Employment Status Salary Basis Salary Frequency

e 45,209.00 Regular N Monthly e Semi-Monthly +
Tax Status Account Number Type of Process

v single, 1 Dependent ~ 43432432 Paperless e
Payroll Depository Bank Labor Cost End Date

- CHINA BANK > Direct h B 07/11/205¢
Start Dat A ints t E-Dat.

o e ppeintmen e [ ¥ save l @ New Appointment Papers

8 o71s202¢ B 07/11/205¢

*+ENote: All entry are required except "Account Number”.

Designation

Start Date End Date

| | mm/ddiyyyy

Action

@ Confide fork and Salary History

Show 10 ~ entries

Showing 0 to 0 of 0 entries
JOBTITLE Ik

Previous = MNext

DATE STARTED

DATE ENDED

Search:

SALARY

No data available in table

Leu DEPARTMENT

PDF  Print
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HRD / Employee / 827: SNAME-3, FNAME-3 MNAME-3

@ Payroll Setup ” o7 Job Information

Show 10 ¥ entries Search:
Showing 0 to 0 of 0 entries
DESCRIPTION AMOUNT TAXABLE ACCOUNT CODE PAYROLL DEPOSITORY BANK

No data available in table

Previous | Next

@ Allowance

HRD / Employee / Create

827: SNAME-32, FNAME-3 MNAME-3

Allowance Description

Amount Taxable

Payroll Depository Bank

Account Code

1D Cancel I l & Submit

LGU Employee Master Data
o Personal Information
o Family Background
o Educational Background
o Civil Service Eligibility
o Work Experience
o Voluntary Work
o Learning & Development
o Other Information
o Questionaire

o 201 Files

) (o=

ACTION
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o Payroll Setup
o Personal Details
o Job Information
o Allowance
D10 S fe || DELACRUZ
Al B (R D E F G H J K L M I
2 | €S Form No. 212
PERSONAL DATA SHEET
3 —
WARNING: Any misrepresentation made in the Personal Data Sheet and the Work Experience Sheet shall cause the filing of administrative/criminal case/s
4 | against the parson concerned.
5_|READ THE ATTACHED GUIDE TO FILLING OUT THE PERSONAL DATA SHEET (PDS) BEFORE ACCOMPLISHING THE PDS FORM.
7 |Prntleghly. Tick iade boxes [ ]} and use sheet f Indicate NIA fnot _ DO NOT ABBREVIATE. (Do not fl up. For CSC use only)|
W . PERSONAL INFORMATIO
10| 2 SURNAME DELA CRUZ
MAME EXTEMSION [JR., SR)
19| FIRST NAME JUAN
12|  MDDLE NAVE s
3. DATE OF BIRTH
13| (mmiddiyyyy) 01ianera R EIEEL Filipino [ Dual Citizenship
14 [Jbybith [ by naturalization
1| 4 PLACEOFBRTH MALINAO I holder of dual cifizenship, Pis. indicate couniry:
16 5. SEX Male ] Female [EECTEE : h 4
17| & oL sTaTus [ single Married | 17. RESIDENTIAL ADDRESS et 17345 5.
15| O widowed 7] separated House/Block/Lot No. S”E‘_a
ZU: Other/s: Sample Kaypian
1 = ivision/Village Barangay
22| 7. hEeHT (m) 5y Sn Jose del Morie Gy Eucan
23 City/Municipality Province
94| & WEIGHT fkg) 80 7IP CODE n3
25 g BLOOD TYPE o 18, PERMANENT ADDRESS test 12345 5t.
2| Flouse/Block/Lot No. Sirest
27 (10, csis DNO. HAH sample famien
s Subdivision/Village Barangay
29 |11 PAGIBIG D NO 2020-2922-2992 San Jose del Monte City Bulacan
U ) City/Municipality Province
34 |12 PHLEALTH NO. 33-333333333-3 7P CODE 3023
3p 1% SS9NO. 44-4444444-4 19, TELEPHONE NO. 12343413
33 |1 TNNO 555-555-555 20. MOBILE NO. sample@yahoo.com
34 |15 AGENCY EMPLOYEENO. | TESTING 21, E-MAIL ADDRESS (i any)

k14 /. FAMILY BACKGROUND

23. NAME of CHILDREN (Write full name and st all)

Ready
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Fg i I~
A B o D E F G H 1 J K L M
8 V. CIVIL SERVICE ELIGIBILITY
3 o7 CAREER SERVICE/ RA 1080 (BOARD/ BAR) UNDER RATING DATE OF LICENSE (if applicable)
) SPECIAL LAWS/ CES/ CSEE EXAMINATION / PLACE OF EXAMINATION / CONFERMENT Date of
) (If Applicable) NUMBER
4 BARANGAY ELIGIBILITY / DRIVER'S LICENSE CONFERMEMNT Validiy
5 Professional 88.9 NCR 123456789
6
7
8
9
10
11
12 (Continue on separate sheet if necessary)

N V. WORK EXPERIENCE

L3 (Include private employment. Start from your recent work) Description of duties should be indicated in the attached Work Expi ce sheet.
15 |28 INCLUSIVE DATES i»:l\.}agg; éDE?:
] i POSITION TITLE DEPARTMENT { AGENCY / OFFICE f COMPANY | MONTHLY | applivable)i STATUS OF €T
16 (mmiddlyyyy) i SERVICE
(Write in fullDo not abbreviate) (Wrie in fullDo not abbreviale) SALARY STEUPU[FU?;,"‘E’ APPOINTMENT iN)
17 From To INCREMENT

10/06/2021  [03/27/2022  [Programmer MIs 40.000.00 nia N

20

21

119 = I

NAME & ADDRESS OF ORGANIZATION INCLUSIVE DATES

[Wrie in i) (mmiddiyyyy) i POSITION / NATURE OF WORK

From To

Tesfing Only 121011201 022022 &0 Supervisory

(Continue on separate sheet if necessary)
Vil. LEARNING AND DEVELOPMENT (L&D) INTERVENTIONS/TRAINING PROGRAMS ATTENDED

FLJ| (Start from the mast recent L &D/training program and include enly the relevant L &D/training taken for the last five (5) years for Division Chiet/Executive/Managerial positions)
16 INCLUSIVE DATES OF T
| 30, TITLE OF LEARNING AND DEVELOPMENT INTERVENTIONS/TRAINING PROGRAMS ATTENDANCE UMEEF: OF { Managesial/ CONDUCTED/ SPONSORED BY
17 (Write in full) (mmiddiyyyy) HOURS: Supervisary/ {(Wrie in full)
il Technicalizic)
18 From To
10 Sample Only 0110312022 03/09/2022 100.0 Supervisory
20
21
22
23

|e1 | e ||
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c11 ~ I
AB C D E F G H 1 |J K L

2 |3+ Are you relaied by consanguiniy or afiniy to the appeining or recommending authority, or 1o the

3| chief of bureau or ofice or i the person who has immediate supervision over you in the Ofice,
4 B Bureau or Deparimeni where you will be apppoinied,

5_ a. within the third degree? [ ves MO
g | b. within the fourth degree (for Local Government Uni - Career Employees)? YES ] no
10 | IfYES, give details:
11 tesing
13| = Have you ever been found guilty of any adminisiraive ofense? YES ] no
14 | IFYES, give detais:
15 testing

rar]

[
18 | b. Have you been criminally charged before any court? [ ves MO
19 | IfYES, give detais:
20 | Diaie Filed:
21 | Status of Casels:
23 [ Have you ever been convicied of any crime or violaion of any law, decree, ordinance or VES 0 no
24- reguiaion by any court or fribunal? IFYES, give detals:
25_ tecfing fdeafads
Fav
27 | 37. Have you ever been separaied from the service in any of the following modes: resignation, YES [ no
258 refirement, dropped from the rolls, dismissal, ierminagion, end of ierm, finished coniract or phased I YES, give detals:

22_ out (abolifon) in the pubdic or privaie secior?

sample testing

31 |38 2 Have you ever been a candidate in a nalonal or local elecion held within the last year (except YES ] no
3p|  Barangay elecion)? IFYES, give detalls: sample
oo
34 b. Have you resigned from the government service during the three (3)-month period before the: [ wes NO
357 last elecion to promode/acively campaign for a nasonal or local candidate? IFYES, give details:
37 [ 3 Have you acquired the status of an immigrant or permanent resident of another country? ] ves MO
38 IfYES, give detalls (country):
39
S
40. Pursuantio: (a) Indigenous People’s Act (RA 8371); (b) Magna Caria for Disabled Persons (RA
41 T27T), and (c) Solo Parents Welfare Act of 2000 (1 answer the following fems:
43: a  Are you a member of any indigenous group? YES ] wo
44 I YES, please specify: sample
45 b Are you a person with disabiity? YES [ wo
A6 IIYES, please specify |0 No: sample
47 |c  Are you a solo parent? YES [ wo
4§F IfYES, please specify |D No: tesing
e

4. REFEREMCES (Person not related by consanguinity o afinity to applicant /appointes) I
| c1 | c2 | c3 | c4

5.5 Contracts
o HRD-> Contracts -> MPR Document

Employee contract monitoring involves tracking and managing the terms and
conditions outlined in an employee's contract to ensure compliance and adherence.
This can include monitoring key details such as project-based employees that the
system prompted employee with alert access if the document alert date has arrived.
The system reminded that the employment contract must be reviewed and signed
within 30 days of the alarm start date before the date of estimated project
completion. The pop-up alarm message will show every day unless you decide to

stop the alarm.
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By regularly reviewing and monitoring employee contracts, organizations can ensure

that both parties are fulfilling their obligations and address any discrepancies or

issues that may arise.

£ MPR Document

Contracts / List

Show 10 ~ entries
Showing 1 to 1 of 1 entries
MPR Ref. No. PCode Department

© BP-DEVT-2023-06-007

Previous - Next

PRJ-TEST ACCOUNTING

£ MPR Document

Contracts / SUPERVISORY / Create

MPR Reference No. Requested Manpower

Department

Project Name

Position

Estimated Date Completion Alarm Date

04/15/2024 1 04/15/2024

Employee Name

Required MP Position
5 ACCNT. PAYABLE STAFF
Upload MPR Attachment:

SUPERVISORY

Search:

Alarm Date Approver Status

04/01/2024 6882 Approved

I Choose File |No file chosen
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Contract M

PR Document

Contracts / Details

© Completion Notice || & Monitoring of Contract / MPR || @ MPR Histary

Branch Name: SUPERVISORY

MPR Reference

No.; BP-DEVT-2023-06-007

MPR Requested No.: 5

Department: ACCOUNTING

Project Name: ABC PROJECT

Position: ACCNT. PAYABLE STAFF
Estimated Date Completion: 04/30/2024

Alarm Date: 04/1

EMP ID

TEST-01

TEST-02

TEST-03

TEST-05

TEST-06

# Completion Notice

Contract Alert / Report

1/2024

EMPLOYEE NAME

TESTING 1, TESTING 1 Sample

TESTING 2, TESTING 2 SAMPLE

TESTING 3, TESTING 3 SAMPLE 3

TESTING 5. TESTING 5 SAMPLE 5

TESTING 6, TESTING 6 SAMPLE 6

MPR Attachment:

PINOYCODE OPC

COMPLETION NOTICE.

Date: April 01, 2024

o s el ot
[ Eo—

[ ot

Efiectuity: _April30, 2024

[ 0 o compitn of prase
of wark andior project

you

project:  ABC PROJECT

NAME

. _Last Name First Name

TESTING 1 TESTING 1
TESTING 2 TESTING 2
TESTNG 3 TESTING 3
TESTNGS TESTING 5
TESTNG S TESTING §

'ACGNT. PAYABLE STAFF
ACCNT. PAYABLE STAFF
ACCNT. PAYABLE STAFF
AGGNT. PAYABLE STAFF
ACCNT. PAYABLE STAFF

——mniothing follows-—m

For your quidance and skt compiance.

Prepared by: Noted by:

RUBENB. CORRAL

RUBEN B CORRAL

Approved by:

Fersonnel Management

Plant Manager
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# Monitoring o ntract/ MPR
Contract Alert / Report q

# PINOYCODE OPC
"MONITORING OF CONTRACT 1MPR

R et o emoe 20000
No.Of Manpowsr Raquested: 5
ACCNT. PATABLE STARF.
sz pRoLEET

No._LestName Firstheme Last Name Designation
T esTNG 1 TESTNG 1 = “ACCNT.PRVABLE STAFF

P TESTNG 2 SANPLE AGCNT. PAYABLE STAFF
3 Tesaes resThG 3 sapEa ACONT. PAVABLE STAFF
4 TESTNGS TESTNG 5 SpLES ACCNT. PAYABLE STAFF.

Pam———
R Offcar

[] ssuance o coupLenow nomce:

Exsnsion aste of

# MPR Contract

Contract Alert / Report a

# PINOYCODE OPC
MPR CONTRACT HISTORY

MPR Ref. No.: BP-DEVT-2023-06-007

No. Of Manpower Requested: 5

Position: ACCNT. PAYABLE STAFF

Projoct: ABC PROJECT

Branch: SUPERVISORY
Department: ACCOUNTING

No.__Last Name First Name LCast Name Designation
Alarm Dato:  04/01/2024 Estimatod Completion: April 30, 2024,
1 TESTING1 TESTING 1 Sample ACGNT. PAYABLE STAFF
2 TESTING2 TESTING 2 SAMPLE ACCNT. PAYABLE STAFF
3 TESTING3 TESTING 3 SAMPLE 3 ACCNT. PAYABLE STAFF
4 TESTNGS TESTING 5 SAMPLE 5 ACCNT. PAYABLE STAFF
5  TESTING& TESTING 6 SAMPLE & ACCNT. PAYABLE STAFF
~——-nothing follows-——

o HRD-> Contracts -> Alert

Display all contract document with alert status for review.

Contract

Contracts / Alert q

Show 10 v entries search:
showing 1 ta 1 of 1 entries
Branch Name Department MPR Reference No. Position Req.# Alarm Date Action

SUPERVISORY ACCOUNTING BP-DEVT-2023-06-007 ACCNT. PAYABLE STAFF 5 04/01/2024 & Stop Alarm

Previous - Next

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 92



https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

5.6 Loans

o HRD->Loans
Most companies provide employee loans for SSS and Pagibig members, bank loans, company
salary loans or cash advances etc. This loan module is connected to the payroll process to
deduct automatically their salary for every pay period payroll processing until the loan has

zero balance.

@1 oans
COMPANY

FOR DEMO ONLY bl
BRANCH
[ BRANCH TESTING - ]
[ & submit ]

Loans & Deduction a
HRD / Loans & Deductions / [ T

B ==

Show 10 ¥ entries Search:

Showing 1 to 10 of 26 entries

EMPLOYEE NAME I cope TYPE LOAN AMOUNT DATE ISSUED COMPLETE ACTION
HDMF ML 35,962.02 0372372022 Y [# Edit i Details % Delete
HDMF ML 12,809.03 03/11/2022 Y [# Edit i Details % Delete
HDMF ML 30,724.94 03/0172022 Y [# Edit i Details % Delete
555 SL 34,000.00 02/28/2022 N [# Edit i Details
CARF CARF 20,000.00 08/16/2023 N [# Edit i Details % Delete
555 SL 40,000.00 09/30/2020 N [# Edit i Details % Delete
HDMF ML 19,136.86 02/1172022 N [# Edit i Details % Delete

@ HRIS & Payroll System v.02 %1 Powered by: www.hr-payroll.net
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[@ Loans & Deduction

HRD / Loans & Deductions / Create

Employee Name

Loan Category
Date Issued
B mmsddryyyy

Starting Balance

Type of Deduction

@ Loans & Deduction

Check Number
Loan Type
v ~
Loan Amount
Deduct Amount
~
l W3 Cancel l l X save l

HRD / Loans & Deductions / Details

Employee Name L&

Loan Code
Loan Type
Date Issued
Loan Amount

555

SALARY LOAN
02/28/2022
34,000.00

£ PAYROLL DEDUCTION HISTORY

» Upload Attachment

Choose File | No file chosen

Starting Balance 14,120.22
Deduct Amount 784.47
Total Amount Paid 6,275.76
Loan Balance 7.844.46
Complete N

I &7 PDF Report “ X Import to Excel

1011212023 10/26/2023 784.47
09/27/2023 10/11/2023 784.47
09/12/2023 09/26/2023 784.47
08/27/2023 09/11/2023 784.47
08/1212023 08/26/2023 784.47
07/27/2023 08/11/2023 784.47
07/1212023 07/26/2023 784.47
06/27/2023 07/11/2023 784.47

Total Deduction => 6,275.76
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@1 Loans & Deduction

Loans & Deduction /

HRD /

Details

Tuesday, October 31, 2023

PLANT OPERATIONS

Department:

Employee Name: Starting Balance: 14,120.22

Loan Code: SSS Deduct Amount: 784.47

Loan Type: SALARY LOAN Total Amount Paid: 6,275.76

Date Issued: 28-February-2022 Loan Balance: 7,844.46
Loan Amount: 34,000.00 Complete: N

Deduct Amount

Period From Period To

78447
78447
78447
78447
78447
78447
78447
78447

07M11/2023
07/26/2023
08/11/2023
08/26/2023
09/11/2023
09/26/2023
10/11/2023
10/26/2023

06/27/2023
071212023
07/27/2023
08/12/2023
08/27/2023
09/12/2023
09/27/2023
10/12/2023

6.275.76

L] 2 Cut - -

D B Copy - Calibri - |11 - A A ==
F’Elfte * Farmat Painter B f e ===
Clipboard (] Font -] Alig
G11 = ¥
A | B | C | D |
1_Employee Mame [
2 |Loan Code 558
3 |Loan Type SALARY LOAN
4 |Date Issued 02/28/2022
3 N Loan Amount 34,000.00
6 |Starting Balance 14,120.22
7 |Deduct Amount 78447
8 | Total Amount Paid 6,275.76
9 |Loan Balance 7,844 .46
10 |[Complete M
11
12 |PERIOD FROM PERIOD TO AMOUNT
13 | 10/12/2023 10/26/2023 TE4.47F
14 |09/27/2023 10/11/2023 784.47
15 |09/12/2023 09/26/2023 T84.47
16 | 08/27/2023 09/11/2023 TE4.47F
17 |08/12/2023 08/26/2023 784.47
18 |07/27/2023 08/11/2023 T84.47
19 | 07/12/2023 07/26/2023 TE34.47
20 |06/27/2023 07,/11/2023 T84.4F
21 6,275.7T6
22 |
23
Loans -

https://www.pinoycode.com/ | https://www.hr-payroll.net/

95


https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

5.7 Benefits

5.7.1 Leave

o HRD -> Benefits -> Leave
Employee leave benefits are the paid or unpaid time off that an employer provides to their
employees. These benefits may include vacation leave, sick leave, bereavement leave, service

incentive leave and many more.

+ L eave Benefits

COMPANY

FOR DEMO ONLY B
BRANCH
l BRANCH TESTING - l

l & submit l

Leave Benefits G

HRD / Leave Benefits / SUPERVISORY

é

Show 10 ~ entries Search:

Showing 1 to 3 of 3 entries

EMPLOYEE ID 111 EMPLOYEE NAME ACTION
6882 CORRAL, RUBEN BULGAR [ Edit
TEST-01 TESTING 1, TESTING 1 Sample [ Edit
TEST-02 TESTING 2, TESTING 2 SAMPLE & Edit

Previous - Next

Leave Benefits

HRD / Leave Benefits / Create

SPVR: SUPERVISORY

Employee Name

Showing 1 to 9 of 9 entries

LEAVE CODE 11 LEAVE DESCRIPTION ACTION
BL Bereavement Leave (]
LW Leave Without Pay =]
ML Maternity Leave (]
PA Parental Leave (]
PL Paternity Leave (]
RH Rehabilitation (]
sIL Service Incentive Leave (]
sL Sick Leave [}
VL Vacation Leave (]
Previous | 1 & Next
" cancel [ & submit
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Leave Benefits

HRD / Leave Benefits / Edit

SPVR: SUPERVISORY

& CORRAL, RUBEN B.
Showing 1 to 9 of 9 entries
LEAVE CODE

BL

LW

ML

PA

PL

RH

SIL

5L

VL

Previous 1 Mext

LEAVE DESCRIPTION
Bereavement Leave
Leave Without Pay
Maternity Leave
Parental Leave
Paternity Leave
Rehabilitation Leave
Service Incentive Leave
Sick Leave

Vacation Leave

ACTION

O

K OO ® OO 0O

Ky

4= Back

5.7.2 Pro Rata Leave

o HRD -> Benefits -> Prorata Leave

Pro rata leave refers to the calculation of an employee's annual leave entitlement based on

the amount of time they have worked during a specific period or a proportion of the annual

time off balance given to full-time employees.

+ Pro Rata Leave Setup

COMPANY
FOR DEMO OMNLY

BRANCH

BRAMCH TESTING

LEAVE TYPE

- SELECT -

& submit
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Pro Rata Leave Setup G

HRD / Prorata / VL

Q

Show 10 v entries Search:

Showing 1 to 10 of 53 entries

YEAR LEAVE TYPE # OF DAYS ACTION
2023 VL 3.00 % Delete
2023 VL 6.00 X Delete
2023 VL 2.00 X Delete
2023 VL 9.00 % Delete
2023 VL 4.00 % Delete
2023 VL 14.00 % Delete
2023 VL 3.00 X Delete
@ HRIS & Payroll System v.02 % Powered by: www.hr-payroll.net
Pro Rata Leave Setup q
HRD / Prorata / VL / Create
Employee Name
Year No. Of Days
% Cancel l l & submit

5.7.3 Hourly Rate

o HRD -> Benefits -> Hourly Rate
The special holiday, regular holiday, double holiday: The 100% computation hourly rates of
REG Hr & ND Hr belong to basic pay for allocation of 13th-month pay benefits.This lookup
table is used in payroll processing to compute the workhour distribution for employees'

salaries.
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- Ao
= Regu
L o~

llar & Qvertime Hourly Rates a
HRD / Hourly Rates

REGULAR DAY REST DAY SPECIAL HOLIDAY

REG Hr OTHr ND Hr QOTND Hr REG Hr QT Hr NDHr  OTNDHr REGHr QT Hr ND Hr QOTND Hr
100.00% 125.00% 10.00% 137.50% 130.00%  169.00%  143.00% 185.90% 30.00% 169.00% 43.00% 185.90%
SPECIAL HOLIDAY & REST DAY REGULAR HOLIDAY REGULARY HOLIDAY & REST DAY

REG Hr QT Hr NDHr  OTNDHr REG Hr QT Hr NDHr  OTNDHr REG Hr QT Hr NDHr  OTNDHr
150.00%  195.00%  165.00% 214.56% 100.00%  260.00%  120.00% 286.00% 260.00%  338.00%  286.00% 371.80%
DOUELE HOLIDAY DOUBLE HOLIDAY & REST DAY
REG Hr QT Hr NDHr  OTNDHr REG Hr QT Hr Hr  OTNDHr
200.00%  390.00%  230.00% 429.00% 390.00%  507.00%  429.00% 557.70%
@ HRIS & Payroll System v.02 ¥Z2 Powered by: www.hr-payroll.net

5.8 Last Pay

5.8.1 View & Create

o HRD->Last Pay -> View & Create
The last pay and other benefits of an outgoing employee will receive final pay and other
benefits, also called back pay, who have resigned or terminated from the company. The final
pay is usually given within 30 to 60 business days after all requirements have been completed

and clearance provided by the HR department.

The following items that could possibly be part of your last pay.

e Last salary cut-off

e Pro-rated 13th month pay

e Tax refund

e Vacation leave (if convertible to cash)
e Sick leave (if convertible to cash)

e Service Incentive Leave (if available)

e Deductions and/or liabilities

Employees who resigned or terminated contracts must be added to this module before the
timesheet processing not included in the Group Summary Workhour Distribution and Payroll

Summary Report.
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£ Last Pay (Resigned or End Contract)

HRD / Last Pay a

N

» BRANCH TESTING

Show 10 ¥ entries Search:
Showing 1 to 1 of 1 entries

EMP ID EMPLOYEE NAME PERIOD FROM PERIOD TO STATUS ACTION
TEST-001 TEST-1, TEST1 T. 06/01/2020 06/15/2020 Paid 8 Other Liabilities (] Unused Leave i Details é

Previous - Next

£ | ast Pay (Resigned or End Contract)

HRD / LastPay / Create a

Last Pay
NAME
PAY PERIOD FROM: TO:
B mm/ddryyyy B mm/ddryyyy
1® Cancel l [ X submit

2020: Leave Benefits with Pay

& TEST-1, TEST-1T.

Sick Leave 15 0 15
& TEST-1. TEST-1T.

Vacation Leave 15 0 15 Total Amount

Service Incentive Leave 0.00 0.00 0.00 1000.00
> UNUSED LEAVE r Remarks
b5l PyL »SIL testing

6.00 6.00 0.00 -
4= Back
l 4= Back
Last Pay Details

The clearance provided by the HR department is completed and signed; the staff can now

upload the documents and click "Request Last Pay Approval" to notify the approver.
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£ Last Pay (Resigned or End Contract)

HRD / LastPay / Details

(8 Last Pay & Other Benefits

Branch
Department
Name

Pay Period
Status

Approver Name
Approved Date
Approver Remark
Released By
Released Date
Released Remark
Input By

Input Date

BRANCH TESTING
HRD

TEST-1, TEST-1 T.
06/01/2020 To: 06/15/2020
For Clearance
CORRAL, RUBEN B.
N/A

N/A

N/A

N/A

N/A

CORRAL, RUBEN B.
06/23/2020

¥ HRMS INFORMATION #*+

Designation
Employee Status

Hiring Date
End Date
Pay Basis
Salary
COLA

DATA ENCODER
Project-Based

03/01/2019
06/09/2020
Dally
500.00
20.00

F*E | AST TIMESHEET & PAYROLL PROCESS ***

DTR Computation
Last Payslip
Payroll History

» SUMMARY COMPUTATION

View Timasheat
View Payslip
view Payrall History

Daily Rate 520.00

Unused SL 6.00 3,120.00
Unused VL 6.00 3,120.00
Unused SIL 0.00 0.00
13th Month Pay 68,000.00 5,750.00
*Total Taxable Income 70,201.88

*Tax Withheld 0.00

#Tax Due 0.00

Tax Refund 0.00
Other Liabilities (1,000.00)
Last Salary 4,385.00
» TOTAL AMOUNT TO RECEIVE: 15,375.00

& Request Last Pay Approval

% Clearance Attachment

HOURLY EMPLOYEE TIMESHEET

oy

o
i
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Last cut-off workhour distribution

% + | @ &

FOR DEMO ONLY

[EMPLOYEE WORKHOURS DISTRIBUTION
Period From: 06/01/2020 To: 06/15/2020 (Daily)

TEST-001: TEST-1, TEST-1 TEST-1

BRANCH TESTING
Regular Day ‘Sunday /Rost Day Lagal Holiday gl Haliday
[ N s W BT Or OMO WD AT O OMD N AT 07 OMD N EL 0T OMO M R OT QM0 M H QT OWD M K T oMo M

0812000 T0000pm  40000am ME RD 300 000 000 500 000 000 000 000 000 000 000 Q.00 000 000 000 000 000 000 000 000 000 000 000 400 Q00 000 40D OO0
08122020 7:00:00 pm 400:00am  ME RD 300 000 000 500 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
05132020 70000 pm 400:00am ME RD 300 000 000 500 000 000 000 000 000 000 000 Q.00 000 000 000 000 000 000 000 000 000 400 000 Q0D 00D 000 400 000
042020 T0000pm  400.00am ME RD 300 000 000 500 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 400 000 000 40D OO0
05152020 T0000pm  40000am ME RD 300 000 000 500 000 000 000 000 000 000 000 Q.00 000 000 000 000 000 000 000 000 000 000 000 400 Q00 000 40D OO0
0G1672020 70000pm  MO000pm  ME RD 700 000 000 100 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 Q00 000 000 000 0D0
05182020 70000 pm 400:00am ME RD 300 000 000 500 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 400 000 Q00 a0b 000 00D 000
05US2020 T0000pm  400:00am ME RD 300 000 000 500 000 000 000 000 000 000 000 0.00 000 000 000 000 000 000 000 000 000 000 000 400 000 000 400 000
2800 000 000 3600 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 OO0 000 000 400 Q00 000 40D OO0

LLate Mours: 0.00

Undertime Mours: 0.00

Confirmed Date:  Tuesday, June 23, 2020 Approved By: RUBEN B. CORRAL | 06/23/2020

Manager | Supervisor

Last cut-off payslip

509 +

FOR DEMD ORLY R DATE: (5
BAAEE TESTA, TEST TIST-4 AR PERIOD O T 152 P f—
o 043130 Tor DE-15-20130
EARNRGS: ALLOVAWCES: T LY P
RT: O pry & DO oL 8300 TR MHLD 0
fErEE  TEST-1, TEST- TEST-A
ar 1M o] FIELD: L0 555 CONT: um
@ A py Lm MEAL: G0 PHCOMT o
MO M b Ham LIVIKE: QL0 (HOMF COKT [T TARE HOME PAY: 418500
FEST-RT A b 1] o QL0 5SS LOWN 0
FEST-OT A 1] Pt QL0 HOMFLOAM [ —
FEST-O0 A b L ALLCAMAMOL Q00 DAL LOARK 0 — :
REST-h: A0 b 1] APARTMET RENT am AL 0 [T ———— -
SH-AT 4K b [is) TRAMLFS FLE e P [T W ] Ak 0 Wl a P T SR N
SH-OT 4 b 1] LS NG QD LA [T e
SO0 A h L SUPIRVISOITY. am A 0
SN A ] TRARSPORTATION i m oM
SH-RESTAT 4 p b COMBUMICATION oo CARY o
SH-RESTOT A ] FIATARD PAY: 1w wEn o Sigrature
SH-RESTO0 4 p b DRVER ALLDW: oo W o
SREISTMD i p 1] FOR TR L DTHERS: ax
LH-AT A b L OTHER ALLOW a0
L. K s TOThL: 15800 TOTAL: [T
LH-0D Q00 pry 1] =
Lk o b RO oymMER IMCOME:
LH-AEST-AT. A0 pry Lo COMMESIOHS 1w
LH-REST-OT A0 pry L ADD DADK: a0
LH-REST-O0: A ] TOTAL: B
Li-REST-RI: 100 py oo —_—
anT am L
R s TIOTAL TAMABLE: 4350 GROSE PAY: 4,388 .08
CH-OT: QO pry {01}
CH-OD A pry L MET PRY: 4 3800
CHMD Q0 pry L1}
CH-RESTAT: Q0 b 1] FRALALA
CH-REST-OT A 1] Ang paguumngia ng AT 13 knpan
CH-REST-OC 4 p b plaryacc 1y roshig a i
CH-REST-HD: A b 1]
TOTAL: 4355
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Payroll history

Employee Gross Earnings Breakdown
TEST-001 - TEST-1, TEST-1 TEST-1

Period From Period To Basic Pay Allewance OT Pay ND Pay Taxable Income Gross Pay 858 HDMF  Philhealth WiTax
010172020 01152020 6,000.00 0.00 250,00 203.75 6,543.75 6,783.75 0.00 0.00 0.00 0.00
011162020 0113172020 7,000.00 0.00 0.00 387.50 6,552.50 7,667.50 540.00 100.00 165.00 Q.00
02/01/2020 02152020 6,500.00 0.00 0.00 33125 683125 7,081.25 0.00 0.00 0.00 0.00
0216/2020 02/28/2020 6,000.00 0.00 000 325.00 5517.50 6,565.00 520.00 100.00 187.50 0.00
0310172020 03152020 6,000.00 0.00 0.00 325.00 6,325.00 9,065.00 0.00 0.00 0.00 0.00
031162020 03/31/2020 7,000.00 0.00 0.00 387.50 6,552.50 7,667.50 540.00 100.00 165.00 0.00
04/01/2020 04152020 7,000.00 0.00 0.00 356.25 7.356.25 7,636.25 0.00 0.00 0.00 0.00
04/16/2020 04/30i2020 6,500.00 0.00 000 356.25 599375 7.16.25 560.00 100.00 202.50 0.00
050172020 05152020 6,500.00 0.00 853.13 203.75 7 46.86 7,906.88 0.00 0.00 0.00 0.00
05162020 05/31/2020 6,500.00 0.00 681.25 33125 6,657.50 7.772.50 560.00 100.00 185.00 0.00

TOTAL = 65,000.00 0.00 1,784.38 3,387.50 65,976.88 75271.88 2,720.00 500.00 875.00 0.00

5.8.2 For Release

o HRD -> Last Pay -> For Release
After the last pay is approved it automatically queues for release payment. Staff who release
the last pay payment should click "Mark as Paid" to remove it from queuing and record the

transaction history.

(81 Last Pay r End Contract)
COMPANY

FOR DEMO ONLY W
BRANCH
| araNcH TESTING -
| & submit |

£ Last Pay (Resigned or End Contract) G
HRD / Last Pay for Release

BRANCH TESTING

Show 10 ¥ entries Search:
Showing 0 to 0 of 0 entries
EMPID EMPLOYEE NAME PERIOD FROM PERIOD TO STATUS APPROVED DATE ACTION

Mo data availzble in table

Previous = Next
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5.9 Tools

5.9.1 Department

o HRD->Tools -> Department
Departments are required in employee master data; it's also used in different types of HR
reporting or payroll reports to group employees by department. Click the "CREATE" button to
add a new department or hyperlink "Edit" to edit the record and "Delete" to delete the

record.

& Department

COMPANY

FOR DEMO ONLY =
BERANCH
[ BRANCH TESTING - l

l & Submit l

afa BRANCH TESTING

HRD / Department a

Show 10 ¥ entries Search:

Showing 1 to 4 of 4 entries

DCODE BCODE DEPARTMENT NAME DESCRIPTION ACTION

P0OO4 777 PAYROLL [# Edit % Delete
2001 777 HRD [ Edit % Delete
2002 777 PURCHASING [# Edit X Delete
2003 777 MIS-ICT [# Edit X Delete

Previous - Next

&t BRANCH TESTING

HRD / Department / Create q

Department

Department Code
Department Name

Description

12 Cancel l ’ & submit
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5.9.2 Holidays

o HRD->Tools -> Holidays
Holidays should be added in this module to pay the employees based on hourly rates
percentage provided by the government agency. Make sure before pairing logs to generate a
timesheet the holiday must be added first. Click the "CREATE" button to add a new holiday or
hyperlink "Edit" to edit the record and "Delete" to delete the record.

9 BRANCH TESTING q
HRD / Holidays

¢ | © CReATE ‘

Show 10 v entries Search:

Showing 1 to 8 of 8 entries

SEQ MONTH DAY TYPE DESCRIPTION ACTION
01 January 1 Regular Holiday New Year Day [ Edit X Delete
04 April 9 Regular Holiday Araw ng Kagitingan [ Edit X Delete
05 May 1 Regular Holiday Labor Day & Edit X Delete
1 November 30 Regular Holiday Bonifacio Day & Edit X Delete
12 December 24 Special Holiday Non working holiday [ Edit X Delete
12 December 25 Regular Holiday Christmas Day & Edit X Delete
12 December 30 Regular Holiday Rizal Day & Edit X Delete
9 BRANCH TESTING
HRD / Holidays / Create e

9 Calendar Holidays

Month Day

Type of Holiday

Description

13 Cancel ‘ | & submit

5.9.3 Holiday Policy
o HRD->Tools -> Holiday Policy
Company policy sets rules to pay for the holiday, check the box to apply the rules and click

the "Save" button to save.
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Rules to pay the holiday

Mwarked before or after holiday
Oworked before and after holiday
L worked before holiday
Oworked after holiday

O raid every holiday

I+
L
a
=
m

IR Cancel ‘ ‘

5.9.4 Approvers

o HRD->Tools -> Approvers
Approvers should be added to this module to notify approvers of different types of notices or
employee filings that require approval. The self-service types of notices are Clearance, OT
Module, Leave Module, Last Pay, Locator Slip, Invalid Timesheet, Temporary Shift, Broken
Time, Timesheet, Payroll Review, Payroll Approval, Manpower Request (MPR) Review, and MPR
Approver.

Timekeeper filing notices request approval are OT Department, Leave Entry, DTR Entry,

Locator Slip Entry, Invalid Timesheet Entry, and Broken Time Entry.

Click the "CREATE" button to add a new approver or the "Delete" link to delete a record.
Select multiple departments, and application modules with the same approver names and

click the "Submit" button to save.

& Approvers
COMPANY
FOR DEMO ONLY v
BRANCH
[ BRAMNCH TESTING v ]

[ [ submit ]
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& BRANCH TESTING
HRD / Approvers
(o create |

Show 10 ¥ entries

showing 1 to 10 of 42 entries

Search:

DEPARTMENT EMPLOYEE NAME MODULE ACTION
HRD CORRAL, RUBEN Invalid Timesheet x Delete
HRD CORRAL, RUBEN Payroll *® Delete
HRD CORRAL, RUBEN Temporary Shift *® Delete
HRD CORRAL RUBEN Broken Time % Delete
HRD CORRAL, RUBEN Temporary Shift Entry x Delete
HRD CORRAL, RUBEN Broken Time Entry *® Delete
HRD CORRAL. RUBEN Leave Entry X Delete
@ HRIS & Payroll System v.02 €51 Powered by: www.hr-payroll.net
& BRANCH TESTING q
HRD / Approvers / Create
Approver
Department
Approver Employee ID
Application Module
IR Cancel ‘ ‘  submit ‘

5.9.5 Shift Schedule
o HRD ->Tools -> Shift Schedule

Employees' shift schedules should be added to this module; tag the day as a regular day or

rest day, and select shift 1st, 2nd or 3rd. Military time for Start Time (ST), End Time (ET), and

Regular Hours (R-Hrs). Less Breaktime (LB) is a minute value for coffee break time not used

then to be deducted from the regular out schedule. The system allowed entries for multiple

employee names whose shift schedules were the same. Employee names that have already

been added to the shift schedule will not appear in the employee name dropdown list

selection.
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Click the "CREATE" button to add a new employee shift schedule or the hyperlink "Edit" to

edit a record.

@ shift Schedule
COMPANY
FOR DEMO ONLY hd
BRANCH
[ BRAMNCH TESTING - l

l & Submit l

@ shift Schedule

HRD / shift Schedule q

Show 10 ¥ entries Search:

Showing 1to 10 of 11 entries

EMPLOYEE 1D 1L EMPLOYEE NAME ACTION

TEST-001 TEST-1, TEST-1 TEST-1 [# Edit
TEST-002 TEST-2, TEST-2 TEST-2 & Edit
TEST-003 TEST-3, TEST-3 TEST-3 [# Edit
TEST-004 TEST 4, TEST4 TEST 4 & Edit
TEST-005 TEST 5, TEST 5 TEST 5 & Edit
TEST-006 TEST 6, TEST 6 TEST 6 & Edit
TEST-007 TEST 7, TEST7 TEST 7 & Edit

#+ Shift Schedule

HRD / Shift Schedule / Create G

Employee Name

[ ¥ LNAME-12, FNAME-12 MNAME-12 | | X LNAME-14, FNAME-14 MNAME-14 |
[ % LNAME-15, FNAME-15 MNAME-15 | |

Monday v v ST:  hhmn O ET:  hhemn O R-Hrs: LB:
Tuesday v v ST:  hhmn @ ET:  hhemn @ R-Hrs: LB:
Wednesday v v ST:  hhmn @ ET: hhmn @ R-Hrs: LB:
Thursday v v ST:  hhmn O ET:  hhemn O R-Hrs: LB:
Friday v v ST:  hhmn O ET:  hh:mn R-Hrs: LB:
Saturday v v ST:  hhmn @ ET: hhmn @ R-Hrs: LB:
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5.9.6 Flexi-time Schedule

o HRD -> Tools -> Flexi-time Schedule
Flexi-time schedules are flexible work arrangements that allow employees to choose their own
work hours within certain limits set by the employer. Employees can adjust their work hours
based on their personal preferences and needs, as long as they meet the required total

regular hours.

Employ: xi-time Schedule a
HRD / Flexitime Schedule / SUPERVISORY

EMPLOYEE ID EMPLOYEE NAME REG. HOURS LESS HOUR ACTION

@ Flexi-time Schedule G
HRD / Flexitime / Create

Employee Name

XTESTING 1, TESTING 1 Sample | | x TESTING 2, TESTING 2 SAMPLE | | x TESTING 3, TESTING 3 SAMPLE 3 | | x TESTING 5, TESTING 5 SAMPLE 5

Regular Hours Lunch Break Hour

8 ‘1\ o

| I Cancel ‘ | & Submit ‘

5.9.7 Rest Day Per-Trip

o HRD->Tools -> Rest Day Per-Trip
Optional setup, depending on company policies to allow changes of rest day to regular day
computation who work on Sunday per trip scenario. Click the "CREATE" button to add
employee names and attendance date or the hyperlink "Delete"” to delete the record. These
setups are used for timesheet computation to ignore rest day and computed as regular day

workhour distribution.

Rest Day Per-Trip
COMPANY
FOR DEMO ONLY -

BRANCH _
| BRANCH TESTING -

| & Submit |
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PER-TRIP (BRANCH TESTING) G

HRD / Tools / Per-Trip

; Show 10 ~ entries Search:

showing 1 to 3 of 3 entries

ATTENDANCE DATE DEPARTMENT NAME EMP ID EMPLOYEE NAME ACTION

11/05/2023 HRD TEST-004 TEST 4, TEST 4 x Delete
11/05/2023 PURCHASING TEST-006 TEST 6, TEST 6 X Delete é
11/05/2023 MIS-ICT TEST-010 TEST 10, TEST 10 X Delete

Previous - Mext

+ BRANCH TESTING q

HRD / Tools / Per-Trip / Create

Employee Name

[*TEST 15, TEST 15 TEST 15 | X TEST 4, TESTA TEST 4

[%TEST 5, TESTS TEST 5 | [ * TEST 6, TEST 6 TEST 6 |

[<TEST 7. TEST7 TEST7 | < TEST 8, TEST 8 A |

[%TEST O, TESTS TEST @ | [ *TEST-1, TEST-1 TEST-1 |

ATTENDANCE DATE

B mm/ddiyyyy

12 Cancel l l & submit

5.9.8 Early Time-Out

o HRD->Tools -> Early Time-Out
Emergency work cancelation due to unexpected events or weather conditions. Employees
present on this work cancelation, their computed regular hours should be completed. To
handle this type of scenario, we need to add the date and time that the system can manage

to compute correctly in timekeeping workhour distribution.

Click the "CREATE" button to add a new early time-out or "Delete" link to delete a record.

Early Time-Out

COMPANY

FOR DEMO ONLY i
ERANCH
[ BRANCH TESTING e l

l & submit ]
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BRANCH TESTING

HRD / Early Time-Out

Show 10 ~ entries
Showing 1 to 3 of 3 entries
ATTEND DATE
03/02/2023
04/01/2020

04/14/2020
Previous - Next

Early Time-Out

HRD / Early Time-Out / Create

5.9.9 Biometrics

TIME-OUT

03/02/2023 11:00 AM

04/01/2020 01:00 PM

04/14/2020 02:00 PM

® BRANCH TESTING

DATE & TIME-OUT

&

REMARKS

REMARKS
waork suspension
bad weather

bad weather

I Cancel

& submit

o HRD->Tools -> Biometric

List of employees that are already registered in biometric finger scanner, the enrollment in

biometric must be added first in employee master data to be used in selecting employee

name in the dropdown list upon fingerprint enroliment.

Click the "Edit" button to edit the name and give biometric admin rights in the Finger

Search:

ACTION

X Delete

® Delete

X Delete

Scanner Time and Attendance system to access the maintenance module.
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& BRANCH TESTING

HRD / Biometric

List of Registered Name in Biometrics

Show 10 ¥ entries

Showing 1 to 8 of 8 entries

SCANID EMPLOYEE NAME

TEST-002 TEST-2, TEST-2 TEST-2
TEST-003 TEST-3, TEST-3 TEST-3
TEST-004 TEST 4, TEST4 TEST 4
TEST-006 TEST 6, TESTG TEST 6
TEST-007 TEST 7, TEST7TEST7
TEST-008 TEST 8, TESTSTEST 8
TEST-009 TEST 9, TESTO TEST 9

Biometric

HRD / Biometrics / Edit

(#' 7777: BRANCH TESTING

Branch:
Name:
Enrolled Date:

[ aiometric Admin

Search:

ENROLL DATE ADMIN ACTION

07/19/2020 Yes [# Edit X Delete
07/19/2020 No [# Edit % Delete
07/19/2020 No [# Edit X Delete
07/23/2020 No [# Edit % Delete
07/24/2020 No [# Edit X Delete
07/19/2020 No [# Edit % Delete
07/26/2020 No [# Edit % Delete

BRANCH TESTING
TEST-3, TEST-3T.
07/19/2020

I3 Cancel

¥ update

| |

5.9.10 HR Types
o HRD->Tools -> HR Types

HR types are the maintenance lookup tables in the recruitment process like interview,

training, assessment, screening, and orientation.

Click the "CREATE" button to add new types or the "Delete" link to delete a record.
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£ FOR DEMO ONLY

HRD / Types

W =

Show

10 v entries

Showing 1 to 10 of 62 entries

1]

12

L

18

NAME

NCI Rigger Training
Teams

Virtual Interview

3D Software Training
Guided Training
Promation

Salary Adjustment

@ HRIS & Payroll System .02

DESCRIPTION

NCI Rigger Training
Teams

Virtual Interview

3D Software Training
Guided Training
Promotion

Salary Adjustment

Search:

TYPE

Training

Interview

Screening

Training

Training

Assessment

Assessment

ACTION
[# Edit
[ Edit
[# Edit
[ Edit
[ Edit
[ Edit

[ Edit

1 Powered by: www.hr-payroll.net

o FOR DEMO ONLY

HRD / Types / Create

5.9.11 Resources

o

Type Name

Type Description

I Cancel

I l & submit

HR D -> Tools -> Resources

Resources are the maintenance lookup tables in the recruitment process like training,

seminars or other human resources activities.

Click the "CREATE" button to add new resources or the "Delete" link to delete a record.
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R(CEC

R URCES a
HRD / Resources

Show 10 v entries Search:

Showing 1 to 4 of 4 entries

1D NAME DESCRIPTION ACTIVE ACTION
4 Training Room Training Room [# Edit X Delete @
3 Training Manua Training Manual (# Edit % Delete
2 Computer Desktop Computer Desktop [ Edit X Delete
Laptop Laptop (2 Edit % Delete

Previous n Next

Name

Description

1R Cancel ’ ‘ >

bmit

wv

u

5.10 Reports

5.10.1 Designation Count
o HRD ->Reports -> Designation Count
HR staff to generate the latest designation count; this report is used by HR managers to

evaluate the active numbers of the workforce by job position.

The number of employees in each designation varies based on the size and type of
organization. For example, a small organization may have only one employee in each
designation while a large organization may have multiple employees in each designation.
Generally, the most common designations include manager, supervisor, assistant, analyst,

specialist, and technician.

Click the hyperlink for the job name to view the employee's name under the designation.
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£ Designation Count

HRD / Designation Count

BRANCH TESTING (Count As of Saturday, April 23, 2022)

Show 10 ¥ entries

Showing 1 to 6 of 6 entries

JCODE JOB NAME
ACAN ACCOUNTING ANALYST
ACCS :> ACCOUNTING STAFF
COE COST ENGINEER

DAE DATA ENCODER

ELE ELECTRICAL ENGINEER
FGR PROGRAMMER

Previous - Next

& Active Employee by Designation

HRD / Designation Count / Report

100% +

BRANCH TESTING
ACCOUNTING STAFF

[HES)

As of Saturday April 23, 2022

Search:

COUNT

Employee Name

Start Date

End Contract

Work Status

1 TESTE. TEST6 TEST6
2 TEST7 TESTTTEST7

5.10.2 Manpower Count

03/14/2019
01/07/2019

o HRD -> Reports -> Manpower Count

0710/2056
04/21/2025

Regular
Regular

Generate a Manpower Count Report for all branches on a selected date to display the

headcount of workers who work including the daily estimated labor cost. Click the hyperlink
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in the table list view to display the details report of total active employees, present, absent, or

late.

£ Manpower Count
COMPANY
FOR DEMO ONLY

ATTENDANCE DATE

B mm/ddryyyy

& submit

£ Manpower Count

HRD / Manpower Count

Manpower Count Summary (1'0/23/2023)[ 2 View PDF ” @ Extract to Excel

*

Show 25 V¥ entries Search:
Showing 1 to 7 of 7 entries
CODE NAME TOTAL EMPLOYEE |F PRESENT ABSENT LATE
295 232 63 12 é
237 197 40 19
22 17 5 4
10 0 10 0
1 0 1 0
0 0 0 0
0 0 0 0
OVER-ALL TOTAL >> 565 446 19 35
Previous n Next
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rCount S

M

HRD / Manpower Count / Report

— i o

MANPOWER COUNT SUMMARY
Attendance Date: Monday Octaber 23, 2023

[

BCODE BRANCH NAME TOTAL EMPLOYEE ~ PRESENT  ABSENT LATE REGULARRATE  OTHRS OF Pay OTHD HRS OTNDPAY  TOTALOT  LABOR COST (%)
a7 9 a0 19 281,387 .50 43200 ®3847 T 20 3634028 JBIWIM 1313
0 0 [} 0 0.00 0.00 000 0.00 0.00 0.00 000 000
o 0 [} 0 0.00 000 000 0.00 0.00 0.00 00 000
2 m 1] 12 368,585 64 Tazs0 81,083.55 122100 122328 7228881 4B08E248 B0
74 7 & 4 26,199.46 0.00 000 0.00 0.00 0.00 2619946 000
] 0 i) 0 0.00 000 000 0.00 0.00 0.00 00 000
1 0 1 ) 0.00 000 000 (1] 0.00 0.00 000 000
GRAND TOTAL => 685 “E 19 »® B35,15004 118450 9738202 12300 B8 10822729 AT M7

ver Count G
HRD / Manpower Count / Report

MANPOWER COUNT REPORT Ssuriay, Aenl 23, 2022
BRANCH TESTING
As of Saturday April 23, 2022

Department / Employee Name Position Hiring Date C. End Date Employee Status Pay Basis
HRD

1 TEST4, TESTAT ACCOUNTING ANALYST 04/01/2019 11/30/2025 Regular D

2 TESTA, TESTAT DATA ENCODER 01/03/2019 07/09/2025 Regular D

3 TEST-3, TEST-3T COST ENGINEER 03/01/2019 07422/2025 Regular D
MIS-ICT

1 TESTS, TESTST ELECTRICAL ENGINEER 03/01/2019 03/23/2025 Regular D

2 TEST-2, TEST-2T PROGRAMMER 02/01/2019 09/30/2025 Regular D
PURCHASING

1 TESTG, TESTET ACCOUNTING STAFF 03/14/2019 07/10/2056 Regular M

2 TEST7,TESTTT ACCOUNTING STAFF 01/07/2019 04/21/2025 Regular M
Total Count: 7

£ Manpower Count a
HRD / Manpower Count / Present

we + | B O

MANPOWER COUNT - (Present) Saturday, April 23, 2022
BRANCH TESTING
Attendance Date: Saturday April 23, 2022

Department /| Employee Name Position

HRD

1 TEST-3, TEST-3 T COST ENGINEER 10:48 am
MIS-ICT

1 TEST-2, TEST-2T PROGRAMMER 10:47 am

Total Count: 2
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HRD / Manpower Count / Absent

MANPOWER COUNT - (Absent)
BRANCH TESTING
Attendance Date: Saturday April 23, 2022

Saturday, April 23, 2022

Department / Employee Name Position

HRD
1 TEST4, TESTAT
2 TEST-1, TEST-1T
MIS-ICT
1 TESTS, TESTST
PURCHASING
1 TEST6, TESTET
2 TEST7, TESTTT

ACCOUNTING ANALYST
DATA ENCODER

ELECTRICAL ENGINEER

ACCOUNTING STAFF
ACCOUNTING STAFF

Total Count: 5

(@

Manpower Count

HRD / Manpower Count / Late

/1 - 100% + (=]

MANPOWER COUNT - (Late)
BRANCH TESTING
Attendance Date: Saturday April 23, 2022

)

Saturday, April 23, 2022

Position

Department / Employee Name

HRD

1 TEST-3, TEST-3T
MIS-ICT

1 TEST-2, TEST-2T

COST ENGINEER

PROGRAMMER

10:48 am

10:47 am

Total Count: 2

5.10.3 Expiring Contract
o HRD ->Reports -> Expiring Contract

This report helps organizations to proactively manage their contracts by identifying which

contracts need to be renewed, renegotiated, or terminated. It allows for better planning and

decision-making, ensuring that important contracts are not allowed to lapse unintentionally.

Additionally, the report can also help in identifying opportunities to renegotiate contract

terms and potentially reduce costs.

Expiring Contract

COMPANY
FOR DEMO OMNLY

BRANCH

| BRANCH TESTING

| & submit
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Expiring Contract a
HRD / Expiring Contract

BRANCH TESTING Ssturday, April 23, 2022

EXPIRING CONTRACT (10 days or below)
As of Saturday Apnil 23, 2022

EMP ID EMPLOYEE NAME DEPARTMENT JOB POSITION S.CONTRACT E. CONTRACT

1 TEST-004 TEST 4, TEST4 TEST 4 HRD ACCOUNTING ANALYST 04/01/2019 04/30/2022

5.10.4 Birthday Celebrants
o HRD-> Reports -> Birthday Celebrants
Generate the monthly birthday celebrant. Fill up the form and select a month, then click the

"Submit" button to generate the Monthly Birthday Celebrants.

Employee birthday celebrants should be recognized and celebrated in the workplace. This can
be done in many ways, such as throwing a surprise party, sending a card or gift, or even
taking the employee out for lunch. Allowing employees to take time off on their birthday is
also a great way to show appreciation for their service. Acknowledging an employee's

birthday is also an opportunity to foster a positive and fun work environment.

Monthly Birthday Celebrants

COMPANY

FOR DEMO OMNLY ~
BRANCH

BRANCH TESTING -
MONTH

& submit
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Monthly Birthday Celebrants

HRD / Birthday Celebrant

@ PINOY

SAN JOSE DEL MONTE CITY

MONTHLY BIRTHDAY CELEBRANT'S
For the month of March, 2022

Monday. May 2, 2022

5.10.5 Leave Balance

NO. EMPID EMPLOYEE NAME DEPARTMENT POSITION BIRTHDATE
1 827 SNAME-3, FNAME-3 MNAME-3 Human Resource Department Accounts Liquidation Officer 111 o3MnoneT
2 674 SNAME-4, FNAME-4 MNAME-4 Human Resource Department Administrative Officer || 03/08/1989

o HRD->Reports -> Leave Balance

Generate a leave balance report, select a leave type and input the year to display the leave

balance on the selected leave type. Click the "View PDF" button to display in a report format,

or click the hyperlink in used leave to display the leave details.

Employee leave balances are tracked by employers to ensure that employees do not exceed

the allotted number of days off for the year. Employers typically track leave balances for both

vacation and sick leave.

Leave Balance

COMPANY

FOR DEMO OMLY

BRANCH

BRAMNCH TESTING

LEAVE TYPE
- SELECT —

YEAR

& submit
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@] Leave Balance a

Show 10 ¥ entries Search:

Showing 1 to 10 of 73 entries

EMP ID EMPLOYEE NAME DEPARTMENT # OF DAYS USED BALANCE
0486 3.00 3.00 0.00
6.00 6.00 0.00
2.00 2.00 0.00
9.00 7.00 2.00
SERVICES 4.00 3.00 1.00
14.00 2.00 12.00
3.00 3.00 0.00
@ HRIS & Payroll System v.02 %2 Powered by: www.hr-payrofl.net

Employee Leave Balance e

HRD / Leave Balance / Report

COMPANY:

_N e

BRANCH:
DEPARTMENT: HEALTH & SAFETY
YEAR: 2023
LEAVE TYPE: Vacation Leave
N ——

DATE NO. OF HRS REASON APPROVER APPROVED DATE
06/27/2023 8.00 PROCESSING OF PSA 3991 07/14/2023
071132023 8.00 EMERGENCY 3991 07i27/2023
07/14/2023 8.00 EMERGENCY 3991 07i27/2023
071152023 8.00 EMERGENCY 3991 07i27/2023
08/09/2023 8.00 WORK SUSPENSION 3991 089/12/2023
081252023 8.00 schedule of medical checkup 3991 10/02/2023
1012372023 8.00 FAMILY MATTER 3991 10/24/2023

NO.OF DAYS:  9.00
USED: 700
BALANCE:  2.00

5.10.6 COE-Salary Loan
o HRD->Reports -> COE-Salary Loan
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Generate Certificate Of Employment (COE) salary loan, car loan, or other loans requested by

the employee.

A Certificate of Employment is a document that is used to provide written proof of an
employee's length of service with a company, their job title, and their salary. It also confirms
whether the employee is still employed with the company or has left the organization. This
document may be provided to the employee to be used as evidence of employment when

applying for loans, housing, or other services.

Company

FOR DEMO ONLY bt

Employee Name

TEST-2, TEST-2T v

Loan Purpose

Car Loan
Certified By Certified Designation
Juan Dela Cruz HR Manager] ‘

X submit l

COE-Salary-Loan.pdf

June 04, 2022

CERTICATION

TO WHOM IT MAY CONCERN:

This is to certify that TEST-2 TEST-2, was a regular employee of FOR DEMO ONLY with the position of PROGRAMMER from March
01, 2019 up to present and receiving a gross compensation package of Php 21,320.00.

This certification is being Ksued upon the request of TEST-2 TEST-2 for Car Loan.

Certified By:

Juan Dela Gruz
HR Manager
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5.10.7 COE-Separated Employee
o HRD->Reports -> COE-Separated Employee
Generate Certificate Of Employment (COE) separated employee request by employee for

future employment purposes.

A Certificate of Employment separated employee is a document issued to a former employee
to confirm their employment details, including the duration of their employment, their job
title, and their final salary. It can also be used to provide evidence of the employee's work
history, which can be useful when applying for new jobs. Additionally, this certificate can be

used to provide evidence of eligibility for certain benefits, such as unemployment insurance.

Company

FOR DEMO ONLY V.

Employee Name

TEST7,.TEST7 T v
Certified By Certified Designation
Juan Dela Cruz | HR Managed I
i Submit |

COE-Separated-Emp...

June 04, 2022

CERIICATION

TO WHOM IT MAY CONCERN:

This is to certify that TEST 7 TEST 7, was a reqular employee of FOR DEMO ONLY with the position of ACCOUNTING STAFF from
Novemnber 12, 2019 to April 21, 2025.

This certification is being issued upan the request of TEST 7 TEST 7, for future employment purposes,

Certified By:

Juan Dela Cruz
HR Manager
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5.10.8 Gender

o HRD->Reports -> Gender
In human resources, a gender report serves the purpose of analyzing and monitoring gender-
related data within an organization. The report can provide insights into gender
representation, pay equity, promotion rates, and other relevant metrics. It helps identify
potential gender disparities and allows organizations to develop strategies and policies to

promote gender equality and diversity in the workplace.

& Gender e
HRD / Report

w% + | B ©

FOR DEMO ONLY Wednesday, November 1, 2023
4 GENDER REPORT

BRANCH TESTING
FEMALE - (1)
PURCHASING
TEST-3, TEST-3 TEST-3 PRODUCTION HEAD
MALE - (5]
MIS-ICT
TEST 5, TEST S TEST 5 FOREMAN
TEST-2, TEST-2 TEST-2 PROGRAMMER
PURCHASING
TEST 6, TESTG TEST6 AGCOUNTING STAFF
TEST7, TEST T TEST7 ACCOUNTING STAFF
TEST 15, TEST 15 TEST 15 FOREMAN

PRIVATE LEDGER - EXECUTIVE
EMALE - (2)
HRD
TEST 12, TEST 12 TEST 12 HRD & ADMIN HEAD
PURCHASING
TEST 11, TEST 11 TEST 11 PURCHASING HEAD
MALE - (1

MIS-ICT
TEST 14, TEST 14 TEST 14 MIS MANAGER

TOTAL COUNT: 9 FEMALE: 3

5.10.9 Group Age

o HRD->Reports -> Group Age
In human resources, the purpose of analyzing group age data is to understand the age
composition of the workforce and its implications for various HR practices and policies. This
analysis helps organizations assess age diversity, identify potential age-related biases or

disparities, and develop strategies to promote age-inclusive practices.
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& Group Age

HRD / Report G

1 FOR DEMO ONLY Wednesday, Noverber 1, 2023

GROUP AGE REPORT

BRANCH TESTING Sex Birth Date Age __Position Department
[Gen-X (41 to 56)

TEST-2, TEST-2 TEST-2 M 031711970 53  PROGRAMMER MIS-ICT

TEST-3, TEST-3 TEST-3 F 07/06/1976 47 PRODUCTION HEAD PURCHASING
[Gen-Z (9 to 24)

TESTS5, TESTSTEST S M 06/03/2004 19 FOREMAN MIS-ICT

TEST 15, TEST 15 TEST 15 M 06/13/2000 23 FOREMAN PURCHASING
IMillenials (24 to 40)

TEST6, TEST6 TEST 6 M 0710/1996 27 ACCOUNTING STAFF PURCHASING

TEST7, TEST7TEST7 M 03/09/1984 28 ACCOUNTING STAFF PURCHASING
PRIVATE LEDGER - EXECUTIVE Sex Birth Date Age Position Department
[Gen-X (41 to 56)

TEST 11, TEST 11 TEST 11 F 06/13/1979 44  PURCHASING HEAD PURCHASING

TEST 12, TEST 12 TEST 12 F 06M16/1970 53 HRD & ADMIN HEAD HRD
[Gen-Z (9 to 24

TEST 14, TEST 14 TEST 14 M 02/01/2000 23 MIS MANAGER MIS-ICT

GenZ: 3 Millentals: 2 Gen X: 4 Baby Boomer: o

@ HRIS & Payroll System v.02 €2 Powered by: www.hr-payroil.net

5.10.10 Employment Status Summary

o HRD-> Reports -> E. Status Summary
The employment status summary refers to a brief overview of an individual's current
employment situation. It typically includes information such as whether the person is regular,

project-based, contractual, or probationary.

& Employment Status Summary

HRD / Employment Status / Repert q

FOR DEMO ONLY

Employment Status Summary
Date: 11/2/2023

PRIVATE LEDGER - EXECUTIVE
Regular

BRANCH TESTING
Project-Based

Regular

TOTAL COUNT ==
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5.10.11 Employment Status Details
o HRD ->Reports -> E. Status Details
The employment status details refer to a list of names of an individual's current employment

situation.

& Employment Status Details G
HRD / Employment Status / Repert

FOR DEMO ONLY
Employment Status Details
Date: 11/2/2023

PRIVATE LEDGER - EXECUTIVE

Regular 3
TEST 11, TEST 11 TEST 1 PURCHASING PURCHASING HEAD
TEST 12, TEST 12 TEST 12 HRD HRD & ADMIN HEAD
TEST 14, TEST 14 TEST 14 MIS-ICT MIS MANAGER

BRANCH TESTING

Project-Based 1
TEST 15, TEST 15 TEST 15 PURCHASING FOREMAN

Regular 5
TEST-2, TEST-2 TEST-2 MIS-ICT PROGRAMMER
TEST-3, TEST-3 TEST-3 PURCHASING PRODUCTION HEAD
TESTS5, TESTSTESTS MIS-ICT FOREMAN
TESTE, TESTETESTE PURCHASING ACCOUNTING STAFF
TEST7, TEST7TEST 7 PURCHASING ACCOUNTING STAFF

TOTAL COUNT => 9

5.10.12 Pay Basis Summary

o HRD ->Reports -> Pay Basis Summary
A pay basis summary report provides an overview of the different pay bases or structures
used within an organization. It summarizes the various methods and criteria used to

determine employee compensation daily or monthly.

& Employees Pay Basis summary a
HRD / Employment Status / Report

FOR DEMO ONLY
Employees Pay Basis Summary
Date: 11/2/2023

PRIVATE LEDGER - EXECUTIVE
Monthly

BRANCH TESTING

Daily
Monthly

TOTAL COUNT ==
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5.10.13 Pay Basis Details

o

HR D -> Reports -> Pay Basis Details

A pay basis details report provides a list of employees' names belonging to daily rates or

monthly basis.

& Employees Pay Basis Details

HRD 7/

Employment Status / Report

5.10.14 Absentees Summary

Generate employee monthly absentee summary report.

e}

PRIVATE LEDGER - EXECUTIVE
Monthly

TEST 11, TEST 11 TEST 11

TEST 12, TEST 12 TEST 12

TEST 14, TEST 14 TEST 14

BRANCH TESTING

Dally
TEST-2, TEST-2 TEST-2
TEST 5. TESTSTESTS

Monthly
TEST6. TESTETESTE
TEST7.TEST7TEST7
TEST-3, TEST-3 TEST-3
TEST 15, TEST 15 TEST 15

HRD -> Reports -> Absentees Summary

FOR DEMO ONLY
Employees Pay Basis Details
Date: 11/2/2023

PURCHASING
HRD
MIS-ICT

MIS-ICT
MIS-ICT

PURCHASING
PURCHASING
PURCHASING
PURCHASING

S Summary

PINOYCODE OPC

PURCHASING HEAD
HRD & ADMIN HEAD
MIS MANAGER

PROGRAMMER
FOREMAN

ACCOUNTING STAFF
ACCOUNTING STAFF
PRODUCTION HEAD
FOREMAN

TOTAL COUNT =>

mm/dd/yyyy

& submit
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Absentees Summa

Hrd / Absentees Summary

Absentees Summary Report
SUPERVISORY
From: 02/01/2024 To: 02/29/2024

Saturday. April 13. 2024

Department | Employee Name

Date Absent

ACCOUNTING
TESTING 5, TESTING 5 S
TESTING 8, TESTINGE S

5.10.15 Absentees Detailed

T
4
3

o HRD -> Reports -> Absentees Detailed

Generate employee monthly absentee detailed report.

COMPANY
PINOYCODE OPC

BRANCH

SUPERVISORY

DATE FROM: To:
8 mmsddiyyyy B mmsddryyyy
& Submit

Absentees Deta

[k

Hrd / Absentees Detailed

— 100%  + =

Absentees Detailed Report
SUPERVISORY
From: 02/01/2024 To: 02/29/2024

Saturday, April 13, 2024

Department | Employee Name

Date Absent

Pay Basis

ACCOUNTING
TESTING 5, TESTING 5 5

TESTING 8, TESTING & 5

T

4
02/26/2024
02/27/2024
02/26/2024
02/29/2024

3
02/22/2024
02/23/2024
02/24/2024

M
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5.10.16 Late Summary
o HRD ->Reports -> Late Summary

Generate employee monthly late summary report.

Late Summary Report

COMPAMNY
PINOYCODE OPC il

BERANCH

SUPERVISORY -

DATE FROM: TO:
B mm/ddiyyyy B mm/ddi/yyyy

l & Submit l

5.10.17 Late Detailed
o HRD->Reports -> Late Detailed

Generate employee monthly late summary report.

Late Detailed Report

COMPANY
PINCYCODE OFPC i

BRANCH

SUPERVISORY i

DATE FROM: TO:
252 mm/dd/yyyy B mm/dd/yyyy

l & submit l

6 Executives
6.1 Payroll Reports

6.1.1 Monthly Summary
o Executives -> Payroll Reports -> Monthly Summary
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Fill up the form and click the "Submit" button to generate a Monthly Payroll Summary. Payroll
monthly summary reports provide the total payroll computation of basic pay, allowances,
night differential pay, OT pay, other pay, adjustments, loans, tax and mandatory government

contributions, and more.

The Payroll Monthly Summary is used to provide an overview of a company's payroll
information for a certain period such as a month or quarter. It summarizes the total payroll
expenses for the period and breaks down the expenses by department, employee, and other
categories. The report also shows the amount of taxes paid and other deductions,
government contributions and health insurance premiums. The summary is used by business
owners and managers to monitor payroll costs and ensure they are in line with the company's

budget. It can also be used to identify areas where costs can be reduced or adjusted.

W Monthly Payroll Summary
COMPANY
FOR DEMO ONLY v
BRANCH
BRANCH TESTING v
MONTH: v YEAR:
‘ & submit |

vanthlv Pavroll S ey
W Monthly Payroll Summary a
Exacutive / Reports
— = = a
= 171 - % + | 3 O K
AT, 2m S0 pm
BRANCH TESTING
MONTHLY PAYROLL SUMMARY
For the month of January, 2020
GEBUCTIONS

DeptEmp D Employee Mames. BasicPay  Allowance NDPay OTPay  Other Pay Ad Loans Tax 555  Pagibig Philheaith  Total Deduct  Gross Pay Mot Pay
HRD
TESTOM  TEST4.TEST4T 5400000 200000 am 156250 000 000 200000  7AZEEZ G000 10000 G000 M3ME2  GRSGRS) 712226
TESTO08  TESTS, TESTET w00 115260 0 200000 000 000 000 37E470 BODI0 10000 SAM0 522080 SRAEZBL  4BETIE4
TESTOO1  TESTA, TESTAT. 13,0000 smoe sz 2000 000 0.00 000 LI0 SO0 1000 18500 BSO0 MASIE  1BEIEZS
TEST-003 TEST-3, TEST-3T. 18,900.00 5,400.00 a00 56874 0.00 0.00 0.00 000 TE0.00 100.00 28350 114350 2486874 2372524

U b Tt Clizeaon anonabe 68126 438124 Too0 m00 200000 1138432 280000 40000 188480 188388  ATEITEAD  187.23621
MIS-CT
TEST010 TEST 10, TEST10T. 40,000.00 7,000.00 ago 0.00 0.00 0.00 2,000.00 4,178.11 800.00 100.00 600.00 TETE.1 4853646 40,662.35
TESTO05  TESTSTESTST 430000 540000 128250 000 00 000 000 GSeED 80000 10000 SR450 19130 0SR20 2802430
TEST-009 TESTS, TESTST 45,000.00 10,000.00 Q.00 0.00 0.00 0.00 0.00 502275 80000 100.00 675.00 858775 55,000.00 4B 402 25

Sub-Total. 10%,300.00 22,400.00 1,28280 0.00 0.00 0.00 2,000.00 9.506.66 2,400.00 300.00 1,639,580 16,238,186 134,620.96 118,288.80
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6.1.2 Y-T-D Department

o Executives -> Payroll Reports -> Y-T-D Department
Fill up the form and click the "Submit" button to generate the Year-To-Date Monthly Payroll
group by department.

Year-to-date monthly payroll by department is a report that allows employers to track their
financials and payroll expenses by department, month-by-month. This information can be
used to analyze labor costs, and payroll trends, and calculate the budget for each
department. It can also help employers identify areas of cost savings and highlight areas

where additional employees may be needed.

W Y-T-D Monthly Payroll by Department

COMPANY
FOR DEMO OMNLY "
BRANCH
BRAMNCH TESTING v
YEAR:

| & submit |

W Year-To-Date Monthly Payroll by Department a

Executive / Reports

ApdlZ3, 222 BOBI pm

BRANCH TESTING

YEAR-TQ-DATE MONTHLY PAYROLL BY DEPARTMENT
For the year 2020

DEDUCTIONS

— Bascray  Amwanc  woPay orem  ommerkay d) Loans Tax 555 Fagig  Fwihesih TotalDeduct oss Pay NotPay
HRD
sanuary s imenm  aromes aanzs s om a0 20000 nasz zmoo0 s s tesase s 1m0
Fotnuary 4 1mom00 455000 G525 om om a0 200000 1004550 wmoe amm 100 irsesso o8 15825 waomars
tach i 1m0 s7mon ras0 om0  7smm  3soo 2ma00 7m0 wmoc o e 2300 1nazs0 18110650
Bl 4 1m0 arsam 250 om om a0 200000 n4831 wmone smm e wen 1mas0se 1579mas
sy 4 1mmo  sermm azs00 153438 om a0 200000 1053800 umon0 s 1Me00 tsesno 1r20ma2e 15441328
June 3 vomec  szmo0 0 am om w00 2ma00 1500 amoc amm 1 A 12840000 1m0
m 1 mmm  smon am am om w00 2ma00 nomsa 1o om0 Lo ts20m0 1471000 mamm
st 2 masw nawsm am am om w00 oo 78331 1o om0 vmz s 250 10 14807
Soptumser 2 momm  s10mm 000 om om a0 00 105300 @000 om0 10 tariece 10000 nazma00
Gcioner 2 somm  momom 050 am oo 000 000 rarars o 1omo a0t serats 1o i
Navenber 1 womon 1momo a0 am om 200 000 i moce  fooo e sz ssco00e amem
Oecember 1 awomon somo 0 am om w00 000 s moce  too s szos0 ssco000 amem

S Totat: P T sese reem  1men tiome meaa  mems  auw menm tmamn 1mssem emasest
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sanuay 2 wamm  memm 1m0 om om ™ 2ma00 a0 wom B )
Fatruary 3 Wwame  zomm  4gszs am o a0 2m000 200 o 1wes sz ez wswass
e 3 wmm  zmm  ms om  zemm  sonoe 2ma00 a0 wom wmm sseTs sees wezem
Aprl 3 108,300.00 2400 1,282.50 0.00 o000 a.00 2,000.00 2.400.00 30000 163850 16,B6785 13628073 REEE )
vy 3 mamm  mmm s am o a0 2m000 o0 o Wm0 58075 mmrs nevsms
June 3 e mamm tmm am oo a 20000 o0 oo 1m0 58ETS s wezmm
sy 3 Wmame  memm  mers am o a0 2m000 a5z o0 o wmE sl mmars s
gt 3 wamm  zomm  tzmeas am o a0 2m000 S5z 200 o wes sasn mmszs wszsss
Septomber 3 mamm  mmm  ms am o a0 2m000 sams o0 o 1wmw 8RS s nezmm
Oclaber 1 108,300.00 2400 1,.283.75 0.00 o000 a.00 2,000.00 8512.30 2.400.00 30000 153050 1585280 13286375 1714006
Noverer 3 Wwame  momm 47 am o a0 2m000 smss o0 o 18 4 e nszzmss
Decamber 3 Wwamm  momm v am oo a 20000 sami o0 oo was ssuE T wsimis
o S o avieen  meAmm esTars oM zeam @l eome0  vasEis  maed  sonss i) s ASGSHA Lemmses

Page 1z

DEDUCTIONS

> Comt BasicPay  Asswanco W0 Pay oTPwy  omerPay A Loans T 583 Paginig Prilhaain  Tatal Doduct Gross Pay Nat Pay
PURCHASING
Janary 3 #2000 2134000 0% et 0 00 440000 431080 2000 3000 121800 1246880 10877100 a2
Febnary 3 o0 23,5000 0% am 0m 000 440000 415208 2m000 3000 120000 1225308 163500.00 NEE
Maren 3 28505 nmm om0 am 100000 130000 4.a0000 azma0s 2mo00 somo n.20800 1364208 107 57050 9822845
Aprl 3 B20m 234000 00 am om0 00 440000 472035 22000 3000 121800 1287835 107,640.00 HTEE
may 3 00 FERET] 000 s om w00 440000 415208 zzmo om0 120900 1228208 10441275 EIEE)
June 3 e EERT ] 0% am 0m 000 440000 415208 2moce 000 120800 1228208 16432000 208
Juy 3 #2000 2134000 0% am 0 00 440000 415208 2000 3000 121800 123108 10514000 28z
August 3 e EERT ] 0% am 0m 000 440000 415208 2moce 000 120800 1228208 16432000 208 ¥
‘September 3 8050000 nrnm 00 0w 000 w00 440000 415205 2000 30000 12000 1228205 10432000 Erars
October 3 812m00 namm aoa am 080 00 440000 415305 z2000 30000 12800 1231108 10514000 528789
Navemer 3 8000000 250000 aoa am 000 000 440000 415305 om0 30000 12000 1228208 10350000 NEE
December ] 8000000 2350000 aoa am 000 00 440000 415205 zaomo 30000 120000 12250.05 10350000 NUEKE
Bub-Total: STLES  204260.00 000 I 10800 13400 52,8080 062155 666000 150000 EITEE 1434905 1ZIBE 1 EIEE
GRAND TOTAL: JANISH IDESS 183815 6B mmem 50 50,5000 T 7936080 Wannse sesET2  SipeaE a@smie  3sesIE6

6.1.3 Y-T-D Summary
o Executives -> Payroll Reports -> Y-T-D Summary
Fill up the form and click the "Submit" button to generate a Year-To-Date Monthly Payroll

Summary.

Year-To-Date Monthly Payroll Summary is a document used to provide a summary of an
employee’s earnings, deductions and other related payroll information for the current year.
This document is typically issued by the employer at the end of each month and used to
track an employee’s payroll earnings and deductions. It also helps employers to keep track of

their payroll expenses over the year.

W Y-T-D Monthly Payroll Summary

COMPANY
FOR DEMO ONLY B
BRANCH
BRAMNCH TESTING -
YEAR:

& Submit

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 132



https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System

User Manual

W Year-To-Date Monthly

BRANCH TESTING

YEAR-TO-DATE MONTHLY PAYROLL SUMMARY
For the year 2020

Gross Pay

Hovember 01, 223 1113:02pm

Overtime Pay

™
a0
ey ue
- - :
| P | H]
we £ ue
H W St pran_pay g e H
I: H
i - H
-
o
B
DEDUCTIONS
wonth WP Count BasicPay  Alowance O Py OTPay  OtharPay  Adsmant Loans Tax 555 Pugiip  Piwalth  Tolal Deduet Gross Pay Het Pay
January ) 3144000 Btz 196275 501225 [T w0 sam EmROTE  7M0W 10000 4TI aM2E am 6710 ETTTE
Fabruary 10 207 500.00 100000 18550 0m a0 wo  sam mBESS DM 10000 4GS0 MBS amzs :551635
March 10 3220000 254000 198500 00 130000 54000 24000 EIME TABDOD 100000 4GEROD  SEOOTED ampEs ;s
g 10 318,50000 28000 19800 L1} 0 i s WIS TWOW 10000 4TELSD 4RI amimm ;23053
May 10 3220000 254000 188250 162813 a0 wo  sam MMEE  7E0M 10000 46ELD 4550880 amzmE =27
sune s 2020000 212000 128250 0m a0 wo  sam MOEME MO D000 44BR00  447EZED mems HTpaT
Ay 8 29 60000 004000 13ETE L1} 0 i s MMES  EMID  BOI0 A7) 41335 IEETS 34148540
ugust ] 26597500 THEsTS 1235 0m a0 w0 eam mWI%  EZIM M0N0 19EEI  BATIE MBEETS 31045157
Saplomeer 5 28100000 26.82000 12m 0 L1} 0 i A MOEME DM BO0D 42500 4165080 mamm 27saET
Outzber ] 29650000 7424000 120275 0m a0 w0 eam MM SM0W MO00  J4FE0 3T038E0 m1mT 2500515
Wovenber 7 22750000 050000 11m0 0m a0 w0 eam WEES  SA0D  WA00 3428 2W0 m1mm 2617900
Decenber 7 22750000 050000 111278 0m a0 w0 eam MMIS  SAOD  A00  341ZE0 BOSEIS =017 2605760
GRAND TOTAL: IAMMEN LML RIS 6838 1100 SANDN  MBDRDN  TAAN0  TRIEADD 1040080 SOEIETI  G11.066EI 441826342 3968, 595.60

6.1.4 Y-T-D Cost by Department

o Executives -> Payroll Reports -> Y-T-D Cost by Department

Fill up the form and click the "Submit" button to generate Year-To-Date Monthly Payroll Cost

by Department.

Year-to-date monthly Payroll Cost by Department is to provide a detailed breakdown of the

costs associated with each department’s payroll expenses over a certain period. This

information can be used to analyze and compare costs across departments, identify areas of

potential cost savings, and make informed decisions on how to budget for future payroll

expenses.

Y-T-D Monthly Payroll Cost by Dept

COMPANY

FOR DEMO OMLY

ERANCH

BRAMCH TESTING

YEAR:

& Submit
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e Monthly

November 01,2023 11:21:16 pm
BRANCH TESTING

YEAR-TO-DATE MONTHLY PAYROLL COST BY DEPARTMENT
For the year 2020

CONTRIBUTION EMPLOYER SHARE
Month MP Count Basic Pay 13th Month Gross Pay 588 EC Pagibig Philhealth Total Share Total Cost

HRD

January 4 123,640.00 10,303.33 17577513 5,800.00 100.00 400.00 1.854.60 815480 194,233.06
February 4 120,000.00 10,000.00 166,156.25 5.640.00 100.00 400.00 1.800.00 7.540.00 184,006.25
March 4 125,200.00 10,266.67 180,032 50 5.720.00 100.00 400.00 1.848.00 8,068.00 1848,367.17
Aprl 4 126,400.00 10,533.33 176,580 .96 5,840.00 100.00 400.00 1,896.00 8.236.00 195,360.29
May 4 123,200.00 10,266 67 17207038 5,760.00 100.00 400.00 1.843.00 8,108.00 190454 05
June 3 110,200.00 6,183.33 156,400.00 4,640.00 20.00 300.00 1.653.00 6,683.00 172,266.33
July 3 103,100.00 5,591.67 14770000 3.200.00 60.00 200.00 1.410.00 4,870.00 161,161.67
August 2 T7.875.00 6,489.58 113.812.50 3.200.00 60.00 20000 1.168.12 462812 124,930.20
Septamber 2 82,000.00 TEBEET 133,000 00 3200.00 60.00 20000 1.380.00 484000 145,508 67
Ociober z 66,000.00 5,500.00 4,000.00 1,600.00 30.00 100.00 600.00 2,330.00 101,630.00
November 1 40,000.00 333333 55,000.00 1,600.00 30.00 100.00 600.00 233000 60,663.33

1

December 40,000.00 333333 56,000.00 1.600.00 30.00 100.00 600.00 233000 60,663.33

SUB TOTAL: 1.145615.00 1,625,548.72 47.800.00 B60.00 3.200.00 16,657.72 68,517.72 1,789,532.36

MIS-ICT

January 3 109,300.00 9,10833 134,520.96 4,800.00 80.00 300,00 1.639.50 6,829.50 150458.79
February 3 107,500.00 895833 13068125 4,800.00 90.00 300.00 161250 6,802.50 146,442 08
March 3 108,400.00 0,033:33 135,482.50 4,800.00 90.00 300.00 1.626.00 681600 151,331 83
Apri 3 108,300.00 8,108.33 136.251.73 4,800.00 90.00 300.00 1.639.50 662950 152,189.56
May 3 108,400.00 903333 131,837.50 4,800.00 90.00 300.00 1.626.00 6,816.00 147,686 83
June 3 108,400.00 903333 131.882.50 4,800.00 90.00 300.00 1.626.00 6,816.00 147,73183
July 3 108,300.00 8,108.33 133,088.75 4,800.00 a0.00 300.00 1.630.50 542050 148,076.56
August 3 107,500.00 8,958.33 130,726.25 4800.00 90.00 300.00 161250 6,802.50 146,467.08
Sentember 3 108.400.00 903333 131.882.50 4,800.00 90.00 300.00 1.626.00 6,816.00 147,731.83

© HRIS & Payroll System v.02 =2 Powered by: www.hr-payroll.net

6.1.5 Y-T-D Cost Summary
o Executives -> Payroll Reports -> Y-T-D Cost Summary
Fill up the form and click the "Submit" button to generate Year-To-Date Monthly Payroll Cost

Summary.

Year-To-Date Monthly Payroll Cost Summary is a document used to provide a monthly
summary of earnings, deductions, company contribution shares and other related payroll

information for the current year.

Y-T-D Monthly Payroll Cost Summa
COMPANY
FOR DEMO OMLY B
BRAMNCH
ERANCH TESTING -
YEAR:
| & submit |
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W Year-To-Date Monthly |

Cost summary q

w2 + | B ©

Nowemnber 01, 2023 11:28:27 pm
BRANCH TESTING
YEAR-TO-DATE MONTHY PAYROLL COST SUMMARY
For the year 2020
Gross Income Employer Share Labor Cost
000
000
mo L
i 'k 16020 H
I, iE i i
i =E i 12000 W 5o of @ Tl Shars % IE
] ] £ i ]
i I o I
12 12
A0
Y00t w0 0508 07 0808 10 M 12
CONTRIBUTION EMPLOYER SHARE
Month MP Count Basic Pay 13th Month Gross Pay 888 EC Pagibig Philhealth Total Share Total Cost
January 10 314,140.00 26,178.33 416,067.10 15,080.00 280.00 1,000.00 471210 2107210 463,317.53
February 10 307,500.00 25625.00 400,337.50 1484000 280.00 1,000.00 461250 2073250 446,605.00
March 10 312,200.00 26,016.67 42308550 14,960.00 280.00 1,000.00 4,683.00 2092300 470,025.17
Aprl 10 316,900.00 26,408.33 42048269 1512000 280.00 1,000.00 4,753.50 21,1550 468,044.52
May 10 312,200.00 26,016.67 40833063 15,000.00 280.00 1,000.00 4,683.00 2096300 455,310.30
June 8 208,200.00 24933.33 39260250 1388000 270.00 800.00 4,483.00 19,538.00 43707383
July 8 203,600.00 24 466.67 38587875 1248000 240.00 800.00 426750 17,787 50 42813292
August B 265,975.00 22164.58 34885875 1244000 240.00 800.00 398962 1746062 38840295
September B 281,000.00 23416.67 36020250 1244000 240.00 800.00 421500 17,695.00 41031417
October B 256,500.00 21,375.00 33213375 1083000 210.00 T00.00 345750 15,247 50 368,756.25
November T 227,500.00 18,958.33 289,170.00 10,800.00 210.00 T00.00 341250 1512250 323,250 83
December T 227,500.00 16,956.33 280,113.75 10,800.00 210.00 T00.00 341250 15,122.50 323,194.58
GRAND TOTAL: 3.414,215.00 284,517.92 4475.263.42 158,720.00 3,020.00 10,400.00 50.686.72 22282672 4,982,608.06

6.2 Y-T-D Head Count

o Executive -> Y-T-D Head Count
Fill up the form and click the "Submit" button to generate Year-To-Date Monthly Head Count.
Click the hyperlink values for MP Count, Opening Balance, Newly Hired, and Resigned/Etc. in

the table grid view to display more details.

Year-to-date monthly headcounts are used to track the total number of employees working
at a company over a specified period, usually a calendar or fiscal year. This information is
used to analyze employee retention and turnover, plan for budgeting and staffing needs, and

ensure compliance with labor laws and regulations.
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W Year-To-Date Monthly Head Count

COMPANY
FOR DEMO OMNLY

BRANCH

[ BRAMNCH TESTING

YEAR:
[ & submit l
BRANCH TESTING (2020) u
Executive / Head Count / List
show 25 ¥ entries Copy (CSV  Excel
MONTHS MP COUNT OPENING BAL. NEWLY HIRED RESIGNED/ETC. CLOSING BAL. GROSS INCOME DEDUCTION NET INCOME
January 10 10 0 ] 10 416,067.10 47,242.88 368,824.22
February 10 10 0 0 10 400,337.50 44,821.15 355,516.35
March 10 10 0 (] 10 423,085.50 47,507.80 375,577.70
April 10 10 0 0 10 420,482.69 48,177.31 372,305.38
May 10 10 0 1 9 408,330.63 45,598.80 362,731.83
June 9 9 0 0 9 392,602.50 44,752.80 347,849.70
July 9 9 0 1 8 385,878.75 44,413.35 341,465.40
August g g 0 o 8 348,858.75 38.407.18 310,451.57
W Hear End Contract

Executive / Head Count / Reports

BRANCH TESTING
HEAD COUNT RESIGNED, RETIRED, END CONTRACT
For the month of May, 2020

DEPT. / EMPLOYEE NAME POSITION START DATE

C.END DATE _ WORK STATUS

HRD

1 TEST-1, TEST-1 TEST-1 DATA ENCODER 01/03/2018

05/09/2020 Project-Based

TOTAL COUNT: 1
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W Year-To-Date Monthly Head Count G
Executive / Head Count / Reports

BRANCH TESTING
YEAR-TO-DATE MONTHLY HEAD COUNT & WAGES PAYMENT
For the year 2020

HEAD COUNTS
MONTHS MP OPENING NEWLY RESIGNED / CLOSING GROSS INCOME DEDUCTIONS NET INCOME
COUNT BALANCE HIRED RETIRED/ ETC. BALANCE

January 10 10 0 0 10 416,067.10 4724288 368,824.22
February 10 10 1] 1] 10 400,337 50 4482115 35551635
Mareh 10 10 1] 1] 10 423,085.50 47,507.80 37557770
April 10 10 0 0 10 420,482 69 48,177.31 372,305.38
May 10 10 1] 1] 10 408,330 63 45,598.80 362,731.83
June -] 9 1] 1] 9 392,602.50 44,752.80 347 849.70
July ] 8 1] 1] 8 385.878.75 4441335 341,465.40
August & 8 1] 1] 8 34885875 3840718 310,451.57
September 8 8 1] 1] L} 369,202.50 41,659.80 327 542.70
October & 8 1] 1 7 33213375 37,038.60 295,095.15
November T 7 1] 1] 7 289,170.00 32,991.00 256,179.00
December 7 7 0 0 7 289,113.75 33,056.15 256,057 .60
OVER-ALL TOTAL >>> 4,475,263.42 505,666.82 3,969,596.60

7 Accounting
7.1 Tools

7.1.1 Client

o Accounting -> Tools -> Client
Client master data refers to the comprehensive and accurate information about clients or
customers that a company maintains in its database. This data typically includes basic contact

information, such as name, address, phone number, and email address.

£ FOR DEMO ONLY e
Accounting / Clients

Show 10 ¥ entries Search:

Showing 1to 3 of 3 entries

CODE COMPANY NAME LAST NAME FIRST NAME MIDDLE NAME TIN NUMBER ACTION

CL-001 ABC COMPANY 134-533-543 [ Edit % Delete
CL-002 CORRAL RUBEN BULGAR 343-322-333 [# Edit x Delete
CL-003 TESTING COMPANY 433-223-322 [# Edit x Delete

Previous - Next
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= Clients
Accounting / Clients / Create G
Client Code Company Name
Lastname Firstname Middlename TIN Number
Address 1 Address 2
Telephone Mobile Phone Email Website
Remarks

"> Cancel l I * save

7.1.2 Supplier

o Accounting -> Tools -> Supplier
Supplier master data refers to the information and details about a company's suppliers. It
includes data such as the supplier's name, address, contact information, payment terms,

delivery terms, pricing agreements, and any other relevant information related to the supplier.

£ Suppliers q
Accounting / Suppliers

show 10 ¥ entries Search:

Showing 1 to 4 of 4 entries

CODE COMPANY NAME LAST NAME FIRST NAME MIDDLE NAME TIN NUMBER ACTION

5U-001 ABC COMPANY 112-223-323 [# Edit % Delete
5U-002 CORRAL RUBEN BULGAR 324-323-432 [# Edit % Delete
5U-003 TESTING COMPANY 993-249-328 [# Edit x Delete
5U-004 SAMPLE COMPANY 432-424-324 [# Edit x Delete

Previous - Next

£ Suppliers
Accounting / Suppliers / Create q
supplier Code supplier Company Name
Lastname Firstname Middlename TIN Number
Address 1 Address 2
Telephone Mobile Phone Email Website
Remarks
I "> Cancel I [ * save l
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7.1.3 Projects
o Accounting -> Tools -> Projects
Project master data refers to the information of project name, address, contact information,

and other project-related information.

£ FOR DEMO ONLY e
Accounting / Projects
¢| © CREATE |
Show 10 ¥ entries Search:

Showing 1 to 3 of 3 entries

PROJECT CODE PROJECT NAME LOCATION ACTIVE ACTION

PR-0001 ABC PROJECTS Quezon City [# Edit X Delete
PR-0002 DEF PROJECT Bulacan [# Edit % Delete
PR-0003 FGH PROJECT Bulacan [# Edit % Delete

Previous - Next

£ Projects G
Accounting / Projects / Create

Project Code Project Name
¥ Active
Contact Person Location Telephene
Mobhile Phone Email Remarks
7.2 BIR

7.2.1 Alphalist

o Accounting -> BIR -> Alphalist
Fill up the form and, click the "Process" button to process the annualization report alphalist,
after the processing is done; the "Export to Excel File" button is available to download the

alphalist report in Excel format.

The BIR (Bureau of Internal Revenue) Yearly Employee Alphalist Report is an annual report

that employers must submit to the BIR. The report contains detailed information on all
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employees, including their names, addresses, tax identification numbers, the amount of
income they earned, the taxes withheld from their wages, and other pertinent data. Employers
are required to submit this report to the BIR by the 15th day of the month following the end
of the taxable year. The report is used by the BIR to assess the correct amount of taxes due

from the employer and to determine the proper withholding taxes applicable to each

employee.
® 00 halic S BIR Alphalist
£ BIR Alphalist
COMPANY / LGU
COMPANY FOR DEMO ONLY v
FOR DEMO ONLY v VEAR: 5090 v‘
YEAR: v REGION:  NCR v‘
‘ X Process ‘
REGION: v
@ Alphalist is now Ready for Download!

A B C D E F G H I J K -

1 |BIR FORM 1604C - SCHEDULE 1

2 | ALPHABETICAL LIST EMPLOYEES (Declared and Certified using BIR Form No. 2316)

3 | AS OF DECEMBER 31. 2020

4

5 | TIN: 222-223-333-000

6 | WITHHOLDING AGENT'S NAME: FOR DEMO ONLY

7

8 PRESENT E
9 SEQ NAME OF EMPLOYEES NATIONALITY? CURRENT REASON OF GROSS HOKN-TAXABLE

10 WO (Last Name, First Hame, Middlc Hame) RESIDENT (W] 13tk MONTH DE MINIMIS §58.GSIS.PHIC PAG-IBIG SALARIES (I
11 (for foreiguers only) STATUS (1) From Ta INCOME PAY & OTHER BENEFITS CONTRIBUTION & UNION DUES & OTHER
12 (preceat emplayer) BENEFITS (emplopees hare only) COMPI

4 4 r 4

JEIL [23)(2b)(2e) ] 0] (53) 155) 15 Ta=(ifTi) ] () 1) |
1 1 TEST 5, TEST 5 TEST FILIPINO R 011208 12312020 363,600.00 85,300.00 0.00 15,012.00

15 2 TEST 6, TEST 6 TEST 6 FILPINO R 01012018 12312020 575,00000 155,000.00 0.00 17,10000

16 3 TEST 7, TEST 7 TEST 7 FILIPINO R 11122018 [12/312020 486,000.00 126,000.00 0.00 16,20000

17 4 TEST 8, TEST § TEST8 FILIPINO R 120472018 12/312020 701,70430 21886430 0.00 17,966.10

13 5 TEST 9, TEST § TEST 9 FILIPINO R 122472018 12/312020 705,800.00 165,000.00 0.00 18,900.00

19 6 TEST 10, TEST 10 TEST 10 FILIPINO &3 1200572018 12/312020 604,000.00 124,000.00 0.00 18,000.00

20 TITEST 11, TEST 11 TEST 11 FILIPINO R 12012018 127152020 1,158,383.33 35458333 0.00 19,800.00

Fil 8 TEST 12, TEST 12 TEST 12 FILIPINO R 120012018 127152020 981,000.00 287.500.00 0.00 19,800.00

2 9 TEST 14, TEST 14 TEST 14 FILIPINO R 03202019 12152020 1.336,875.00 474375.00 0.00 19,800.00

23

4

25

26
27
28
5 .

1604C-1 | 1604C-2 ® 1 ¥

7.2.2 DAT File 2316
o Accounting -> BIR -> DAT File 2316
Fill up the form and browse the alphalist excel file which is the output format by the system

then click the "Submit" button to process the annualization alphalist 2316; after the
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processing is done the system automatically downloads the generated .dat file output to the

local drive. Users are required to use the BIR Alphalist Validation Module to ensure 100%

compliance.

The Bureau of Internal Revenue (BIR) in the Philippines requires all registered businesses to

submit their tax .dat files every year. These tax .dat files are used to calculate and report taxes

for the current year. The submission process for these files is usually done through the BIR e-

Filing system.

nhalist
REPORTING TYPES: 1604C
REPORTING DATES: 12/31/2020
COMPANY TIN NO.: 123456789
BRANCH CODE: 0000
CLASSIFICATIOMN: Non-individual

* RDO

Large Taxpayers Division - Makati

Choose File | 2020_alpha_list.xlsx

| & submit

File Edit Format View Help
H1604C, 123456789, 0009, 12/31/2020,11,0,122
D1,1604C,123456789,6000,12/31/2620,1,111111115, 8008, TEST 5,TEST 5,TES

D1,1604C,123456789,6000,12/31/2620,2,111111117, 8008, TEST
D1,1604C,123456789,0800,12/31/2620, 3, 356453425, 0008, TEST
D1,1604C,123456789,0000,12,/31/2820,4, 431242133, 0008, TEST
D1,1604C,123456789,0900,12/31/2020, 5, 4352452520008, TEST
D1,1604C,123456789,6880,12/31/2820, 6, 354323344, 6008, TEST
D1,1604C,123456789,0000,12/31/2020,7, 341424233 0000, TEST

.
6,TEST 6,TEST
7,TEST 7,TEST
8,TEST 8,TEST
9,TEST 9,TEST 9
10, TEST 10, TEST
11, TEST 11,TEST

5
6
7
8

)
)
»

D1,1604C,123456789,0000,12/31/2020,9,343243242,0000,TEST 14,TEST 14,TEST
C1,1684C,123456789,0000,12/31/2020, 0,0.00,0.00,0.00,0.00,0.00,0.00,0.0
D2,1684C,123456789,0000,12/31/2028,1,111111111, 08000, TEST-1,TEST-1,TEST-1,NC
D2,1684C,123456789,0000,12/31/2020,2,111111112,000@0, TEST-2,TEST-2,TEST-2,NC
D2,1684C,123456789,0000,12/31/2020,3,111111113,080@0, TEST-3, TEST-3,TEST-3,NC
C2,1604C,123456789,0000,12/31/2020, 56389 50,0. 88 617388 ©0,0.00,0.00,0. BB 0.

1
1
D1,1684C,123456789,0000,12/31/2020,8,453546546,0000, TEST 12, TEST 12,TEST 1.
1.
a,

0,82/11/2019,12/31/2020, 368660 .08
0,081/01/2019,12/31/2820, 575000 .08
0,11/12/2019,12/31/2020, 486000 .00
0,12/04/2018,12/31/2020,701704.38
9,12/24/2018,12/31/2020,765800.00,
-68,0.00,12/05,2018,12/31/2823, 604000..6
.00,0.00,12/01/2018,12/15/2020,1159583.33,
.00,0.00,12/01/2018,12/15/2620,981600.00,8.¢ |
.00,0.0

5.0

,0.00

,0.00

R
0.90

(R %)

ae,
a8,
e,
a8,
@8,
8,8. |5t
a.

0,03/20/2019,12/15/2020,1336875.00,0. —
©.00,555981.95,16764.12,-16764.12,572 |1
0,0.00,0.00,03/61/2019,05/31/202¢
0.00,03/01/2019,12/31/202¢
0,8.00,02/84/2819,87/15/262¢
.60,0.90,0.09,0.00,0.90,8.0¢

| 123-456-789 0000 2020
Tin of Withholding Agent Tax Year

1600PT

View Report/Logs

- &

1601EQ
1604C 1604E 1604E

View Flat File

LX<

eXit

https://www.pinoycode.com/ | https://www.hr-payroll.net/

141


https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

7.2.3 ITR Form 2316

o Accounting ->BIR ->ITR Form 2316
Fill up the form, browse the agent signature and browse the alphalist .dat file that already
passed in BIR Alphalist validation, then click the "Convert to ITR Form 2316" button to
process the conversion. After the processing is done the system shows another page that
contains a download button for Alphalist Schedule 1 (1604C-1) and Alphalist Schedule 2
(1604C-2).

BIR Form 2316 is an income tax return form for employees. It is used to report the amount of
taxes due for the taxable year and is used to compute the total withholding tax on the

employee's income.

BIR Form 2316 is a document that employers provide to employees as proof of their income
tax payments. Specifically, the form shows the total amount of taxes withheld from the
employee’s salaries, bonuses, and other earnings throughout the year. This information is
used by the Bureau of Internal Revenue (BIR) to determine the employee’s total income tax

liability.
£ Generate ITR Form 2316

Company Name: = For Demo Only
Company Address: Kaypian, San Jose Del Month City
Company ZipCode: 3023

Agent Name/Position: Ruben Corral / Accounting Head

Browse Agent Signature | Choose File [ Ruben_Signature.PMNG

Browse Alphalist BIR .Dat File Output

Choose File |1234567890...01604C.DAT

X Convert to ITR Form 2316
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(]

TE Eorm 72216
Accounting / TR Form 2316 / Output a

Group PDF File

= Alphalist Schedule 1 (1604C-1)

= Alphalist Schedule 2 (1604C-2)
|

Republic of the Philippines
Department of Finance
Bureau of Intarnal Revenue

Certificate of Compensation
231 6 Payment/Tax Withheld

BIR Form No.

bt

September 2021 (ENCS) For Compensation Payment With or Without Tax Withheld 23168 0W21ENCS
Eill in all applicable spaces. Mark all appropriate boxes with an "X
1 For the Year 2 For the Period
(YYYY) 2021 From (MM/DD) 011017 o (MM/DD) 0531
Part | - Employee Information Part IV-B Details of Compensation kncome & Tax Withheld from Present Employer
3TN M = 111 = 111 - 000 A NON-TAXABLEEXEMPT
4 Emolovee’s Name (Last Name. First Name. Middle Na 5RDO Code e cOME Amount

TEST-1, TEST-1 TEST-1 B a8.000 o bt St 55,388.34
& Registered Address A Zip Code m_i"'i”"‘“"DEE"“"f )

BOHEYAWAS, LAMITAN CITY, BASILAN 30 Holiday Pay (MWE) 0.00
6B Local Home Address 6C Zio Code | 31 Overtime Pay (MWE) 1 ’734_ 38
= 32 Night Shift Differential (MWE) 3,387.50

33 Hazard Pay (MWE) 0.00
7 Date of Birth IMMMOYYYY) & Contact Mumhar
01 02 1973 34 13 Manth Pay and Other Benafits 5.416.66
of P90,000)
9 Statutory Minimum Wage rate per day 600.00 35 De Minimis Benefits 0.00
10 Statutory Minimum Wage rate per month 15,650.00 5535, G515, PHIC & Pag-ibig
: — 36 Contributions, & Union Dues 4,195.00
T X mlmumngeEHnnrwlmaemi-wansdnnnmptﬁm (Emplk hare anly)
withholding tax and not subject to income tax 4 Salaries & Other Forms of 0.00
Part Il - Employer Information (Present) Compensation .
i N N Total Non-Taxable/Exempt
12 TIN 123 456 789 000 g — T 70,171.88
13 Employer's Name items 27 to 35)
FOR DEMO ONLY B. TAXABLE COMPENSATION INCOME REGULAR
14 Registered Address 14A Zip Code
123 St. Kaypian, SJOM Bulacan ogp3 || 3 BasicSalary 0.00
15 Type of Employer X Main Employer | 40 Reer
Part il - Employer Information (Previous) 41 Transportation
16 TIN o | |
42 Cost of Living Allowance (COLA)
AT Employer's Name
43 Fixed Housing Allowance
18 Registered Address 1BAZip Code | 4 Others (Specify)
e 0.00
Part IVA - Summary 448
qg Gross Compensalion Income Irom Present 70.171.88 SUPPLEMENTARY
Employer (Sum of itams 36 and 50} : . nn
45 Commission
20 Less: Total Non-Taxable/Exempl Compensation 70 171 RR
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7.2.4 Relief Purchases

o Accounting -> BIR -> Relief Purchases
Fill up the form and, click the "Submit" button to proceed in the purchase table grid view list.
Click the "Create" button to add a new purchase receipt, then select the supplier name before
proceeding with data capture. To generate a .dat file for relief purchases, click the "Dat File"
button and fill up the form, then click the "Submit" button to process and click the

"Filename.Dat" button to download the .dat file output.

RELIEF stands for Reconciliation of Listings for Enforcement. The RELIEF module is provided by
the Bureau of Internal Revenue (BIR) to facilitate their requirement for a Summary List of
Purchases (SLP) which are required attachments to BIR Form No. 2550Q, Quarterly Value-
Added Tax Return.

£ BIR Relief Purchases

COMPANY
FOR DEMO ONLY e

YEAR:

¥ Submit

£ BIR Relief Purchases G
Accounting / Relief Purchases

¢ | & Excel File ||@D¢TFH&

Show 10 ¥ entries Search:

© Create

Showing 1 to 6 of 6 entries

INVOICE DATE INVOICE NO. COMPANY NAME VAT AMOUNT TOTAL PURCHASES ACTION

08/10/2020 323432 SAMPLE COMPANY 9,000.09 80,000.75 [ Edit X Delete
08/07/2020 123456 ABC COMPANY 4,800.00 45,000.00 (& Edit % Delete
08/06/2020 332432 ABC COMPANY 6,480.00 59,000.00 [ Edit X Delete
08/06/2020 32423 ABC COMPANY 16,800.00 141,500.00 (& Edit X Delete
08/05/2020 323323 CORRAL, RUBEN BULGAR 10,800.09 92,500.75 ([ Edit X Delete
08/03/2020 122454 TESTING COMPANY 5,520.00 49,000.00 [ Edit X Delete

Previous - Next
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£ BIR Relief Purchases

Accounting / Relief Purchases / New Entry

Select Supplier to Create New Relief Purchases

Show 10

Showing 1 to 4 of 4 entries

~ entries

COMPANY 1L LAST NAME FIRST NAME
CORRAL RUBEN
ABC COMPANY
SAMPLE COMPANY
TESTING COMPANY
Previous - Next
£ BIR Relief Purchases
Accounting / Relief Purchases / Create
Company :
Last Name: CORRAL
First Name : RUBEN
Middle Name: BULGAR
Vendor TIN : 324-323-432
Invoice Number Invoice Date
B mm/ddhyyyy
Exempt Zero Rated Services
0.00 0.00 0.00
Capital Goods Other Cap. Goods VAT Rate
0.00 0.00 0.00
Taxable Net of VAT Input VAT Total Purchases
0.00 0.00 0.00
4= Cancel ] [ X submit

£ BIR Relief Purchases

Accounting / Relief Purchases / DatFile

MIDDLE NAME

BULGAR

X Upload Receipt:| Choose File | No file chosen

Search:

TIN NUMBER

324-323-432

112-223-323

432-424-324

9893-249-328

ACTION

[Z Relief Purchases .Dat File Format

Company: FOR DEMO ONLY
TIN No.....: 222-223-333-000

Reporting Dates: &

RDO:

08/31/2020

l Large Taxpayers Division - Makati

l 4= Cancel

| |

X submit
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£ BIR Relief Purchases q
Accounting / Relief Purchases / Dat File Output

[2 Relief Purchases Total Summary

Company: FOR DEMO ONLY
TIN Number: 222-223-333-000
RDO: 122
Reporting Dates: 08/31/2020
Exempt: 6,000.00

Zero Rated: 16,000.00
Services: 76,000.00
Capital Goods: 154,000.00

Other Capital Goods: 215,001.50
Input Vat: 53, .18
Input Non-Creditable: 6,000.00
Input Creditable: 53.400.18

= Back l [ X 222223333P082020.DAT

] 222223333P082020.DAT - Notepad - O x

File Edit Format View Help

H,P,"222223333","FOR DEMO ONLY","","","","" "5 i s e st 3023, 600000,
D,P,"112223323","ABC COMPANY",,,,"BARIW, MALINA, ALBAY™,"",4000.00,7500.00,50000.00,89000.00,95000.00,28080.00,22222333
D,P,"324323432" , , " COR e  PHASE 27, "KAYPLANT,©.80,2560.80,160008.08,
D,P,"993249328" ,"TESTING COMPANY",,,,"SAN CARLOS, TABACO, ALBAY","",2000.00,10080.00,5000.00,10000.00,38000.00,5520.00,2
b P,"432424324" ,"SAMPLE COMPANY",,,,"TABACO, ALBAY","",8.80,50008.00,10000.00,20000.00,45000.75,9000.09,222223333,08/31/

7.2.5 Relief Sales

o Accounting -> B IR -> Relief Sales
Fill up the form and, click the "Submit" button to proceed in the sales table grid view list.
Click the "Create" button to add a new sales receipt, then select the client name before
proceeding with data capture. To generate a .dat file for relief sales, click the "Dat File" button
and fill up the form, then click the "Submit" button to process and click the "Filename.Dat"

button to download the .dat file output.

RELIEF stands for Reconciliation of Listings for Enforcement. The RELIEF module is provided by
the Bureau of Internal Revenue (BIR) to facilitate their requirement for a Summary List of

Sales (SLS) which are required attachments to BIR Form No. 2550Q, Quarterly Value-Added

Tax Return.
£ BIR Relief Sales
COMPAMNY
FOR DEMO ONLY -
YEAR:
& submit
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£ BIR Relief Sales

Accounting / Relief Sales

[ 2 Excel File “ @ DAT File ” O Create ]

show 10 ¥ entries

Showing 1 to 5 of 5 entries

INVOICE DATE  IF  INVOICE NO.
08/11/2020 33333
08/10/2020 33333
08/07/2020 33332
08/05/2020 33233
08/03/2020 222333
Previous - Next
= BIR Relief Sales
Accounting / Relief Sales / New Entry
Select Client to Create New Relief Sales
Show 10 ¥ entries
Showing 1 to 3 of 3 entries
COMPANY l&  LAST NAME
CORRAL

ABC COMPANY

TESTING COMPANY

Previous - Next

S BIR Relief Sales

Accounting / ReliefSales / Create

COMPANY NAME

CORRAL, RUBEN BULGAR

TESTING COMPANY

ABC COMPANY

TESTING COMPANY

ABC COMPANY

FIRST NAME

RUBEN

Company : TESTING COMPANY
Last Name :
First Name :
Middle Name :
Vendor TIN : 433-223-322
Invoice Number Invoice Date Exempt
B mm/ddiyyyy 0.00
Zero Rated Taxable Net of VAT VAT Rate
0.00 0.00 0.00
Output VAT Total Sales Gross Taxable
0.00 0.00 0.00
4= Cancel | [ ¥ submit

Search:
OUTPUT VAT GROSS TAXABLE ACTION
3,000.00 28,000.00 [ Edit % Delete
5,400.00 50,400.00 [ Edit % Delete
6,000.00 56,000.00 [ Edit % Delete
720.00 6,720.00 [ Edit X Delete
2,460.06 22,960.56 [# Edit x Delete
Search:
MIDDLE NAME TIN NUMBER ACTION
BULGAR 343-322-333
134-533-343
433-223-322

& Upload Receipt:| Choose File | No file chosen
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£ BIR Relief Sales q
Accounting / Relief Sales / DAT File

[2 Relief Sales .Dat File Format

Company: FOR DEMO ONLY
TIN No....: 222-223-333-000

Reporting Dates: B~ 08/31/2020

RDO:

| Large Taxpayers Division - Makati "|

I 4= Cancel l I X submit l

________________________________________________|
£ BIR Relief Sales a
Accounting / Relief Sales / DAT File Output

£ Relief Sales Total Summary

Company: FOR DEMO ONLY
TIN Number: 222-223-333-000
RDO: 122
Reporting Dates: 08/31/2020
Exempt: 8,000.00

Zero Rated: 18,000.00
Taxable Net of Vat: 146,500.50
Output Vat: 17,580.06
= Back ] I * 2222233335082020.DAT

E 2222233335082020.DAT - Notepad — ] b4

File Edit Format View Help

H,S,"222223333","FOR DEMO ONLY",""," ","BLK-1 SUBD TEST 2","SAN JOSE DEL MONTE CITY BULACAM 3823",8000.00,18000.00,146500.50,1758
D,S,"134533543","ABC COMPANY™,,,,"BLK-1A SUBD TEST, PHASE 2","KAYPIAN, SIDM BULACAN",4000.00,3000.00,70500.50,8460.06,222223333,08/31/
D,S,"343322333", ,"CORRAL" , "RUBEN", "BULGAR", "BARIW, MALINAO, ALBAY","",3000.00,4000.00,25000.00,3000.00,222223333,08/31/2020
D,5,"433223322" ,"TESTING COMPANY",,,,"TABACO, ALBAY","",1000.00,6000.00,51000.00,6120.00,222223333,08/31/2020

7.2.6 Relief Importation

o Accounting -> B I R -> Relief Importation
Fill up the form and, click the "Submit" button to proceed in the sales table grid view list.
Click the "Create" button to add a new importation receipt then proceed to data capture. To

generate a .dat file for relief importation, click the "Dat File" button and fill up the form, then
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click the "Submit" button to process and click the "Filename.Dat" button to download the .dat

file output.

RELIEF stands for Reconciliation of Listings for Enforcement. The RELIEF module is provided by
the Bureau of Internal Revenue (BIR) to facilitate their requirement for Summary List of
Importation (SLI) which are required attachments to BIR Form No. 2550Q, Quarterly Value-
Added Tax Return.

= BIR Relief Importation

COMPANY
FOR DEMO ONLY =

YEAR:

£ BIR Relief Importation G
Accounting / Relief Importation

g [ & Excel File ”@D=.TFiIE ” © Create l

Show 10 ¥ entries Search:

Showing 1 to 4 of 4 entries

PAYMENT DATE OR NUMBER SUPPLIER TAXABLE GOODS VAT PAYABLE ACTION
08/12/2020 2233223 SAMPLE COMPAN 320,000.00 32,000.00 [# Edit X Delete
08/12/2020 3332323 ABC COMPANY 480.000.00 58,800.00 [ Edit X Delete
08/12/2020 3322332 TESTING COMPANY 231,243.75 27.749.25 [ Edit X Delete
08/11/2020 2223342 ABC COMPANY 495,000.00 58,400.00 [# Edit x Delete
Previous - Next
£ BIR Relief Importation G
Accounting / Relief Importation / Create
Supplier Payment Date . Upload Receipt:| Choose File | No file chosen
B mmsddiyyyy
Country OR Number
Import Entry Assessment Date Importation Date
B mmsddiyyyy B mmsddiyyyy
Dutiable Value Charges Exempt
0.00 0.00 0.00
Taxable Goods VAT Rate VAT Payable
0.00 0.00 0.00
4= Cancel l l X submit
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£ BIR Relief Importation

Accounting / Relief Importation / DAT File

2 Relief Importation .Dat File Format

Company: FOR DEMO ONLY
TIN NO.....; 222-223-333-000

Reporting Dates: £

RDO:

08/31/2020

[ Large Taxpayers Division - Makati

l 4= Cancel

I [ X submit

£ BIR Relief Importation

Accounting / Relief Importation / DAT File Output

[2 Relief Importation Total Summary

Company: FOR DEMO ONLY
TIN Number: 222-223-333-000
RDO: 122
Reporting Dates: 08/31/2020
Dutiable Value: 1.500.000.00
Charges: 66,243.75
Exempt: 30,000.00
Taxable Goods: 1,536,243.75
Vat Payable: 177,949.25
4= Back I [ * 2222233331082020.DAT

77| 2222233331082020.DAT - Motepad

File Edit Format View Help
H,I,"222223333","FOR DEMO OMLY™,"","","

T, U, UBLK-1 TEST 1","5@\1 JOSE DEL MONTE CITY BULACAN 3023",1500000.88,66243.75,30000.08,1536243
D,I,"123333233",08/@3/2020, "ABC COMPANY™,08/@5/20820, Australia™,>00000.00,5000.00,10000.00,495000.00,59400.00,"2223342",08/11/2020,222
D,T,"11333233",08/02/2020,"SAMPLE COMPAN",88/@4/2628,"Argentina”,300000.00,260000.00,0.00,320000.00,32000.00,"2233223",08/12/2026,22222
D,I,"11133323",08/06/2028,"ABC COMPANY",08/07/2020,"Armenia”,450000.00,40000.00,0.00,490000.00,58800.00,"3332323",08/12/2020,222223333
D,T,"1133323",88/03/2020, "TESTING COMPANY",08/05/20828,"Belgium”,250000.00,1243.75,20000.00,231243.75,27749.25,"3322332",08/12/20828,222

m] x
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8 Payroll

PAYROLL PROCESS FLOW

IMEKEEPING APPROVALS

ICESS
PAYROLL PROCESSING COMPLETED

Compute the Workhours
Distribution
RT f OT f OTND / ND

=  GEMERATE PAYSLIP
= PAYSLIP READY FOR

Regular Dan
4 i ONUINE INQUIRY

Sunday / Rest Day
Legal Heliday
OT Rate per hour based on DOLE Special Holiday

required computation Double Holiday
Legal Holiday + Rest Day
Special Holiday + Rest Day
Double Holiday + Rest Day

APPROVE

= ADD BACK PAY

=  ADJUSTMENT DEDUCTION

* OTHER INCOME PRDCECSE’E-NOF?;E;ATIGN
= LDAN DEDUCTION
= ALLOWANCES

NOTIFY PAYROLL
APPROVER

PAYROLL REPORT
CHECKING

585 Contribution
Philhealth Contribution
HDMF Contribution
G5IS Contribution NOTIFY PAYROLL APPROVE

Tax Deduction U] ERELTED REVIEWER

8.1 Data Entry

8.1.1 Adjustment Deduction

o Payroll -> Data Entry -> Adjustment Deduction
Fill up the form and click the "Submit" button to display records on the selected pay period.
Make sure the cut-off pay period from the date and to date is correct because this is
important for payroll processing to automate the adjustment deduction.Download the Excel
file and follow the format to simplify the entry of adjustment deduction in importing the file

to the system.

Click the "Create" button to pop up the entry form for data capture and click the "Delete"
hyperlink to delete a record. Duplicate employee entry in every pay period is not allowed by

the system; any changes must be deleted first, and then reentered again.
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@ Adjustment Deduction

COMPANY
FOR DEMO ONLY B

BERANCH

| BRAMCH TESTING -

CUT-OFF DATES FROM: TO:

=] 10/01/2023 2= 1041572023

& submit

Adjustment Deduction

Pay Period: 10/01/2023 to 10/15/2023 e

TEST-004 TESTA,TESTATEST 4 testing % Delete

| 2excel || 2 imporc | ¢ BRANCH TESTING

TEST-006 TEST 6,TEST 6 TEST 6 sample 500.00 X Delete

@ Adjustment Deduction

Pay Period: 10/01/2023 to 10/15/2023 G

[©creste | R excel | [ 2 Imporc | ¢ BRANCH TESTING

m EMPLOYEE NAME + Create AMOUNT ACTION

TEST-004 TEST4,TEST4 TEST 4

Employee Name 1,000.00 x Delete

TEST-006 TEST 6,TEST 6 TEST 6 v 500.00 x Delete

Adj. Amount 0.00

Remarks

‘ + Close H & Submit |

8.1.2 Add Back pay
o Payroll -> Data Entry -> Add Back Pay
Fill up the form and click the "Submit" button to display records on the selected pay period.

Make sure the cut-off pay period from the date and to date is correct because this is
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important for payroll processing to automate the add-back pay.Download the Excel file and

follow the format to simplify the entry of add back pay in importing the file to the system.

Click the "Create" button to pop up the entry form for data capture and click the "Delete"
hyperlink to delete a record. Duplicate employee entry in every pay period is not allowed by

the system; any changes must be deleted first, and then reentered again.

[ Add Back Pay

COMPANY
FOR DEMO OMNLY v

BRANCH
ERAMCH TESTING -

CUT-OFF DATES FROM: TO:
:=::) 10/01/2023 :=::| 10/15/2023

& submit

Add Back Pay G
Cut-Off Dates From: 10/01/2023 to 10/15/2023

E> | @creste || @ Excel || &import | g BRANCH TESTING

550.00

TEST-004 TEST 4, TESTATEST 4 sample X Delete

TEST-006 TEST 6, TEST 6 TEST 6 sample 1,000.00 X Delete
Add Back Pay q
Cut-Off Dates From: 10/01/2023 to 10/15/2023

l © Create ” B Excel H x Im:mr‘[] 7 BRANCH TESTING

_ EMPLOYEE NAME + Create AMOUNT ACTION

TEST-004 TEST 4, TEST4 TEST 4 Employee Name 550.00 *® Delete
TEST-006 TEST 6, TEST 6 TEST & - 1.000.00 x Delete
Amount..: 0.00
Remarks

|Q—C-:se||5uhr-t|

8.1.3 Other Income

o Payroll -> Data Entry -> Other Income
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Fill up the form and click the "Submit" button to display records on the selected pay period.

Make sure the cut-off pay period from date and to date is correct because this is important

for payroll processing to automate the other income based on the pay period. Download the

Excel file and follow the format to simplify the entry of other income in importing the file to

the system.

Click the "Create" button to pop up the entry form for data capture and click the "Delete"

hyperlink to delete a record. Duplicate employee entry in every pay period is not allowed by

the system; any changes must be deleted first, and then reentered again.

=1 Oth

™

COMPANY

FOR DEMO OMNLY

BRANCH

BRAMNCH TESTING

CUT-OFF DATES FROM: TO:

)

10/01/2023 =] 10/15/2023

& Ssubmit

Other Income Pay

Cut-Off Dates From: 10/01/2023 to 10/15/2023

E> [ @ creste || @Excel || @ import | @ BRANCH TESTING

1,500.00

TEST-004 TEST 4, TEST 4 TEST 4
TEST-005 TEST 5, TEST 5 TEST 5
Other Income Pay

Cut-Off Dates From: 10/01/2023 to 10/15/2023

Per Trip testin

i1

Locator

[ @ create |[ & excel |[ 2 1mport | ¢» BRANCH TESTING

_ EMPLOYEE NAME + Create AMOUNT ACTION

TEST-004 TEST 4, TEST4 TEST 4

TEST-005 TEST 5, TEST 5 TEST 5

Employee Name

Amount..: 0.00
Allowance Discretionary Incentive v
Remarks

“

+ Close |[ submit |

.500.00 X Delete

500.00 X Delete

1.500.00 % Delete

500.00 % Delete
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8.1.4 Other Allowance
o Payroll -> Data Entry -> Other Allowance
Other allowance setups based on selected cut-off pay periods must be correct because this is

important for payroll processing to automate the other income.

Click the "Create" button to add employees with other allowances; any changes must be

deleted first, then reentered again.

Payroll / Data Entry G

Show 10 ¥ entries Search:

Showing 1 to 3 of 3 entries

EMP ID EMPLOYEE NAME ALLOWANCE TYPE CUT-OFF FROM CUT-OFFTO AMOUNT ACTION

TEST-010 TEST 10, TEST10T. Communication 1 15 500.00 [# Edit x Delete
TEST-012 TEST12, TEST12T. Communication 1 15 500.00 [# Edit % Delete
TEST-015 TEST 15, TEST15T. Communication 1 15 500.00 [ Edit % Delete

Previous - Next
ther Al C a
Payroll / Other Allowance / Create

Employees Name

[*TEST 14, TEST 14 T | [ % TEST 4, TEST AT | [ %TESTS, TESTS T |

Allowance Type
Cut-off From Cut-off To Amount

8.1.5 Taxable (S-7.4)

o Payroll -> Data Entry -> Taxable (S-7.4)
Fill up the form and click the "Submit" button to display the record list that has been
captured. Click the "Create" button to add a new employee taxable with a previous employer

and proceed to data entry. Hyperlink "Delete" to delete a record, "Edit" to edit or modify a
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record and "Details" to view the details entries. These records are used in BIR annualization

reports like alphalist and ITR Form 2316 to consolidate employees with previous employers in

the system generating alphalist reports.

[8) 2020: Previous Employer Taxable Income

Payrall / Taxable Income

£ Taxable with Previous Employer
COMPANY
FOR DEMO ONLY h

BERANCH
BRAMNCH TESTING -

YEAR: ‘

l & Submit ]

show 10 ¥ entries Search:

Showing 1 to 2 of 2 entries
EMPID |i EMPLOYEE NAME TOTAL NON-TAXABLE TOTAL TAXABLE TAX WITHHELD ACTION
TEST-002 TEST-2, TEST-2 T. 15,000.00 100,000.00 10,000.00 [# Edit &= Details X Delete é
TEST-005 TEST 5, TESTST. 14,000.00 80,000.00 4,000.00 [# Edit &= Details % Delete

Previous n Next

2020: Taxable with Previous Employer

Payroll / Taxable Income / Create

Employee Name:

» NON TAXABLE

13th Month & Other Benefits

De Minimis Benefits 5SS, GSIS, Pag-ibig, Union Dues Salaries & Other Form of Comp.

» TAXABLE

Taxable Basic Salary

13th Month & Other Benefits salaries & Other Form of Comp. Tax Withheld

1R Cancel

| |

¥ save
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8.1.6 Non-Taxable (S-7.5)

o Payroll -> Data Entry -> Non-Taxable (S-7.5)
Fill up the form and click the "Submit" button to display the record list that has been
captured. Click the "Create" button to add a new employee non-taxable with a previous
employer and proceed to data entry. Hyperlink "Delete" to delete a record, "Edit" to edit or
modify a record and "Details" to view the details entries. These records are used in BIR
annualization reports like alphalist and ITR Form 2316 to consolidate employees with previous

employers in the system generating alphalist reports.
£ Non-Taxable w/ Previous Employer

COMPANY
FOR DEMO OMNLY =

BRANCH
BRAMNCH TESTING -

YEAR: ‘ 202d< ‘

l & submit ]

[0 2020: Previous Employer Non-Taxable Income a

Payroll / Nen-Taxable Income

E>

sShow 10 v entries Search:

Showing 1 to 3 of 3 entries

EMPID EMPLOYEE NAME TOTAL NON-TAXABLE TOTAL TAXABLE TAX WITHHELD ACTION
TEST-002 TEST-2, TEST-2 T. 118,000.00 5.000.00 0.00 [# Edit = Details % Delete @
TEST-005 TEST 5, TESTST. 80,600.00 3,000.00 0.00 [# Edit i= Details % Delete
TEST-009 TESTO, TESTOT. 73,500.00 4,000.00 0.00 [ Edit ¥= Details x Delete
Previous - Next
[ 2020: Previous Employer Non-Taxable Income G
Payroll / Mon-Taxable Income / Create
Employee Name: -

» NON TAXABLE

Gross Compensation Income Basic Statutory Minimum Wage Holiday Pay Overtime Pay Night Shift Diff.

Hazard Pay 13th Month & Other Benefits SSS, GSIS, Pag-ibig. Union Dues Salaries & Other Compensation
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8.2 Process

8.2.1 Private Ledger

o Payroll -> Process -> Private Ledger
Fill up the form and check the checkbox for the last payroll of the month to compute the
mandatory contributions like SSS, Philhealth and HDMF then click the "Submit" button to
process the payroll. The private ledger has no timesheet; its fixed salary is based on the
payroll setup in employee master data including allowances if available. After the processing
is done the system notifies the payroll approver to review the payroll result. Once the pay

period payroll is approved, it's available in the user account to view their payslip.

Note: Getting the value of the table field month and year in payroll monthly tagging is based
on date input in "DATE TO" which the system converts into month & year for saving in the

payroll register.

B Private Ledger

COMPANY
FOR DEMO OMNLY B

ERAMNCH
PRIVATE LEDGER - EXECUTIVE -

DATE FROM: TO:

i 5]

PAYROLL APPROVER

¢ (1 Tick the box if last payroll of the month to deduct 555,
Philhealth & Pagibig contribution.

& Process

8.2.2 Workhour Distribution
o Payroll -> Data Entry -> Workhour Distribution

Fill up the form and check the checkbox for the last payroll of the month to compute
the mandatory contributions like SSS, Philhealth and HDMF. Click the "Submit"
button to process the payroll and the system validates if no pending approvals of

manhour distribution before proceeding with payroll processing.
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After the processing is done the payroll staff can download the payroll register
report to check the computation, if the results are okay then they can request for
payroll review button that is available in the payroll summary viewing report. The
payroll reviewer can randomly check the payroll output, and after checking they
confirm the review to proceed to payroll final approval. Once the pay period payroll

is approved, it's available in the user account to view their payslip.

B Process Workhours Distribution

COMPANY
FOR DEMO OMNLY

BRANCH

PRIVATE LEDGER - EXECUTIVE -
DATE FROM: TO:

2z B
PAY PERIOD: PAY BASIS

== ~
PAYROLL REVIEWER PAYROLL APPROVER

g e

I:I Check if Last payroll of the month.

l & Process

Al - fe | PAYROLLREGISTER REPORT
A B C D E F G H 1 ] K L M N [

1 |PAYROLL REGISTER REPORT

2 Period From: 08/22/02023 To: 09/06/2023

employee i lasiname middename o perceniage

HE

R B8 1 5] 1 2 S B 2 o e

IB\
gge
!
g

M@ Ci—— o

8.2.3 Selected Employees
o Payroll -> Process -> Selected Employees
The payroll process of selected employees is a tool to reprocess selected employees with

changes or those employees who have negative net pay salary due to absentees without pay
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with mandatory deduction of SSS, Philhealth, Pagibig or loans. Reprocess payroll default is
without deduction of GMB's and loans, the payroll processor can decide whether the

checkbox of the deduction is required or not.

B Re-process Payroll Computation

COMPANY

FOR DEMO ONLY "
BRANCH

BRAMCH TESTING -
DATE FROM: TO: PAY BASIS:

e e -

Employee Names

I:I Check to deduct GMBE's.
I:I Check to deduct loans & deduction.

‘ & Process

8.2.4 13* Month Pay

o Payroll -> Process -> 13th Month Pay
Fill up the form and click the "Submit" button to process the 13th month's pay. Based on the
parameter input by the users, the system consolidates all approved payroll processes in the
payroll register in preparation for 13th-month pay reporting. After the processing is done,
you are now ready to generate reports located at Payroll -> Reports -> 13th Month Summary

and also the 13th Month Payslip.

B Process 13th Month Pay

COMPANY

FOR DEMO OMLY =
BRANCH

BRANCH TESTIMNG -

<

YEAR: ‘ 2029

| & Proc

o
L
i
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B Process 13th Month Pay
COMPANY

FOR DEMO OMLY il
BRAMNCH

BRAMNCH TESTING il

YEAR: 2020

& Process

«F Report of 13th month pay for the year 2020 is now available!

8.3 Reports

8.3.1 Payslip

o Payroll -> Reports -> Payslip
Fill up the form and click the "Submit" button to generate employee payslips. Save the
payslip to pdf format as a backup copy or for printing as an employee payslip copy. If the
employee setup is paperless, no need to give them a pay slip because it is already available

in the user account.

The employee payroll report payslip is a document that details the income and deductions
for an employee for a specific pay period. It includes information such as gross pay,
deductions for taxes, Social Security, and other deductions, net pay, and year-to-date totals
for wages, taxes, and deductions. This information is used to ensure compliance with the law
and to provide employees with a record of their wages, deductions, and net pay. The payslip
also serves as a record of the employee’s income and deductions for the year and is often

used for tax purposes.

COMPANY
FOR DEMO OMLY =

BRANCH

BERAMCH TESTING -

PAY BASIS: -~

DATE FROM: TO:

i mm/dd/yyyy =2 mm/dd/yyyy

& Submit
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8 Employee's Payslip

Payroll / Payslip

MANE PoSmON JoesTE and
BASIC BAY: ST Reguiar sme: 10400 | OTHER INFO OTHER EARNINGS
s 100 DEDUCTIONS: OVERTIME DETAILS: no. of haurs amounts  Allowance: 280
W 66203 WiTax 000 | RegularoT: [ 0N Comm. Alowance: o
sLP: 000 ssE: 76500 | OTHD: oz 0M P Trip: oo
CVERTME: 000 HOMF: 10000 | ight dif: o 000 Discretionary: 600000
suB.TaTAL: BS0640  Phibcaltn: 4K | Restday LL 000 Hazard Pay oo
558 Loan: 000 | Restday ND: os0 000 Project Alcwance: 3T
588 Cal Loan: 00 | ResdayOT: [ am e 1)
HOMF Loan: 0.00 Restday OTND: L LM Spwr Allwance: oo
HOMF Cal Loarc 0.00 Haicay (Legal): oo om o STE oo
(OTHER EARNINGS: 105680 (ther Deductions: 0.00 Holicay (Legal) ND: (L] LM Housing Allowance: 0m
TOTAL DEDUCTIONS: 12008 Halicay (Legal) OT: oo 0B Add Back oo
Halicay (Legal) OTND: oo o THER DEOLICTIONS:
Holiday (Special): 0o o .
CA: 0m
Haiicay (Special) ND: i Lt o
Holicay (Special) OT: ow o HMO
GROSS PAY: 9,194.30 NETPAY:  mrsmst | o . om Merf\ul. :.z
Hoiicay (Resday oo ™ ;:- s
Holicay (Reswday) ND: oo oo
Ha::‘ ) . 2o DALED :.z
LEAVE BALANCE .
a 1 YTD GROSS INCOME Hlicay (Rastiay) OTH: oo - ﬁ,‘,. o
b : Wiy (SHARGay): o LT om
o ' 151,553.60 Hickay {SHERday) NC: om [ o
Haiicay (SH&Ray] OT: oo co . .
Holicay (SH&Rday)OTND 0.0 o
Halicary (Double): L] on
Holiciy (Double) ND: o o
Halicary (Double) OT: o o
Halicay (Double) OTND: oo (1)

RN DATE: 023
FAYROLLFERIOD: 04272028 Ta: 10-11-2023

. ——

TAKE HOME PAY: 17.984.94

RECEIPT FOR PAY:

I Rty acknowbesga b have recisved fia
‘amount tated v and have R fuher dms or
senvices

Signature

© HRIS & Payroll System v.02

1 Powered by: www.hr-payroll.net

8.3.2 Summary

o Payroll -> Reports -> Summary

Fill up the form and click the "Submit" button to generate a Payroll Summary Report. After

the processing is done click the "Excel" button to export the report in an Excel file.

The Payroll Report Summary is to provide a concise overview of a company's payroll activity.

It typically includes information such as total wages paid, employee hours worked, payroll

deductions, taxes paid, and more. This report can be used to assess the financial health of a

business, identify trends in payroll spending, and inform strategic decisions.

W Payroll Summary Report

COMPAMNY
FOR DEMO OMNLY

BERAMNCH

BRAMNCH TESTING

PAY BASIS:

DATE FROM:

|

mm/ddiyyyy

TO:
iz

mm/dd yyyy

& Submit
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@mp

Payroll / Payroll Summary

Il Report Summary

Q_

iz, 202 5231 pm
BRANCH TESTING
PAYROLL SUMMARY REPORT
Pay Period From: 01/16/2020 To: 01/31/2020 (MONTHLY)
DEDUCTIONS
Emp 1D Employee Name's Basic Pay  Allowance ND Pay OTPay  Other Pay Adj. Loans Tax S85  Pagibig  Philhealth  Total Deduet Grass Pay Net Pay
TEST-010 TEST 10, TEST10T. 20,000.00 3,500.00 0.00 0.0 0.00 0.00 1.000.00 1.708.25 B00.00 100.00 800.00 4.208.25 23.500.00 19.201.75
TEST-006 TESTE. TESTET. 17.500.00 5,000.00 0.00 000 0.00 0.00 0o 1.13160 B0D.00 100.00 525.00 2,558.80 22,500.00 18.943.40
TEST-007 TEST7.TESTTT. 15,000.00 4,000.00 0.00 0.00 Q.00 0.00 1,000.00 64560 B00.00 100.00 450.00 2,806.60 19,000.00 16,003.40
TEST-008 TESTB. TESTAT. 17.740.00 6,652 64 0.00 000 0.00 0.00 0o 117145 B0D.00 100.00 586.10 263755 2438264 2175508
TEST-009 TESTS. TESTAT 22,500.00 5,000.00 0.00 000 0.00 0.00 00 231450 B0D.00 100.00 875.00 388950 27.500.00 2361050
TOTAL 92,740.00 2418264 o000 .00 0.00 0.00 2,000.00 £972.40  4000.00 500.00 men 16,288.50 116,892.84 100,604.14
A B C D E F G | ] K L M N
1 BRANCH TESTING
2 Pay Period From: 01/16/02020 To: 01/31/2020
El DNo.  Employee Name's  Basic Pay  Allowance OTPay  OtherPay  Adjustment Loans  TaxWithheld ~ S8S Pagibig  Philhealth  Gross Pay
4 |TEST-006 TEST6, TEST6T. 17,500.00 5,000.00 0.00 0.00 0.00 0.00 0.00 1,131.60 $800.00 100.00 525.00 22,500.00
5 |TEST-007 TEST7,TEST7T. 15,000.00 4,000.00 0.00 0.00 0.00 0.00 1,000.00 646.60 $800.00 100.00 450.00 19,000.00
6 |TEST-008 TESTS, TESTAT. 17,740.00 6,652.64 0.00 0.00 0.00 0.00 0.00 117145 $800.00 100.00 566.10 24,392.64
7 |TEST-009 TESTS, TESTST. 22,500.00 5,000.00 0.00 0.00 0.00 0.00 0.00 2,314.50 $800.00 100.00 675.00 27,500.00
§ |TEST-010 TEST10,TESTIOT. 20,000.00 3,500.00 0.00 0.00 0.00 0.00 1,000.00 1,708.25 $800.00 100.00 600.00 23,500.00

92,740.00

24152.64

6,972.40

2,816.10

116,892.64

19,943.40
16,003.40
21,755.09

23,610.50
19,291.75

8.3.3

o Payroll -> Reports -> Allocation

Allocation

The purpose of payroll allocation is to distribute and allocate the payroll expenses to different

departments or cost centers within an organization. This is done to accurately track and

report the costs associated with each department or cost center, and to ensure that the

expenses are allocated fairly and equitably.

lshl Budget Allocation

COMPANY

FOR DEMO ONLY

PERIOD FROM

&

mm/dd/yyyy

PERIOD TO

B mm/ddiyyyy

® submit
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[8 Budget Allocation a
Payroll / Allocation

PRECAST INFRASTRUCTURE GENERAL & ADMIN S
S o [t | e | BERG ow | me ] o | ST o | T
n 0.00 000 92.504 47 asmMis o000 .00 ooo 000 or 07825
T 4238205 2128121 o.00 0.00 0.00 L] 060 0.00 63,634.18
1 40,562.08 2106178 20,907 52 11,35382 0.00 L] 000 0.00 H3,875.16
L] 113,009 90 2902687 000 000 0.00 .00 ooo 000 142,126.77
£ 28820431 000 40747058 0.00 102,047.16 00 000 0.00 708,221 65
GRAND TOTAL => " 484,309 82 7135984 621,291 87 16,926 60 102,047 16 000 000 0.00 118483199

PRECAST INFRASTRUCTURE GENERAL & ADMIN F

HEAD BASIC PAY & BASIC PAY & BASIC PAY & BASIC PAY &

BRANCH NAME COUNT ALLOWANCES ALLOWANCES OT PAY ALLOWANCES OT PAY ALLOWANCES
0.00 92,504.47 4571.78 0.00 97,076.25
21,281.21 0.00 0.00 0.00 63,634.16
29,026.87 0.00 0.00 0.00 14212877
0.00 407,879.58 0.00 102,047.16 696,174.49
21,051.76. 20,907.52 11,353.82. 0.00 93 ,875.16

521,201.57 15,925.60 102,047.16

8.3.4 Approval Summary

o Payroll -> Reports -> Approval Summary
The payroll approval summary is a total payroll summary of basic pay, OT pay, allowances,
withholding tax, SSS, PhilHealth, pagibig, and loans & other deductions that are displayed on

the approval screen.

&1 Approval Payroll Summa

Payroll / Appreval Summary q

100% +

TOTAL PAYROLL SUMMARY

Basic Pay 496,054.01
OT Pay 127,502.12
Allowance 15,266.80
ND Pay 4,732.57
Other Allowanca 147,080.72
Per Trip incentives 0.00
Locator Alfowance 0.00

Discretionary Incentives 61,000.00

Adjustment Pay 5,217.92
GROSS PAY =>

LESS:
Withholding Tax 11,602.48
sss 43,807.50
PhilHealth 19,611.55
Pagibig 6,000.00
Loans & Other Deduction 8,763.08
Total Deduction 88,784.61

768,059.53
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8.3.5 UB ATM Summary
o Payroll -> Reports -> UB ATM Summary
Generate UB (Union Bank) ATM Summary is available after the payroll is approved, the output

format is based on the template provided by the bank for online uploading.
@ UB ATM Summary

COMPANY
FOR DEMO ONLY B

BERANCH

BRANCH TESTING -

CUT-OFF DATES FROM: TO:

B mm/dd/yyyy B mm/dd/yyyy

[ @ Generate l

8.3.6 Group by Department

o Payroll -> Reports -> Group by Department
The purpose of grouping payroll by department is to effectively manage and track the payroll
expenses and activities of different departments within an organization. This allows for better

financial control, budgeting, and decision-making.
W Payroll Group Summary Report

COMPANY
FOR DEMO OMNLY -

ERANCH

BERAMCH TESTING -

PAY BASIS: ~

DATE FROM: TO:

22} mm/ddiyyyy 22} mmsddiyyyy

& Ssubmit
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Payroll / Payroll Summary

Group Report Summary by Department

Rped 26, 2022 10:08:35 pm
BRANCH TESTING
PAYROLL GROUP REPORT SUMMARY BY DEPARTMENT
Pay Period From: 01/16/2020 To: 01/31/2020 (MONTHLY)
DEDUCTIONS

DeptEmp D Empicyes Names BasicPay  Allowsnce  NDPay  OTPay  OtherPay Adj Loans Tax 555 Paghig  Philhesith  TosalDeduct  Gross Pay Net Pay
HRD
TEST-008 TESTH, TESTET. 17,740.00 685264 050 oo 000 0.00 000 147145 8000 10000 566.10 283755 2430264 2175509

Sub-Total: 17,140.00 [rean (1) 000 .00 050 000 147145 80000 10080 B610 263788 2430284 2178609
MIS-ICT
TEST010 TEST 40, TESTHO T, 20,00000 350000 000 o000 (1) 000 100000 170825 8OO0 10000 60000 420825 2350000 1929175
TEST-008 TESTO, TESTAT. 22,500.00 500000 000 000 [ 0.00 000 231450 BIO0D 10000 7500 3889.50 750000 23E050

Sub-Total: 42,500.00 4,500.00 1) 000 .00 050 100000 402276 480000 20080 127800 (L 5100000 4200228
PURCHASING
TEST-006 TESTH TESTET. 17,500.00 5,000.00 Q.00 000 0.00 0.00 0.00 113160 B800.00 100.00 525.00 2558.680 2250000 1984340
TEST-007 TEST7,TESTTT. 15,000.00 4,000.00 Ly 000 (1) 000 100000  BMEED  BOOOD 10000 45000 200680 1900000 1600340

Sub-Total: 32,800.00 4,800.00 1) 000 .00 ab0 100000 477A20 160000 20080 7800 585120 50000 I5MEH0

GRAND TOTAL: 42 740.00 24,15264 00 000 n.oa 0.00 2,000 00 697240 4,000.00 800.00 281610 16,288 80 116,892 64 100,604.14

8.3.7 Monthly Summary

o Payroll -> Reports -> Monthly Summary

The purpose of a payroll monthly summary is to provide a comprehensive overview of the

payroll activities and expenses for a specific month. It serves as a record and analysis tool for

the payroll department and management. The summary typically includes key information

such as the number of employees, hours worked, wages and salaries paid, deductions made,

taxes withheld, and any other relevant payroll-related data.

Monthly Payroll Summary Report

COMPANY
FOR DEMO ONLY

BRANCH

BRAMCH TESTING

MONTH:

YEAR:

& submit
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W Maonthly Payroll Summary

Executive / Reports

w20 S0 pm
BRANCH TESTING
MONTHLY PAYROLL SUMMARY
For the month of January, 2020
DEDUCTIONS
DuptlEmp D Employes Names. BasicPay  Alowsnce  NDPay  OTPsy  OtherPsy Ad Leans Tax 55 Paglig Philneslth Total Deduct  Gross Pay Kot Pay
HRD
TESTOM  TEST4,TEST4T seo0o0 2700000 am 156250 000 000 200000  7AZEEZ G000 10000 G000 M3A2  GRSGRS) 7122288
TESTO08  TESTS TESTET w000 18284 am 200000 000 0.0 000 37E470 BODI0 10000 SAMD 522080 SRAEZBL  4BETIE4
TESTOM  TESTA, TESTAT. 13,0000 smo0 e 25000 000 000 000 0I0 S000 1000 18500 BSO0 MASIE 13E1EIS
TEST-003 TEST.3, TEST-3 T 18,900.00 5.400.00 Q.0 568.74 0.00 0.00 0.00 000 TE0.00 100.00 28350 1,14350 24 BBE. T4 BIEM
SubTotsl:  AZNBA000  4TOT2Ee  EB126 43124 000 000 200000 143843 200000 40000  18S4E0  1B83892  7ETEA3 18723821
MIS-ICT
TESTOI0  TESTI0,TESTIOT apooe 700000 o 0 000 000 200000  41TEN B000 10000 BO000  TETEM  AESSRE  ADEARIS
TESTO0S  TESTS.TESTST 43000 540000 128250 000 000 0.0 000 GEEED  AODI0 10000 450 196130 d0SE 280
TESTO08  TESTa TESTST ssomoo 1000000 am 000 000 000 000 S0z27 AOMM0 10000 BTS00 GASTTS  SEO0000 460225
Sub-Total 10830000 2&0L00 128280 000 o0 000 200000  8ASSES 240000 0000 163980 18216 13452086 1BZ8SE0
PURCHASING
TEST-006 TESTH, TESTET. 35,000.00 10,000.00 g0 K] 000 0.00 0.00 274760 80000 100.00 525.00 4172680 456310 4145841
TEST-O7 TEST7,TEST7T. 30,000.00 8,000.00 L] 0.00 .00 0.00 2,000.00 158320 80000 100.00 450.00 431320 38.,000.00 33,086.80
TEST-002 TEST:2, TEST-2 T. 16,200.00 5,840.00 L] 000 0.00 0.00 2.400.00 000 64000  100.00 24300 3.383.00 22.140.00 1B,757.00
U sbTws MBM ASEN 080 BAM 600 000 44DBD  AOE 2200 00D  2NAOD  t24AM0 ASTTD saM2a
‘GRAND TOTAL: 314,140.00 041284 196178 smza 0.00 0.00 B40000 2888078 7.840.00 100000 4210 4724288 416,067.10 WEEAT

8.3.8 Monthly Labor Cost

o Payroll -> Reports -> Monthly Labor Cost

The purpose of monthly labor costs is to track and analyze the expenses related to employee

wages and benefits within a given month. This information is crucial for businesses to

understand and manage their financial resources effectively.

lsbl Monthly Labor Cost

COMPANY
FOR DEMO ONLY

Month

Year

& submit
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2 Export to Excel

00%  + 9]
HEAD ALLOWANCES OTHER PER TRIP 13TH MONTH
BRANCH NAME DEPARTMENT COUNT BASIC PAY OT PAY INCL. 13 MONTH  ALLOWANCES INCENTIVE ADJ. PAY ‘GROSS PAY GMB PAY
Indirect
_ 1 70,00000 000 0,00000 650000 000 0.00 106.500.00 0.00 833333
SUB-TOTAL 1 70,000.00 0.00 30,000.00 6,500.00 0.00 0.00 106,500.00 0.00 833333
TOTAL 1 70,000.00 0.00 30,000.00 6,500.00 0.00 0.00 106,500.00 0.00 833333
Indirect
_ 1 40,000.00 0.00 0.00 6,500.00 0.00 0.00 46,500.00 3,780.00 333133
. _sweTomL 1 dopoadd ob0 000 Es0000 000 080 4650000 57EO00 333333
TOTAL 1 40,000.00 0.00 0.00 6,500.00 0.00 0.00 46,500.00 3,780.00 333333
Direct
1 17ATTT 5,017.96 0.00 6,000.00 0.00 0.00 28,195.67 2,088.97 1431.48
3 42,768.00 15,810.30 1,4%4.00 7.382.00 0.00 0.00 67.464.30 5,146.20 3,688.50
C__ SBTOW 4 s mamx M@ uaeo __om oo ssemy _ Tmsn _ siess
Indirect
_ 2 5T 2107.70 46044 5040.00 000 000 5348000 5497.07 385260
L _SUBTOTAL 2 45TTATE 2470 444 50000 000 080 S348080 549787 385380
TOTAL [] 105,719.47 23,025.96 1,963.44 18,432.00 0.00 0.00 149,140.87 1273344 897358
GRAND TOTAL => 8 215,719.47 23,025.96 3186344 31,432.00 0.00 0.00 302,140.87 16513.14 20,640.24

8.3.9 Monthly Tax Withheld

o Payroll -> Reports -> Monthly Tax Withheld

Monthly tax withheld in the Philippines is to ensure that employees' income taxes are

deducted and remitted to the government regularly. This withholding tax system helps the

government collect income taxes efficiently and ensures that employees meet their tax

obligations.

Generate Monthly Tax Withheld

COMPANY

FOR DEMO ONLY ~
BRANCH
[ BRANCH TESTING v

MONTH:

YEAR:

& submit
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Last Kame

First Neme

Widdl Name

8.3.10 Y-T-D Department

o Payroll -> Reports -> Y-T-D Department

Hiring Date

RasicPay

Annual Salary  Compensafion

ERE
1T
W
15208
1208
BAE

151344

Stiutory  Holidey Py,
Minimam Wage ~ Overtime Pay,
for Minimum  Night Differential
TotalAmauntof  Wage Eamers  Pay, Hazard Pay
MWE's) (for M s onl)
ARB3
1145
SHTE
5414
551265
116014
571841

13th Month Pay & De Minimis

Ofher Benefits Benefit

SSSGSSPHC D
MF, Mandatory

Contribution &

Urion Dues

Employee Share

Philhealth EE Only

Fill up the form and click the "Submit" button to generate the Year-To-Date Monthly Payroll

group by department.

Year-to-date monthly payroll by department is a report that allows employers to track their

financials and payroll expenses by department, month-by-month. This information can be

used to analyze labor costs, and payroll trends, and calculate the budget for each

department. It can also help employers identify areas of cost savings and highlight areas

where additional employees may be needed.

COMPANY

FOR DEMO OMNLY

BRANCH

W Y-T-D Monthly Payroll by Department

[ BRAMCH TESTING

YEAR:

& Ssubmit

W Year-To-Date Monthly Payroll by Department

Executive / Reports

BRANCH TESTING
YEAR-TO-DATE MONTHLY PAYROLL BY DEPARTMENT

For the year 2020

AprlZ, 22 G083 pm

DEDUCTIONS

P Count Basic Pay ascwance WD Pay oTPay  cmarray A Loans T sss  Paginig Pringann ol Deduct Gross Pay Nat Pay
HRD
Januany Il 178000 aramaee aa125 4wz L w00 200000 138432 250000 anoco nesan 1es3asa 17arTR IS 1572831
Fabary [l 1m0 55000 65625 om o w00 200000 10.045.50 282000 0000 180000 1706550 188156.25 1amas
aren, . 12510000 s6.m00 1250 om Tsmo0  3sono0 2m0a00 1178800 286000 ano0 pamon 2230800 1e0mz 50 18113850
apet 2 1240000 73000 1250 am L w00 200000 a1 282000 ano0 80800 1mg3 11 17655006 1579508
may . 1232000 ssrmo a25.00 153428 o 00 20000 1053800 288000 ano00 84800 1786600 17207338 15441228
Jure. 3 10200 46,200 am0 am [ non 2m0a00 105300 232000 30000 es300 158100 15840000 13958900
Juty 3 1000 aapmo0 om0 am om0 o0 20000 1103050 160000 2000 Lam0 1524050 14770000 134m0
August 2 raETso0 naws am am om0 a0 o Tesa 180000 20000 niseaz 10887.43 [ETEE) 1o 14507
September 2 8200000 41.0m00 om0 am L w00 aoa 1053800 180000 20000 n3s000 1371800 13300000 nazszo0
Qctater z sE0m00 2m0m00 000 om o 00 oo rarars 0000 10000 son00 BETATS s40000 s 125
Novembar 4 s000000 150000 000 om [ non aoa azeise oo ey o000, 29150 50000 a8 50
Dcambar 1 4000000 15,0000 om0 am om0 w00 L) 3750 0000 om0 Bo0.00. 20080 500000 4a708 50
sub-Totat: 114851500 ass50.1¢ 2as750 smsa TEen0  asese 140000 asmem nso0ee 330000 wEETIz  mamn 162554872 15735051
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MISICT

January 3 130000 224m00 120250 om om0 o0 200000 240000 0000 16050 1623515 13452086 e zasE0
Febrary 3 107 50000 220m00 1,081.25 om om0 o0 200000 240000 0000 ez 1550260 13088025 M5 178EE
March 3 1820000 22m00 120250 am 280000 B0n.00 20000 240000 0000 e 1886875 13548250 1821278
At 3 10830000 224m00 120250 om om0 o0 200000 240000 30000 63w 16.867.85 13828073 nasEEs
May 3 10840000 222m00 12375 om om0 o0 200000 240000 30000 e 1585078 13183750 ME188TE
June 3 B4 2m0 128250 om om w0 200000 240000 0000 162800 1586875 13188250 1822278
Juty 3 10830000 24m00 13875 om om 000 200000 852230 240000 30000 163850 1586180 13303875 n7.17898
August 3 750000 220m00 122625 am om0 w0 200000 814530 240000 0000 1EnzEn 1545270 13072625 MEZEREE
September 3 10840000 23000 120280 om om0 oo 200000 EEEE 240000 w000 1EBm00 1585875 13188250 NEZZTE
Gctater 3 130000 224m00 120375 om om0 o0 200000 351330 240000 0000 15350 1585280 1280375 17.14095
November 3 750000 220m00 147000 am om0 won 200000 ERE-E 240000 0000 ez 1544645 13087000 M5zza8E
Decamber 3 750000 220m00 11375 am om0 won 200000 518810 240000 0000 ez 155160 13081375 ME1215

SubTotal: 13015600.00 WEAOD0  18GTLTE om 288000 @00 2400000 11388196 mgoose 180080 RLCEL R T 1,8050.4 140090548

Page 1012

DEDUCTIONS
> Comt Basic Pay Asswance WO Pay OTPay  OtharPay Ad Loans Tax 585 Paginip Prilhaalth  Total Doduct Gross Pay Not Pay
PURCHASING
January 3 8170000 13000 000 101 o0 o0 40000 43130 234000 0000 12800 1246880 10577000 R
Fabrary 3 800000 235000 000 om om0 oo 440000 43808 230000 w000 120000 1225306 10350000 9124656
March 3 285050 7m0 000 om 100000 130000 440000 421308 222000 0000 120900 13684206 10757050 ssz2845
et 3 8120000 2330000 000 om om0 oo 440000 47m3s 224000 0000 1200 1287835 10764000 T
My 3 8080000 1rmm 000 EE om0 won 440000 4108 222000 0000 120800 1228208 10441378 =i
June. 3 8080000 EERET) 000 om om0 o0 440000 41508 222000 30000 120800 1228208 10432000 2o
July 3 120000 1300 000 am om0 won 440000 41808 224000 0000 1200 123m08 10514000 st
August 3 BE000 nmm 000 om om w0 440000 41808 2z000 0000 120800 1228208 10432000 s "
‘Seplember 3 8080000 170m a0 oo 000 w0 440000 415305 22000 0000 120000 1228208 10422000 20756
October 3 8120000 233000 a0 oo 000 w0 440000 418305 224000 0000 121800 123106 10514000 285
Navember 3 000000 2350000 a0 oo 000 o0 440000 418208 220000 0000 120000 122806 10350000 9124656
December 3 000000 235000 a0 oo 000 w0 440000 415305 220000 0000 120000 122508 10350000 9124656
SubTotal: 700550 28426000 [ 2876 10000 13000 52,500.00 062165 /ECOM 350000 ASTHE 14349885 125313528 11093661
GRAND TOTAL: JAMAESE 100RSNAE 1BMAIS BRI 13M00 5400 91,500.00 Zaamn TIIE0M A0 5058672 511,066.82 s 396959660

8.3.11 13 Month Summary

o Payroll -> Reports -> 13th Month Summary
Fill up the form and click the "Submit" button to generate the 13th Month Pay Summary
Report.

The 13th Month Pay Summary Report is an important financial document that provides an
overview of the employee's 13th month pay benefits. This report is used to track and report
the total amount of 13th month pay, and any other associated benefits, that an employee has
received over the year. It also serves as a record of the employer's compliance with applicable

labor laws and regulations.
B 13th Month Summary Report

COMPANY
FOR DEMO ONLY b

BRANCH

BRAMNCH TESTING -

YEAR TYPE OF COMPUTATION

[ & submit ]
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13th Month Summary Report (12 Month Period) a

Payrall / 13th Month Pay

Tuesday, Apel 26, 2022
BRANCH TESTING

13th Month Summary Report for the Year: 2020
Emplayes Names January  Fobruary March Aprl May June Juy  August  September  October  November  December  TotalAmount  13th Month
1 TEST10, TEST1OT. 47,000.00 47,000.00 47,000.00 47,000.00 47,000.00 47,000.00 47,000.00 47,000.00 47.000.00 47,000.00 4700000 47,000.00 564,000.00 47,000.00
2 1S4, eSS40 LI& LY 2, buu. b, LUU TR a0 oUW IR UIAT) A7,3835. M U0 AL i) uu wwm G BTy BU.8USED
3 TESTS, TESTST. WI0000  7TSND0  ZBEOOD0 2870000 2RE000D  28E0000 2870000 2750000 2BAOOO0 270000 2750000 2750000 34320000 28,50000
4 TESTE.TESTET. 4500000 4500000 4500000 4500000 4500000 4500000 4500000 4500000 4500000 4500000 4500000 4500000 540,000.00 4500000
5 TEST7.TESTTT. 3800000 300000  3E00000  3BO0000  3A0000D 3800000 3800000 3400000 300000 3800000  3BO0DOD  3A000.00 45600000 38,00000
& TEST8.TESTET. 5188264 SSO0000  SS00000  SS00000  SS00000  SS00000 5500000 5500000 5500000 5500000 5500000 5500000 65688264 5474105
7 TESTS.TESTET. SS00000  SSO0DD0  SS00000  S500000 5500000 SS00000 5500000 5500000 5500000 5500000 5500000 5500000 860,000.00 55,00000
8 TEST-A, TEST-AT. 1300000 1250000 1300000 1350000 1300000 0.0 0.0 0.0 0w 000 000 000 £5,000.00 541867
9 TEST-2, TEST-2T. 16.200.00 15,000.00 15,600.00 16,200.00 15,600.00 15,600.00 16,200.00 15,600.00 15.600.00 16,200.00 15.00000 15,000.00 187,800.00 15.650.00
10 TEST-3, TEST-3T. 24,300.00 22,500.00 23,400.00 24,300.00 23,400.00 23400.00 11,700.00 0.00 Q.00 0.00 000 0.00 153,000.00 12.750.00
Over-All Total => MTSIIES  3SA00O00  3SEEDO00 38130000  SASESON0  ITREMG0  JGEA0080  BNAALTE 34320000 38,4000 232 500.00 72 500.00 423073638 6256437

8.3.12 13t Month Payslip
o Payroll -> Reports -> 13th Month Payslip
Fill up the form and click the "Submit" button to generate the employee's 13th-month pay

payslip.

The 13th-month payslip is a document that employers use to show their employees the total
amount of money they have earned in the last 12 months' basic salary. The 13th-month
payslip is an important part of an employer's compensation package and is a way for them to

show their appreciation for their employees.

COMPANY

FOR DEMO ONLY r
YEAR TYPE OF COMPUTATION

2020 12-Month Period V‘

® submit ‘
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TEST10, TEST10T.
13th Month Payslip for Year: 2020

BCODE MONTH BASIC PAY ALLOWANCE TOTAL
s January 40,000.00 7,000.00 47,000.00
Z777 February 40,000.00 7.,000.00 A47,000.00
ririra March 40,000.00 7,000.00 47,000.00
Z777 April 40,000.00 7.,000.00 A47,000.00
ririra May 40,000.00 7,000.00 47,000.00
s June 40,000.00 7,000.00 47,000.00
ririra July 40,000.00 7,000.00 47,000.00
s August 40,000.00 7,000.00 47,000.00
777 September 40,000.00 7.000.00 47,000.00
ririra October 40,000.00 7,000.00 47,000.00
s Movember 40,000.00 7,000.00 47,000.00
ZZZZ Drscemibesr 40,000.00 7.,000.00 47,000.00

Over-All Total: 564,000.00

13 Month Pay: 47,000.00

Employee Signature / Date

8.4 Remittances

8.4.1 SSS Contribution

o Payroll -> Remittances -> SSS Contribution

Fill up the form and click the "Process" button to generate monthly SSS contributions. Click

the "Export to Excel” button to download the Excel-generated SSS monthly contribution

report.

The Philippines Social Security System (SSS) requires employers and employees to make

monthly contributions to provide basic social security benefits to its members. The

contributions are used to fund a range of benefits including disability, death, retirement, and

maternity.

&

[¥a]

COMPANY
FOR DEMO ONLY

BRAMNCH

Aonthly Contribution

BRANCH TESTING

MONTH:

YEAR:
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1777 -5

Contribution e
Payroll / 58§

7 For the month of January, 2020

34-3432223-2 03/20/1984 TEST 10 TEST10 TEST 10 30.00 2,430.00
1-1111111-4 07/10/1996 TEST 4 TEST 4 TEST 4 800.00 1.600.00 30.00 2,430.00
1-1111111-3 06/03/2004 TESTS TESTS TEST 5 800.00 1.600.00 30.00 2,430.00

11-1111111-6 07/10/1996 TEST 6 TEST6 TEST 6 800.00 1.600.00 30.00 2,430.00

11-1122231-1 03/09/1994 TEST7 TEST7 TEST 7 800.00 1.600.00 30.00 2,430.00
1-113442341 02/08/1989 TEST 8 TEST 8 A 800.00 1.600.00 30.00 2,430.00

11-2222222-1 06/15/1993 TEST9 TEST9 TEST 9 800.00 1.600.00 30.00 2,430.00

11-111111141 01/02/1973 TEST-1 TEST-1 TEST-1 540,00 1.080.00 10.00 1,630.00
11-1111111-3 07/06/1976 TEST-3 TEST-3 TEST-3 30.00 2,310.00

T T T
A B C D E F G H I
1 |[Employer's Name : FOR DEMO ONLY
2 |Address : KAYPIAN, SAN JOSE DEL MONTE CITY, BULACAN
3 |SSS Er No. : 02-3417027-2
4 |BIR Er No. 1 222-323-333-000
5 Telephone No. : [
6
7 $ 8 8 PREMIUM REMITTANCE FOR ALL EMPLOYEE'S
8 FOR THE MONTH OF JANUARY, 2020
9 555 NO. BIRTH DATE LAST NAME FIRST NAME MIDDLE NAME EMPLOYEE EMPLOYER EC TOTAL
10 |34-3432223-2  03/20/1984 TEST 10 TEST 10 TEST 10 B800.00 1,600.00 30.00 1,630.00
11 |11-1111111-4  07/10/1996 TEST4 TEST4 TEST 4 800.00 1,600.00 30.00 1,630.00
12 (11-1111111-5  06/03/2004 TESTS TESTS TEST 5 800.00 1,600.00 30.00 1,630.00
13 |11-1111111-6  07/10/1996 TEST G TEST G TEST 6 800.00 1,600.00 30.00 1,630.00
14 |11-1122231-1  03/09/1994 TEST7 TEST7 TEST7 800.00 1,600.00 30.00 1,630.00
15 |11-1134423-1 02/08/1989 TEST & TEST S TEST & 800.00 1,600.00 30.00 1,630.00
16 |11-2222222-1 06/15/1993 TESTS TESTS TEST S 800.00 1,600.00 30.00 1,630.00
17 |11-1111111-1  01/02/1973 TEST-1 TEST-1 TEST-1 540.00 1,080.00 10.00 1,090.00
13 |11—1111111—2 03/17/1970 TEST-2 TEST-2 TEST-2 640.00 1,280.00 30.00 1,310.00
19 [11-1111111-3  07/06/1976 TEST-3 TEST-3 TEST-3 760.00 1,520.00 30.00 1,550.00
20 7,540.00 15,080.00 280.00  15,360.00
21
22
23
ZZZ7 - S8 Contribution () 4

8.4.2 HDMF Contribution

o Payroll -> Remittances -> HDMF Contribution
Fill up the form and click the "Process" button to generate monthly HDMF contributions. Click
the "Export to Excel" button to download the Excel-generated HDMF monthly contribution

report.

The monthly HDMF Contribution is to provide financial security to members in the form of a

pension fund. The fund is managed by the Home Development Mutual Fund (HDMF), also
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known as the Pag-IBIG Fund, a government-mandated savings program. The fund is used to
provide members with benefits such as housing loans, calamity loans, and other forms of
financial assistance. Members are required to contribute a percentage of their salary to the

fund every month, and employers are also required to make contributions.

£ HDMF Monthly Contribution
COMPANY
FOR DEMO ONLY N
BRANCH
BRANCH TESTING -
MONTH: - YEAR:

| & submit |

- HDk

Payroll / HDMF a

Excel |

o For the month of January, 2020, January, 2020

1111-1111-1111 01/02/1973 TEST-1 TEST-1 TEST-1 00.f 100.00 200.00
1111-1111-1112 03/17/1970 TEST-2 TEST-2 TEST-2 100.00 100.00 200.00
1111-1111-1113 07/06/1976 TEST-3 TEST-3 TEST-3 100.00 100.00 200.00
1111-1111-1114 07/10/1996 TEST 4 TEST 4 TEST 4 100.00 100.00 200.00
1111-1111-1115 06/03/2004 TEST S5 TEST S5 TESTS 100.00 100.00 200.00
1111-11111117 07/10/1996 TEST 6 TEST 6 TEST 6 100.00 100.00 200.00
3435-4354-3543 03/09/1994 TEST7 TEST7 TEST7 100.00 100.00 200.00
3543-2565-4643 02/08/1989 TEST & TEST8 TEST S8 100.00 100.00 200.00
5423-5653-2546 06/15/1993 TEST9 TEST 9 TEST 9 100.00 100.00 200.00
5542-2545-6356 03/20/1984 TEST 10 TEST 10 TEST 10 100.00 100.00 200.00

A B C D E F G H
1 |Employer's Name : FOR DEMO ONLY
2 |Address : KAYPIAN SAN JOSE DEL MONTE CITY BULACAN
3 |SSS Er No. : 023417027 2
4 |BIR Er No. 1 222-223-333-000 |
5 |Telephone No. B
6
7 HDMF PREMIUM REMITTANCE FOR ALL EMPLOYEE'S
8 FOR THE MONTH OF JANUARY, 2020
9 PAG-IBIG NO. LAST NAME FIRST NAME MIDDLE NAME
10 |5542-2545-6350 03/20/1934 TEST 10 TEST 10 TEST 10 100.00 . 200.00
11 (1111-1111-1114 07/10/1996 TEST 4 TEST 4 TEST 4 100.00 . 200.00
12 [1111-1111-1115 06/03/2004 TESTS TEST 5 TEST 5 100.00 . 200.00
13 |1111-1111-1117 07/10/1996 TEST O TEST & TEST G 100.00 . 200.00
14 |3435-4354-3543 03/09/1994 TEST 7 TEST 7 TEST 7 100.00 . 200.00
15 |3543-2565-4643 02/03/1989 TESTS TEST & TEST3 100.00 . 200.00
16 |5423-5653-2546 06/15/1993 TEST 9 TEST 9 TEST 9 100.00 . 200.00
17 (1111-1111-1111 01/02/1973 TEST-1 TEST-1 TEST-1 100.00 . 200.00
18 |1111-1111-1112 03/17/1970 TEST-2 TEST-2 TEST-2 100.00 . 200.00
19 |1111-1111-1113 07/06/1976 TEST-3 TEST-32 TEST-3 100.00 . 200.00
20 1,000.00 000.00
21
22
23

b
5

=
Uy
.

ZZZZ - HDMF Contribution Pag-lbig BDO

Fe
|
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8.4.3 Philhealth Contribution

o Payroll -> Remittances -> Philhealth Contribution
Fill up the form and click the "Process" button to generate monthly Philhealth contributions.
Click the "Export to Excel" button to download the Excel-generated Philhealth monthly

contribution report.

Monthly Philhealth Contribution is to help provide financial aid to Filipinos in need of medical
care. It is a social health insurance program funded by contributions from employers and
employees. The contributions are used to pay for medical expenses of members of the
program, as well as their dependents. It also covers medical treatments in government

hospitals and medical facilities.

£+ PhilHealth Monthly Contribution

COMPANY
FOR DEMO OMNLY B
BRANCH
BRANCH TESTING -
MONTH: e YEAR:

| & submit |

[81 7777 - PhilHealth Contribution e

Payroll / PhilHealth

»

7 For the manth of January, 2020

PH NUMBER BIRTHDATE LAST NAME wwm EMPLOYEE EMPLOYER TOTAL

43-534254353-2 03/20/1984 TEST 10 TEST 10 TEST 10 600.00 600.00 1,200.00
11-111111111-4 07M10/1996 TEST 4 TEST4 TEST4 810.00 810.00 1.620.00
M-111111111-5 06/03/2004 TEST 5 TESTS TEST S 364.50 364.50 728.00
M-111111111-7 07/10/1996 TEST 6 TEST6 TEST 6 525.00 525.00 1,050.00
54-353245435-4 03/09/1994 TEST7 TEST7 TEST7 450.00 450.00 900.00
34-132432143-2 02/08/1989 TEST 8 TESTE A 566.10 566.10 1,132.20
54-352453254-5 06/15/1993 TEST9 TESTS TEST S 675.00 675.00 1,350.00
M-1111111141 01/02/1973 TEST-1 TEST-1 TEST-1 195.00 195.00 390.00

1M-111111111-3 7/06/1976 TEST-3 TEST-3 TEST-3 283.50 283.50 567.00

7 OVER-ALL TOTAL 4,469.10 4,469.10 8,938.20

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 175



https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System

User Manual

A B D E F H
1 |[Employer's Name : FOR DEMO ONLY
2 |Address : KAYPIAN, SAN JOSE DEL MONTE CITY, BULACAN
3 |SSS Er No. 1 02-3417027-2
4 |BIR Er No. : 222-223-333-000
5 |Telephone No. : [/
6
7 PHILHEALTH PREMIUM REMITTANCE FOR ALL EMPLOYEE'S
3 FOR THE MONTH OF JANUARY, 2020
9 PH NO. BIRTH DATE LAST NAME FIRST NAME MIDDLE NAME EMPLOYEE TOTAL
10 |43-534254353-2 03/20/1934 TEST 10 TEST 10 TEST 10 600.00 600.00 1,200.00
11|11-111111111-4 07/10/1996 TEST 4 TEST4 TEST 4 £10.00 810.00 1,620.00
12 |11-111111111-5 06/03/2004 TESTS TESTS TESTS 364.50 364.50 729.00
13 |11-111111111-7 07/10/1996 TESTG TESTG TESTG 525.00 525.00 1,050.00
14 |54-353245435-4 03/09/1994 TEST7 TEST7 TEST7 450.00 450.00 500.00
15 |34-132432143-2 02/08/1983 TEST & TEST & TEST& 566.10 566.10 1,132.20
16 |54-352453254-5 06/15/1993 TESTS TESTS TESTS 675.00 675.00 1,350.00
17|11-111111111-1 01/02/1973 TEST-1 TEST-1 TEST-1 195.00 155.00 350.00
18 |11-111111111-2 03/17/1970 TEST-2 TEST-2 TEST-2 243.00 243.00 486.00
15 |11-111111111-3 07/06/1976 TEST-2 TEST-2 TEST-2 283.50 283.50 567.00
20 471210 471210 9,424.20
21
22
23

ZZZ7 - Philhealth Contribution () [

8.4.4 Tax Deduction

o Payroll -> Remittances -> Tax Deduction

Fill up the form and click the "Process" button to generate a monthly Tax deduction. Click the

"Export to Excel" button to download the Excel-generated monthly tax deduction report.

Employee monthly tax deduction is a mandatory withholding tax imposed on employees who

earn a salary in the Philippines. The tax is a percentage of the employee's salary that is

deducted from the paycheck each month and sent to the Bureau of Internal Revenue (BIR).

The amount of the deduction is based on the employee's total taxable income and the

applicable tax rate, which is set by the BIR.

£ Tax Deduction

COMPANY

FOR DEMO OMNLY

BERANCH

[ BRAMCH TESTING

MONTH:

b YEAR:

® submit l
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7777 - Tax Deduction

Payroll / Tax

¢ | A Export to Excel |

% For the manth of January, 2020

354-323-344

336-433-425

431-242-133

435-245-252

111-111-111

£? OVER-ALL TOTAL 25,590.78

TEST 10 TEST 10 TEST 10
TEST 4 TEST 4 TEST 4
TEST S TESTS TESTS
TEST6 TEST 6 TEST6
TEST7 TEST7 TEST7
TEST S TEST 8 A
TEST9 TEST9 TEST9
TEST-1 TEST-1 TEST-1
TEST-3 TEST-3 TEST-3

4,176.11

762962

696.80

2,747.860

1.563.20

3,754.70

502275

0.00

0.00

A B C D E F
1 |Employer's Name : FOR DEMO ONLY
2 |Address : KAYPIAN SAN JOSE DEL MONTE CITY BULACAN
3 |SSS ErNo. 1 02-3417027-2
4 |BIR Er No. : 222-223-333-000
5 [Telephone No.  : 02753-4384 / |
6
7 : TAX DEDUCTION FOR ALL EMPLOYEE'S
8 FOR THE MONTH OF JANUARY, 2020
9 TIN NO. LAST NAME FIRST NAME SUFFIX MIDDLE NAME TAX DEDUCTION
10_ 354-323-344 TEST 10 TEST 10 TEST 10 4,176.11
11_ 111-111-114 TEST4 TEST4 TEST4 7,629.62
12 |111-111-115 TEST 5 TESTS TESTS 696.80
13_ 111-111-117 TEST6 TEST6 TEST6 2,747.60
14_ 356-453-425 TEST 7 TEST7 TEST7 1,563.20
13 |431-242-133 TEST & TEST& A 3,754.70
15_ 435-245-252 TEST S TESTS TESTS 5,022.75
17|111-111-111 TEST-1 TEST-1 TEST-1 0.00
18 (111-111-113 TEST-3 TEST-3 TEST-3 0.00
19 25,590.78

ZZ7Z7 - Tax Deduction @

8.4.5 Loans Deduction

o Payroll -> Remittances -> Loans Deduction

Fill up the form and click the "Process" button to generate a monthly loan deduction. Click

the "Export to Excel" button to download the Excel-generated monthly loan deduction report.

Employee monthly loan deductions in the Philippines are based on several factors, including

the type of loan taken the amount borrowed, and the repayment period. In most cases, the

employer deducts the loan payments directly from the employee's salary and pays them
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directly to the lender. This deduction is usually done every month, and the amount deducted

is usually subject to the contractual agreement between the employee and the lender.

£L¥ Loan Deduction

COMPANY

FOR DEMO OMNLY 7
BRAMNCH

BRAMCH TESTING -
LOAMNM CODE Loan Type

MOMNTH: - YEAR:

= submit

[817777 - Loan Deduction
Payroll / Loans a

Export to Excel

o

¢ For the month of January, 2020

34-3432223-2 TEST 10 TEST 10 TEST 10 02/01/2020 32,000.00 2,000.00

11-1111111-4 TEST4 TEST 4 TEST 4 SL 04/01/2019 32,000.00 2,000.00

11-11222311 TEST7 TEST7 TEST7 SL 01/03/2020 25,000.00 2,000.00

11-1111111-2 TEST-2 TEST-2 TEST-2 SL 03/02/2020 34,000.00 2,400.00
A B C D E F G H

FOR DEMO ONLY
2 |DETAILED LISTING OF EMPLOYEES SSS LOANS
3
4 |[EMPLOYER NC 02-3417027-2
5 |BILLING MONTH : JANUARY, 2020
5
7 S88 Number Last Name First Name Middle Name Type Date Issued Loan Amount Deduct Amount
8 |34-3432223-2 TEST 10 TEST 10 TEST 10 CL 02/01/2020 32,000.00 2,000.00
9 |11-1111111-4 TEST 4 TEST4 TEST 4 SL 04/01/2019 32,000.00 2,000.00
10 (11-1122231-1 TEST 7 TEST7 TEST 7 5L 01/03/2020 25,000.00 2,000.00
11 /11-1111111-2 TEST-2 TEST-2 TEST-2 SL 03/02/2020 34,000.00 2,400.00
2
13
14
15
16
17
18
19
20
21
22
23

ZZZZ - 555 Tax Deduction @ !
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8.4.6 SSSR3File

o Payroll -> Remittances -> SSS R3 File
Generating the SSS R3 File after the payment made of monthly SSS Contribution to get the
TR/SBR Number and date of payment required in the entry form to process. The Excel-

generated file SSS monthly contribution header must not change the format.

For those companies with multiple branches, the reporting to the Social Security System (SSS)
should be only one report; you can manually merge the row data from column A to column J
and the format is the same in the last row is the total amount. Don't delete column J which
contains the employee ID needed to generate the SSS R3 File. The SSS R3 employee list in
dat file output, the last 2 columns are remarks and date hired. The remark value in our Excel
file is column K and the value is "N"-Normal, "1"-New Hired, and "2"-Separated. Column K is
blank if the remark is normal or put "1" if new hire and column L inputs the date with the
format "mmddyyyy" same entry with separated input "2". The system validates the amount
paid input against the total in the uploaded Excel file to generate; if not equal, the system will
prompt a message below the "Generated R3 File" button. After the processing is done, the

system displays SSS Report Generation for downloading the SSS R3 file requirement.

A B c D E F (<] H 1 J K L
1 Employer's Name : FOR DEMO ONLY
2 |Address : KAYPIAN, SAN JOSE DEL MONTE CITY BULACAN
3 |S$S5S Er No. : 02-3417027-2
4 |BIR Er No. 1 222-223-333-000
5 TeleEhone No.
e =
7 S 8§ S PREMIUM REMITTANCE FOR ALL EMPLOYEE'S
8 FOR THE MONTH OF JANUARY, 2020
] 555 NO. BIRTH DATE LAST NAME FIRST NAME NAME EMPLOYEE EMPLOYER EC TOTAL
10 |34-3432223-2 03/20/1984 TEST 10 TEST 10 TEST 10 200.00 1,600.00 20.00 1,630.00 TEST-OLO 101052020
11 11-1111111-4 07/10/1996 TEST 4 TEST 4 TEST 4 200.00 1,600.00 20.00 1,630.00 TEST-004
12 (11-1111111-5 06/03/2004 TEST S TEST S TESTS 200.00 1,600.00 20.00 1,630.00 TEST-005 201152020
13 |11-1111111-6  07/10/1996 TEST 6 TEST 6 TEST 6 800.00 1,600.00 30.00 1,630.00 TEST-006
14 |11-1122231-1  03/09/1994 TEST 7 TEST 7 TEST 7 800.00 1,600.00 30.00 1,630.00 TEST-0O07
15 |11-1134423-1  02/08/1989 TEST 8 TEST 8 TEST 8 800.00 1,600.00 30.00 1,630.00 TEST-008
16 |11-2222222-1  06/15/1993 TEST 9 TEST9 TESTS 800.00 1,600.00 30.00 1,630.00 TEST-009
17 |11-1111111-1  01/02/1973 TEST-1 TEST-1 TEST-1 540.00 1,080.00 10.00 1,090.00 TEST-001
18 |11-1111111-2  03/17/1970 TEST-2 TEST-2 TEST-2 640.00 1,280.00 30.00 1,310.00 TEST-002
19 |11-1111111-3  07/06/1976 TEST-3 TEST-3 TEST-3 760.00 1,520.00 30.00 1,550.00 TEST-003

20 7,540.00 15,080.00 280.00 15,360.00

COMPANY / LGU

FOR DEMO OMLY -
MONTH YEAR: = 2020
lanuary ~
TR/SBR NUMBER DATE OF PAYMENT
1234567890 B2 01/31/2020

AMOUNT PAID
22900

555 Remittance Excel File

Choose File | ZZZ7_01202.. tribution.xlsx

| X Generate R3 File
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& SSS Report Generation

>> Download File <<

€ Transmittal Certificate

© Employee File

© S5S Text File

E 01-TRANSMITTAL_REPORT.txt - Notepad
File Edit Format View Help

File name

1 R38234170272012620.04278912

Employer name: FOR DEMO ONLY

Employer No

1 82-3417827-2

PAYMENT INFORMATION
TR/SBR NUMBER

DATE OF PAYMENT :
AMOUNT PAID

ENCODED INFORMATION
SS AMOUNT

EC AMOUNT

TOTAL AMOUNT

Date: Apr 27, 2022
App. Period: ©12820

12345673980
Jan 31, 20820

22,5900.00

22,620.080
280.00
22,900.080

Total number of Employees: 18

CERTIFIED CORRECT AND PAID

RECEIVED BY

DATE RECEIVED :

TRANSACTION NO:
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] ©1-EMPLOYEE_LIST.tet - Notepad

File Edit Format View Help

FOR DEMO OMLY [R382341782720120208.84278912]
Date: Apr 27, 2022

FAMILY MAME GIVEMN MNAME MI S5 NUMEBER 5.5. E.C. RMRK DTHRD

TEST 1@ TEST 1@ T 34-4322232-2 24ge.88 3a.ee 1 @l1z2ae52el1s8

TEST 4 TEST 4 T 11-1111114-4 24@e.88 3a.ea M 2

TEST 5 TEST 5 T 11-1111115-5 24ge.88 3a.ee 2 @gez211z2e19

TEST & TEST & T 11-1111116-6 24@e.8e 3a.ee M 2

TEST 7 TEST 7 T 11-1222311-1 248e.88 3Z0.ee M a

TEST 8 TEST 8 T 11-1344231-1 249e.82 3Za.ee M 2

TEST 9 TEST @ T 11-2222221-1 248e.88 3Z0.ee M a

TEST-1 TEST-1 T 11-11111311-1 l62e.82 1@.ee M 2

TEST-2 TEST-2 T 11-1111112-2 192@.80 3Za.ee i} 2

TEST-3 TEST-3 T 11-1111113-3 228@.02 3Z@.ee M 2

Total Number of Employees: 1@

E R30234170272012020.04270922 - Motepad

File Edit Format View Help

bBFOR DEMO ONLY 0120200234170272123456789001312020000022900. 00

20TEST 168 TEST 1@ T3434322232 2460.00 8.00 .00 ©.00 ©.00 ©0.00 6.0 0.00 ©.00 1120520818
20TEST 4 TEST 4 T1111111114 24680.00 8.00 .00 ©.00 ©.00 ©0.00 6.0 0.00 ©.00 ne
20TEST 5 TEST 5 T1111111115 2480.00 8.00 .00 ©.00 ©.00 ©0.00 6.0 0.00 ©.00 202112019
20TEST 6 TEST 6 T1111111116 24680.00 8.00 .00 ©.00 ©.00 ©0.00 6.0 0.00 ©.00 ne
20TEST 7 TEST 7 T1111222311 2460.00 8.00 .00 ©.00 ©.00 ©0.00 6.0 0.00 ©.00 ne
20TEST 8 TEST 8 T1111344231 2460.00 8.00 .00 ©.00 ©.00 ©0.00 6.0 0.00 ©.00 ne
20TEST 9 TEST 9 T1122222221 2460.00 8.00 .00 ©.00 ©.00 ©0.00 6.0 0.00 ©.00 ne
20TEST-1 TEST-1 T1111111111 1620.00 8.00 .00 ©.00 ©.00 ©0.00 l6.00 ©.00 ©.00 ne
20TEST-2 TEST-2 T1111111112 1920.00 8.00 .00 ©.00 ©.00 ©0.00 6.0 0.00 ©.00 ne
20TEST-3 TEST-3 T1111111113 2280.00 8.00 .00 ©.00 ©.00 ©0.00 6.0 0.00 ©.00 ne
99 22620.00 8.00 8.00 8.00 8.00 8.00 280.00 8.00 8.00

8.5 Payroll Status

8.5.1 By Branch
o Payroll -> Payroll Status -> By Branch

Branch payroll monitoring if timekeeping process, pending payroll, pending review, or

pending approval status.

[ Payre

Show 10 ~ entries Search:

Showing 1 to & of 8 entries

FROM TO PAY BASIS HEAD COUNT GROSS PAY APPROVAL ID STATUS ACTION

2023/10/12 2023/10/26 M 51 8! 6 Pending Approval = Report Summary
2023/09/27 2023/10/11 M 52 8! 3 Approved = Report Summary
2023/09/12 2023/09/26 M 53 8. 4 Approved = Report Summary
2023/08/27 2023/09/11 M 53 8 9 Approved = Report Summary
2023/08/12 2023/08/26 M 53 3 5 Approved = Report Summary
2023/07/27 2023/08/11 M 53 B8 7 Approved = Report Summary
2023/07/12 2023/07/26 M 54 8! 4 Approved = Report Summary
2023/06/27 2023/07/11 M 53 8! 1 Approved = Report Summary

Previous - Mext
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8.5.2 All Branch
o Payroll -> Payroll Status -> By Branch

The company all branches belong to cut-off dates payroll monitoring if timekeeping process,

pending payroll, pending review, or pending approval status.

Payroll Status All Branches

COMPANY

FOR DEMO OMNLY =
CUT-OFF DATE FROM TO

] ]

& submit

__________________________________________________________________|]
[@ Payroll Status For All Branches Period From: 10/12/2023 To: 10/26/2023

Show 10 ~ entries Search:

Showing 1 to 9 of 9 entries

BCODE BRANCH NAME PAY BAsSIS HEAD COUNT GROSS PAY APPROVAL ID STATUS

NP, M 51 Pending Approval
D 133 Approved
M 33 Approved
D 27 Approved
M 16 Approved
D 6 Approved
M 3 Approved
D 9 Approved

BD M 42 Approved

@ HRIS & Payroll System v.02 = Powered by: www.hr-payroil.net

9 Time & Attendance
9.1 Manual Filing

9.1.1 Timesheet

o Time & Attendance -> Manual Filing -> Timesheet
Timekeeper filing of employee timesheets that those employees without biometric time logs.
The timekeeper collects the Daily Time Record (DTR), signed by the head department before

data capture. The user Interface (Ul) of timesheet manual entry is easy to use, and has already
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a value of attendance date and time-in/time-out has a default value based on their shift

schedule; modify it if not match their daily time logs. Attendance dates not included in the

cutoff dates will not be accepted. Click the "Submit" button and if successfully saved, the next

entry of attendance date will automatically increment.

Click the "DTR Request Approval" button if the timesheet data capture is already finished and

need to attach the supporting timesheet document in a pdf format.

® Timesheet Manual Entry

COMPANY

FOR DEMO OMNLY e

BRANCH
BRANCH TESTING il
CUT-OFF DATES FROM TO

B 04/01/2022 B 0471572022

N

I w & submit

\

® Timesheet Manual Entry (Create)

Branch

BRANCH TESTING
@ Cut-Off Date From: To:
B 04/01/2022 B 04/15/2022

Employee Name

[ .

l 4= Back IQ X submit

Timesheet Filing

Time & Attendance / Timesheet / Pay Period: 04/01/2022 To 04/15/2022

D)
@ Show 10 ¥ entries
Showing 1 to 2 of 2 entries
EMP ID 1L EMPLOYEE NAME PAY BASIS WORK DAYS APPROVER NAME
TEST-002 TEST-2, TEST-2 T. D 3
TEST-005 TEST 5, TESTST. D 7

Previous - Next

Search:

STATUS

Data Entry

Data Entry

ACTION

(& Edit % Delete

(& Edit % Delete
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Timesheet Manual Entry

Time & Attendance / Date From: 04/01/2022 To: 04/15/2022

& TEST 5, TESTSTEST 5

» Branch: BRANCH TESTING

¥ Department: MIS-ICT

» Position: ELECTRICAL ENGINEER
¥ Pay Basis: Daily

<<3rd Shift>> 07:00 PM to 11:00 PM

Attendance Date (Start Time):

B 04/09/2022 19:00 0]
Attendance Date (End Time):
B 04/10/2022 23:00
4= Back l [ X submit

DTR Request Approva

Time & Attendance / Date From: 04/01/2022 To: 04/15/2022

04/01/2022

04/02/2022

04/04/2022

04/05/2022

04/06/2022

04/07/2022

04/08/2022

Sat

Mon

Wed

Thu

Fri

7:00 PM to 04:00 AM

07:00 PM to 11:00 PM

07:00 PM to 04:00 AM

07:00 PM to 04:00 AM

07:00 PM to 04:00 AM

07:00 PM to 04:00 AM

07:00 PM to 04:00 AM

& TEST5, TESTST. Upload Attachment:| Choose File | No file chosen

07:00:00 PM

07:00:00 PM

07:00:00 PM

07:00:00 PM

07:00:00 PM

07:00:00 PM

07:00:00 PM

04:00:00 AM

11:00:00 PM

04:00:00 AM

04:00:00 AM

04:00:00 AM

04:00:00 AM

04:00:00 AM

s © DTR Request Appraval

MO

04/01/2022 07:00:00 PM = 04:00:00 AM
04/02/2022  Sat 07:00:00 PM | 11:00:00 PM
04/04/2022 Mon  07:00:00 PM  04:00:00 AM
04/05/2022 Tue  07:00:00 PM = 04:00:00 AM
04/06/2022 Wed 07:00:00 PM = 04:00:00 AM
04/07/2022 Thu  07:00:00 PM  04:00:00 AM

04/08/2022  Fri 07:00:00 PM  04:00:00 AM

€= Cancel & submit

9.1.2 Overtime

o Time & Attendance -> Manual Filing -> Overtime

Timekeeper filing of employees' daily overtime. The filing is grouped by the department for

every daily overtime and the timekeeper can file multiple names in one entry with the same

OT start time and end time. Click the "Submit" button to add the entries that automatically

compute the workhour distribution like regular hours (REG), night differential (ND), overtime
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(OT), and overtime + night differential (OTND). To proofread the overtime entries, click the

"View PDF" button and double-check the overtime entry before requesting approval.

OVERTIME TYPE
e Regular OT
e Rest Day

e Special Holiday
e Regular Holiday
e Double Holiday
e Special Holiday & Rest Day
e Regular Holiday & Rest Day
e Double Holiday & Rest Day

Click the "Overtime Request Approval" button if the overtime data capture is already finished

and need to attach the supporting overtime document in a pdf format.

@ Overtime Entry

COMPANY
FOR DEMO ONLY

BRANCH

BRAMCH TESTING

CUT-OFF DATES FROM

22

TO

&

& submit

un

wvertime Filing

Time & Attendance / Overtime / Pay Period: 04/01/2020 To 04/15/2020

¢ l @ Create H & Overtime Report H 4 OT Group by Names

€7 BRANCH TESTING

STATUS => Data Entry: 0 Pending: 0 Approved:3 Denied: 0 Return: 0 Revert: @

show 10 ¥ entries Search:

Showing 1 ta 3 of 3 entries
DATE DEPARTMENT OT TYPE MP REG ND ot OTND | STATUS APPROVER NAME CREATED BY ACTION
04/08/2020  PURCHASING Regular Holiday 2 1600 000 200 000 Approved  CORRAL RUBENBULGAR  RUBENC.BULGAR  @Locked
04/00/2020  HRD Regular Haliday 1 800 000 000 000 Approved  CORRAL RUBENBULGAR | RUBENC.BULGAR @ Locked
04/00/2020  MISCT Regular Holiday 2 1600 000 000 000 Approved  CORRAL RUBENBULGAR  RUBENC.BULGAR  @Locked
Previous n Next
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@ Overtime Entry (Create)
Branch
BRANCH TESTING

Cut-Off Date From: Ta:
s 04/01/2022 i1 04/15/2022

Department
HRD -~

Overtime Date OT Type

] 04/01/2022 | Regular OT "|

M Back ] [ &£ submit l

Overtime Manual Entry e

Time & Attendance / Pay Period From: 04/01/2020 To: 04/15/2020

OT Dare: 04/08/2020 (Wednesday)

» Branch: BRANCH TESTING
¥ Department: PURCHASING Showing 1 to 2 of 2 entries

} Rest Day
0.00 0.00 0.00 1]

show 10 ~ entries Search:

Employee Name

TEST7, TEST7T. 07:00 AM 03:00 PM 7.00 X Delete

TEST-3, TEST-37.  07:00 AM 04:00 PM 8.00 0.00 0.00 0.00 o X Delete

Previous - Next

Shift Schedule

OT Date (Start Time):
B 04/08/2020 hh:mm @

S View PDF | © Overtime Request Approval

OT Date (End Time):
B3 04/08/2020 hh:mm ©

A UNCHECK IF NO OVERTIME LUNCH BREAK DEDUCTION.
© OTND START TIME FROM 10:00PM TO 6:00AM.

OT [-Break OTND L-Break [ Overlapping

I 4= Back ] I & submit ]

Reminder: wrong overtime workhour distribution may occur if the shift schedule is not

aligned.
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Daily O

rtime

Time & Attendance / Overtime Filing

COMPANY:

BRANCI

DEPARTMENT:
PERIOD FROM:

FOR DEMO ONLY
BRANCH TESTING
PURCHASING

04-01-2020 To: 04-15-2020

Wednesday, April 8, 2020
Rest Day

Friday, November 3, 2023

Encoded By: RUBEN CORRAL
Date: 11/03/2023

Cut-Off Report

Time & Attendance / Overtime Filing

EMP ID EMPLOYEE NAME POSITION START TIME END TIME REG HRS NDHRS OTHRS OTND HRS
TEST-007 TEST7, TEST7 T ACCOUNTING STAFF 7:00 am 3:00 pm 7.00 0.00 0.00 0.00
TEST-003 TEST-3, TEST-3 T. PRODUCTION HEAD 7:00 am 4:00 pm 8.00 0.00 0.00 0.00

TOTAL OT HOURS => 15.00 0.00 0.00 0.00

COMPANY: FOR DEMO ONLY
BRANCH: BRANCH TESTING

PERIOD FROM: 04-01-2020 To: 04-15-2020

Friday, November 3, 2023

EMPID EMPLOYEE NAME POSITION START TIME END TIME REG HRS ND HRS OTHRS OTND HRS
04/08:2020 15.00 0.00 0.00 0.0
PURCHASING
TEST-007 TEST7 TESTTT. ACCOUNTING STAFF 7:00 am 3:00 pm 7.00 0.00 0.00 0.00
TEST-003 TEST-3, TEST-37T. PRODUCTION HEAD 7:00 am 4:00 pm 8.00 0.00 0.00 0.00
04/09/2020 40.00 0.00 200 L
HRD
TEST-008 TESTBT.TESTE ADMIN ASSISTANT 7:00 am 4:00 pm 8.00 0.00 0.00 0.00
MISJCT
TEST-010 TEST 10 T.TEST 10 PROGRAMMER 7:00 am 4:00 pm B.00 0.00 0.00 0.00
TEST-008 TESTOT.TESTS PROGRAMMER 7:00 am 4:00 pm B.00 0.00 0.00 0.00
PURCHASING
TEST-006 TESTBT.TESTE ACCOUNTING STAFF 7:00 am 6:00 pm 8.00 0.00 200 0.00
TEST-007 TEST7T.TEST7 ACCOUNTING STAFF 7:00 am 4:00 pm B.00 0.00 0.00 0.00
TOTAL OT HOURS => 55.00 0.00 200 0.00
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Cut-Off OT Group by Names a

Time & Attendance / Overtime Filing

COMPANY: Friday. November 3, 2023
BRANCH
PERIOD FROM: 10-12-2023 To: 10-26-2023

NAME DEPARTMENT POSITION START TIME END TIME REG HRS ND HRS OTHRS OTND HRS
0.00 0.00 38.00 0.00

T0/12/2023 QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
10/13/2023  QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
1014/2023  QC DEPARTMENT LABORATORY TECHNICIAN 11:00 am 4:00 pm 0.00 0.00 400 0.00
10/16/2023  QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
1017/2023  QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
10182023 QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
10192023 QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
10/20/2023  QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
10/21/2023  QC DEPARTMENT LABORATORY TECHNICIAN 11:00 am 4:00 pm 0.00 0.00 400 0.00
10/24/2023  QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
10/26/2023  QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
10/26/2023  QC DEPARTMENT LABORATORY TECHNICIAN 4:00 pm 7:00 pm 0.00 0.00 3.00 0.00
0.00 0.00 4.00 0.00

10122023 ITC - MIS TECH SUPPORT SPECIALIST 4:00 pm 6:00 pm 0.00 0.00 2.00 0.00
10M17/2023  ITC - MIS TECH SUPPORT SPECIALIST 4:00 pm 6:00 pm 0.00 0.00 2.00 0.00
0.00 0.00 13.00 0.00

0272023 PLANT OPERATIONS COST ENGINEER 500 pm 6:00 pm 0.00 0.00 1.00 0.00
10M4/2023  PLANT OPERATIONS COST ENGINEER 12:00 pm 3:00 pm 0.00 0.00 200 0.00
10/16/2023  PLANT OPERATIONS COST ENGINEER 500 pm 6:00 pm 0.00 0.00 1.00 0.00
10182023  PLANT OPERATIONS COST ENGINEER 500 pm 6:30 pm 0.00 0.00 0.50 0.00
10M19/2023  PLANT OPERATIONS COST ENGINEER 500 pm 6:00 pm 0.00 0.00 1.00 0.00
10/21/2023  PLANT OPERATIONS COST ENGINEER 12:00 pm 3:30 pm 0.00 0.00 2.50 0.00
100232023 PLANT OPERATIONS COST ENGINEER 5:00 pm 6:00 pm 0.00 0.00 1.00 0.00
10/24/2023  PLANT OPERATIONS COST ENGINEER 500 pm 6:30 pm 0.00 0.00 1.50 0.00
10/25/2023  PLANT OPERATIONS COST ENGINEER 500 pm 7:30 pm 0.00 0.00 2.50 0.00
0.00 0.00 19.50 0.00

10122023 OC DEPARTMENT REMOTE SENSING SPECIALIST 4:00 pm 5:30 pm 0.00 0.00 1.50 0.00
10/16/2023  QC DEPARTMENT REMOTE SENSING SPECIALIST 4:00 pm 5:30 pm 0.00 0.00 1.50 0.00
10M18/2023  OC DEPARTMENT REMOTE SENSING SPECIALIST 4:00 om 7:00 om 0.00 0.00 3.00 0.00

@ HRIS & Payroll System v.02 51 Powered by: www.hr-payroil.net

9.1.3 Leave

o Time & Attendance -> Manual Filing -> leave
Timekeeper filing of signed leave form with pay before the timesheet processing. Fill up the
form and click the "Submit" button to display records that have already been entered. The
leave form attachment is required to submit the leave filing and automatically notifies the

leave approver via email.

LEAVE TYPES

e Bereavement Leave

e Leave Without Pay

e Maternity Leave

e Parental Leave

e Paternity Leave

e Rehabilitation Leave

e Service Incentive Leave

e Sick Leave
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e Vacation Leave

Leave Entry

Leave Filing

COMPANY
FOR DEMO ONLY

BRAMNCH

BRAMNCH TESTING

CUT-OFF DATES FROM

A mm/ddiyyyy

TO

==

mm/ddsyyyy

& submit

Time & Attendance / Leave / From: 10/12/2023 To: 10/26/2023

Show 10 ™ entries

Showing 1 to 10 of 20 entries
DATE FILED If EMPLOYEE NAME
2023/10/28
2023/10/28
2023/10/27
2023/10/27

2023/10/27
@ HRIS & Payroll System v.02

Leave Filing

Time & Attendance / LeaveFiling / Create

Employee Name

Leave applied for

— SELECT —

Reason for Leave

Leave Start

B mm/ddyyyy

Last day reported

B mm/ddyyyy

@ HRIS & Payroll System v.02

LEAVE START
10/23/2023
101972023
10/21/2023
10/23/2023

10/18/2023

Leave End

B mm/ddryyyy

Return to work

B mm/ddryyyy

LEAVE END

10/23/2023

10/26/2023

10/21/2023

10/24/2023

10/18/2023

TYPE

VL

SL

SL

VL

SL

STATUS =» Pending: 0 Approved: 20 Denied: 0 Return: 0 Revert: @

APPROVER

9236

3591

13818

5372

5372

Name of Reliever

Address while on leave

[IHalf pay Leave

Upload Attachment:

No file chosen

Search:

STATUS

Approved
Approved
Approved
Approved

Approved

USERID ACTION

@ Locked
& Locked
8 Locked
& Locked

@ Locked

€ Powered by: weew.hr-payroli.net

IR Cancel

||

& submit

3 Powered by: wvnw.hr-payroli.net
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Leave Filing

Time & Attendance / LeaveFiling / Details

& 13347 - DEL MORAL, JANINA N.

DEPARTMENT
POSITION

LAST DAY REPORTED
LEAVE START

LEAVE END

NO. OF DAYS

TOTAL HOURS

RETURN TO WORK
RELEAVER NAME
ADDRESS

LEAVE APPLIED FOR
REASON FOR LEAVE
DATE FILED

APPROVERID
STATUS
DATE APPROVED

9.1.4 Locator Slip

10/20/2023
1042172023
1042172023
1
8

10/23/2023
n/a

Sick Leave (5L)
not feeling well
10/27/2023

S
Approved
10/27/2023

Leave with pay

10/21/2023

NO OF HOURS

Saturday 8.00

b Attachment

o Time & Attendance -> Manual Entry -> Locator Slip

Timekeeper filing of signed locator slip form before the timesheet processing. Fill up the form

and click the "Submit" button to display records that have already been entered. If the locator

slip data entry is finished, click the "Locator Slip Request Approval" button to notify the

approver via email.
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@ Filing Locator Slip

COMPANY
FOR DEMO OMLY v

BRANCH

BRAMNCH TESTING A

CUT-OFF DATES FROM TO
5] 2|

l & submit ]

Locator Slip % ] e

Time & Attendance / Locator Slip / Cut-off Dates: 10/12/2023 To 10/26/2023

S

STATUS => Data Entry: 0 Pending: 0 Approved:2 Denied:0 Return:0 Revert: 0

Show 10 ¥ entries Search:
Showing 1 to 2 of 2 entries

EMP ID l&  EMPLOYEE NAME 'WORK DAYS APPROVERID STATUS CREATED BY ACTION
91_ | - o —
1 2 5372 Approved @ View & Revert

Previous - Next

@ Locator Slip (Create)

Branch
Cut-Off Date From: To:
=] 1041272023 =] 10/26/2023

Employee Name

4= Back l l F submit
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Locator Slip Data Entry ﬂ

Time & Attendance / Date From: 10/22/2023 To: 11/06/2023

» Branch: S

» Department: -m’s 10/23/2023 Mon 09:00:00 AM 07:00:00 PM
» Position: PROGRAMMER
¥ Pay Basis: Monthly

10/24/2023 Tue 09:00:00 AM 07:00:00 PM
<<1st Shift>> 09:00 AM to 07:00 PM
Attendance Date (Start Time): é l © Locator Slip Request Approval
B 10/25/2023 09:00 o]
Attendance Date (End Time):
B 10/25/2023 19:00 o]
= Back l l  submit
Locator Slip Request Approva e
Time & Attendance / Date From: 10/22/2023 To: 11/06/2023

& CORRAL, RUBEN B. Upload Attachment:| Choose File | No file chosen

10/23/2023 Mon | 09:00:00 AM 07:00:00 PM

10/24/2023 Tue 09:00:00 AM 07:00:00 PM

4= Cancel | ’ ¥ Submit

9.1.5 Temporary Shift

o Time & Attendance -> Manual Filing -> Temporary Shift
Timekeeper filing of signed temporary shift form before the timesheet processing. Fill up the
form and click the "Submit" button to display records that have already been entered.
Allowed multiple names and date range in a single entry with the same temporary shift

schedule and no approvals.

Create a temporary shift schedule for those employees half day work and the regular hours

input is 4 hours.

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 192



https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

£Z; Temporary Shift Entry

COMPANY
FOR DEMO OMLY et

BRAMNCH

[ BRAMCH TESTING -

CUT-OFF DATES FROM TO

:=::] mrmddiyyyy ::::] mmu/ddiyyyy

’ & submit ]

) Temporary Shift Filing 7 BRANCH TESTING a
Time & Attendance / Temporary Shift / From:11/01/2023 To: 11/15/2023

=

Show 10 ~ entries Search:
Showing 0 to 0 of 0 entries
FROM ¥ T1O EMPLOYEE NAME S-TIME E-TIME USER ID ACTION
No data available in table

Previous Next

Time & Attendance / Tempaorary Shift / Create

Temporary Shift Filing a

L Upload Attachment:
Employee Name

Choose File | No file chosen
| *TEST 9, TEST @ TEST 9 | | * TEST-1, TEST-1 TEST-1 |

| = TEST-2, TEST-2 TEST-2 | | * TEST-3, TEST-3 TEST-3 |
Reason
g4
From Start Time
B | mm/ddiyyyy ®  hh:mm
To End Time
2 mm/dd/yyyy lo] hh:mm
Day Type Shift
- -
Reg. Hours: Less BT (Min):

>> Leave it blank if not applicable.

Other Schedule Start Time End Time
A ©@  hh:mn @  hh:mn
I 12 Cancel l [ * submit l

Note: The purpose of other schedule input is to insert different shifts within the single entry
in the covered date range from Monday to Saturday or in between dates with different shift

schedules.
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9.1.6 Broken Time

o Time & Attendance -> Manual Filing -> Broken Time
Timekeeper filing of broken time form before the timesheet processing. Fill up the form and
select the cut-off dates, then click the "Submit" button to display records that are already
filed. Click the "Create" button to create a new broken time and input the dates, start time
and end time, then click the "Add" button to save the record. Once the data capture is done,
attach the supporting document broken time form in pdf format and click the "Complete

Entry" button to request approvals.

Adding broken time entry automatically computes the workhour distribution like regular

hours (RT), night differential (ND), overtime (OT), and overtime + night differential (OTND).
Broken Time Entry
COMPANY

FOR DEMO OMNLY B

BRANCH
BRAMNCH TESTING -

CUT-OFF DATES FROM TO

2| mm/dd/yyyy B mm/dd/yyyy

& submit |

Broken Time Filing 7 BRANCH TESTING G

Time & Attendance / Broken Time / From: 11/01/2023 To: 11/15/2023

$ | © Creats

Show 10 ¥ entries Search:

STATUS => Data Entry: 0 Pending: 0 Approved:0 Denied:0 Return: 0

Showing 0 to 0 of 0 entries

DATE EMPLOYEE NAME TYPE RT o7 OTND ND STATUS ACTION

No data available in table

Previous = Next
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Broken Time Filing

Time & Attendance / Broken Time / Create

Employee Name

TEST 5, TESTSTEST 5 v
Attend Date Day Type

#  11/01/2023 Regular Day v
Reason

testing only|

®,

l 1R Cancel ] I X submit

Broken Time Filing

Time & Attendance / Broken Time / Data Entry

& Name: TEST 5, TESTS T.
Attend Date: 11/01/2023
£ Regular Day
» Day: Wednesday
» shift Schedule: 07:00 PM to 04:00 AM
» Reason: testing only
Date (Start Time):
B 11/01/2023 hh:mm

Date (End Time):

82 | 11/01/2023 hh:mm

I Back l l &= Add

O Time Logs
11/01/2023 07:00 AM 11/01/2023 12:00 FM 5.0 0.00 % Delete
11/01/2023 03:00 PM 11/01/2023 11:00 PM 7.00 1.00 % Delete
»RT: » ND: »OT: » OTND:
8.00 0.00 4.00 1.00

+ Check the box if applicable to deduct lunchbreak after finish broken time data entry.
OLunch Break ot L-8reak CloTwp L-Break

l Upload Attachment:

Choose File | No file chosen

2] Complete Entry
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9.1.7 Invalid Editing

o Time & Attendance -> Manual Filing -> Invalid Editing
Timekeeper filing of invalid time logs editing before the timesheet processing. Fill up the
form and select pay basis and cut-off dates, then click the "Process" button to display
employees with invalid logs for editing. If no record displays in the table grid view, it means
no invalid logs were found; click the hyperlink "Edit" that employee with invalid logs to view

the timesheet.

For those dates with invalid logs, the action column has a visible hyperlink "Edit" & "Delete"
and the valid logs are not editable. Click the "Edit" button to edit the invalid log, then click
the "Update” button to save changes; click the "Delete" button to delete the log. Once
editing is done, click the "Request Approval” button and attach the supporting document

invalid log form in pdf format, then click the "Submit" button to request approvals.
= Timesheet Invalid Editing

COMPANY
FOR DEMO ONLY =

BRAMNCH

BRAMCH TESTING -

PAY BASIS: v

CUT-OFF DATES FROM TO

= =

& submit

nvalid Timesheet Filing q
Time & Attendance / Invalid Timesheet

Timesheet Covered From: 4/16/2022 To: 4/30/2022

Show 10 ¥ entries Search:
Showing 1 to 1 of 1 entries

Emp ID Employee Names Pay Basis Action

881 SNAME 1, ENAME 1 M. M @ Edit @

Previous n Next
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& 881: SNAME 1, FNAME 1 M.

[# Human Resource Department: Pay Period From: 4/16/2022 To: 4/30/2022

DATE

04/16/2022

04/17/2022

04/18/2022

04/18/2022

04/20/2022

04/21/2022

04/22/2022

04/23/2022

04/24/2022

04/25/2022

04/26/2022

04/27/2022

Time & Attendance /

04/16/2022 06:40:00 AM

04/17/2022 06:46:00 AM

04/18/2022 06:38:00 AM

04/19/2022 06:31:00 AM

04/20/2022 06:18:00 AM

04/21/2022 06:38:00 AM

04/22/2022 06:41:00 AM

04/23/2022 06:41:00 AM

04/24/2022 06:53:00 AM

04/25/2022 06:30:00 AM

04/26/2022 06:39:00 AM

04/27/2022 06:20:00 AM

Invalid Timesheet Editing

Invalid Timesheet / Edit

Invalid Timesheet Editing

Time & Attendance / Invalid Timesheet

& Request Approval

04/16/2022 05:51:00 PM
04/17/2022 03:53:00 PM
04/18/2022 05:47:00 PM
04/20/2022 12:14:00 AM
04/20/2022 03:47:00 PM
04/21/2022 05:51:00 PM
04/22/2022 05:51:00 PM
04/23/2022 05:50:00 PM
04/24/2022 03:53:00 PM

04/25/2022 05:52:00 PM

04/27/2022 03:51:00 PM

(# SNAME 1, FNAME 1 M.

[ Attendance Date: 04/26/2022

TIME-IN

B 04/26/2022 Q 0639
TIME-OUT

= o]
REMARKS

2 Cancel ] l X update

(LGU-S/DM == Timesheet Pay Period From: 4/16/2022 To: 4/30/2022)

X Upload supported Document in PDF format. | Choose File | No file chosen

O EE @ B B B @ B @

17 Request Approval

[# Edit % Delete
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9.2 View Time Logs
o Time & Attendance -> View Time Logs
Timekeeper to view the employee's time logs from selected dates. Fill up the form and select

dates then click the "Submit" button to display records in the table grid view.

Timekeeping tools for viewing daily time records are essential for efficient and accurate
tracking of employee hours and attendance. This type of tool helps managers and supervisors
keep track of employee time usage and performance to ensure they are meeting the
requirements of their jobs. It also helps to ensure that employees are being fairly
compensated for their work. With a timekeeping tool, employers can easily view and analyze
employee data, adjust schedules, and make sure employees are meeting deadlines. This type
of tool also provides employers with a way to ensure that all hours worked are accurately

recorded and reported.

@ Finger Scanner Time Logs

COMPANY

FOR DEMO ONLY B
ERANCH
| BRAMNCH TESTING -
DATE FROM TO

B mm/ddryyyy

B mmsddryyyy

& submit

Time Logs In-Qut

Time & Attendance / Time Logs

Covered From: 04/16/2022 To: 04/30/2022

Show 10 ¥ entries Search: Excel PDF  Print
Showing 21 to 30 of 122 entries

EMPLOYEE ID EMPLOYEE NAME DESIGNATION TIME LOGS IN/OUT

674 SNAME-4, FNAME-4 M. Administrative Officer I 4/28/2022 5:552:00 AM out

674 SNAME-4, FNAME-4 M. Administrative Officer Il 4/28/2022 6:53:00 PM IN

674 SNAME-4, FNAME-4 M. Administrative Officer I 4/29/2022 7:04:00 AM out

827 SNAME-3, FNAME-3 M. Accounts Liquidation Officer Il 4/16/2022 6:57:00 AM N

827 SNAME-3, FNAME-3 M. Accounts Liquidation Officer Il 4/16/2022 5:46:00 PM out

827 SNAME-3, FNAME-3 M. Accounts Liquidation Officer Il 4/18/2022 6:56:00 AM IN

827 SNAME-3, FNAME-3 M. Accounts Liquidation Officer Il 4/18/2022 5:46:00 PM out
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9.3 Generate Timesheet

o Time & Attendance -> Generate Timesheet
Tools for timekeeper in pairing logs of first-in last-out to generate timesheet from biometric
time logs. Fill up the form and input the cut-off dates, then click the "Submit" button to
generate the timesheet, after the processing is done; check the invalid logs, located at Time

& Attendance -> Manual Filing -> Invalid Editing.

@ Generate Timesheet

COMPANY
FOR DEMO ONLY b

BRANCH

BRAMNCH TESTING -

DATE FROM TO

B mmsddivyyy B mmsddivyyy

Pay Basis: - [ pelete previous process.

& Generate Timesheet

A REMINDER: Halidays on a covered cut-off date must be added
to the holiday table before generating timesheet. Or review the
holiday table maintenance to remove holidays created in previous
year not applicable this current year.

\//

Done.

Process completed.

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 199



https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

9.4 Re-Generate Timesheet
o Time & Attendance -> Re-Generate Timesheet
Tools for timekeeper to regenerate timesheet of selected employees who did not included in

generated timesheet because of late transfer on a current assigned branches.

Re-Generate Selected Employee Timesheet q
COMPANY
FOR DEMO ONLY v
BRANCH
BRANCH TESTING v
DATE FROM: TO: PAY BASIS:
= @ v

Employee Names

‘ & Process

9.5 Generate Time Card

o Time & Attendance -> Generate Time Card
The Civil Service Daily Time Record (DTR) is a form used by government employees to record
their daily attendance and work hours. It typically includes fields for the employee's name,

position, time in, time out, and total work hours for the day.

Tools for timekeepers to generate time cards from biometric time and attendance system as

employee hard copy for their checking. Fill up the form and input the cut-off dates, then click

the "Submit" button to generate employee time cards.

Generate DTR Time Card
COMPANY

FOR DEMO ONLY v
BRANCH

BRANCH TESTING v
DATE FROM TO

B 04/01/2019 B 04/15/2019

X Submit
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Civil Service Form No. 48

DAILY TIME RECORD

! L0 [+ S

SNAME-4, FNAME-4 M.

=

100% +

Civil Service Form No. 48

DAILY TIME RECORD

116 [ S

SNAME-4, FNAME-4 M.

(Mame)

For the month of August 2022

(Mame)

For the month of September 2022

Official hours for arrival

and departure Regular days

Saturdays

Official hours for arrival

and departure Regular days

Saturdays

AM P.M

Undertime

AM P.M

Undertime

g

Arrival Departura

Hours

Minutes

Departure Arrival Departure

Hours

Minutes

12:00 PM 01:00 PM

01:00 PM

12:00 PM | 01:00 PM

12:00 PM 01:00 PM

2
3
4
5
6
7
a
]

=]

12:00 PM
12:00 PM

01:00 PM
01:00 PM

12:00 PM 01:00 PM

12:00 PM 01:00 PM

BB B Y8

O7:46 AM 12:00 PM 01:00 PM 06:01 PM

“

0755 AM 12:00 PM 01:00 PM 05:00 PM

I certify on my honor that the above is a frue and comect report of the
hours of work performed, record of which was made daily at the fime of

arrival and departure from office.

I certify on my honor that the above is a frue and comect report of the
howrs of work performed, record of which was made daily af the time of

arrival and departure from office.
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10 Timekeeping

Shared Process

TIMEKEEPING PROCESS FLOW

Generte

Timesheet No- ‘

0 00

= ¥

=

- Request

— » que:
e Approval Yes——»
Valid Timesheet
Approved Invalid
Overtime Filing
¥
N " Locator Slip Filing
Leave Filing
Manual Timesheet if
available.
Stan Broken Time Filing

o l

5 v

15 Request

= S

= M—’II—’ “

o

MO PENDING APPROVALS
N

- v

s Checking of

= Werkhours Send A Confirm by

= Distribution Confirmation Employee

=

= Iy

N

10.1 Inquiry

10.1.1 Employee Time Logs

o Timekeeping -> Inquiry -> Emp. Time Logs

Tools for the timekeeper to display the employee biometric time logs. Fill up the form and

then select the employee from the dropdown list and input the dates you want to retrieve,

then click the "Submit" button to display the time-in and time-out of biometric logs.

@ Finger Scanner Time Logs

COMPAMNY
FOR DEMO OMNLY

BERANCH

BRAMCH TESTING

EMPLOYEE NAME

DATE FROM

22

TO

mm/dd/yyyy B3

mm S ddyyyy

& submit
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@ Finger Scanner Time Logs a
Timekeeper / Time Logs

PDS-0001 - DELA CRUZ, JUAN 5. (DTR From: 4/1/2022 To: 4/15/2022)

Show 10 ™ entries Search: Copy CSV Excel PDF Print

Showing 1 to 10 of 30 entries

SCANID DATE & TIME LOGS IN/OUT DEVICE NAME
PDS-0001 4/1/2022 6:57:00 FM 0 DEVICE-1
PDS-0001 4/2/2022 6:48:00 AM 1 DEVICE-1
PDS-0001 4/2/2022 6:57:00 FM 0 DEVICE-1
FDS-0001 4/3/2022 6:45:00 AM 1 DEVICE-1
PDS-0001 4/3/2022 12:58:00 PM 0 DEVICE-1
PDS-0001 4/4/2022 12:56:00 PM 0 DEVICE-1
PDS-0001 4/4/2022 11:45:00 PM 1 DEVICE-1

10.1.2 Employee Paired Logs

o Timekeeping -> Inquiry -> Emp. Paired Logs
Tools for the timekeeper to generate pairing employee biometric time logs. Fill up the form
and select the employee from the dropdown list and input the dates you want to pair the
time-in and time-out, then click the "Submit" button to display the paired logs with

conditions of first-in & last-out with a time difference of 20 hours or below.

Time logs pairing first-in and last-out is an automated system that requires employees to
clock in and out using biometric devices such as fingerprints. This system provides a secure
and accurate way to calculate work hours, ensuring that employees are not able to falsify

their records or clock in and out for other employees.

@ Paired Time Logs
COMPANY

FOR DEMO ONLY =
BRANCH

BRAMNCH TESTING -

EMPLOYEE NAME

DATE FROM TO

B mmsddiyyyy B mm/sddfyyyy

& submit
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@ Paired Logs

Timekeeper / Paired Logs

Employee ID: 881 (DTR From: 4/16/2022 To: 4/30/2022)

Show 10 ¥ entries Search:

Showing 11 to 14 of 14 entries

ATTEND DATE TIME-IN

04/26/2022 4/26/2022 6:39:00 AM
04/2712022 4/27/2022 6:20:00 AM
04/28/2022 4/28/2022 6:37:00 AM
04/20/2022 4/29/2022 6:30:00 AM

Previous | 1 n Next

10.1.3 Register in Biometric

o Timekeeping -> Inquiry -> Register in Biometric

Copy SV Excel PDF Print
TIME-OUT
4/27/2022 3:51:00 PM

4/28/2022 3:51:00 PM

4/29/2022 5:52:00 PM

Tools for timekeepers to view employees who are enrolled in the biometric finger scanner

time and attendance system. Biometric finger scanner systems provide timekeepers with a

range of tools and resources to manage employee attendance and enrollment. With the right

system in place, timekeepers can easily view and monitor employee data, identify potential

issues, and ensure that their workforce is operating efficiently and effectively.

red Name in Biometrics

S Regl

i
=t
[yl

COMPANY
FOR DEMO ONLY

BERANCH

BRAMCH TESTING

[ & submit
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® List of Registered Name in Biometrics q

Timekeeper / Biometrics

BRANCH TESTING

Show 10 ¥ entries search: Copy (CSV Excel PDF Print

Showing 1 to 8 of 8 entries

SCANID EMPLOYEE NAME ENROLL DATE
TEST-002 TEST-2, TEST-2T. 07/19/2020
TEST-003 TEST-3, TEST-3 T. 07/19/2020
TEST-004 TEST 4, TESTA4T. 07/19/2020
TEST-006 TESTG, TEST6T. 07/23/2020
TEST-007 TEST7, TEST7T. 07/24/2020
TEST-008 TEST 8, TESTST. 07/18/2020
TEST-009 TEST 9, TEST9T. 07/26/2020

10.2 Process Timesheet

10.2.1 By Branch

o Timekeeping -> Process Timesheet -> By Branch
Timekeepers to process the timesheet after all invalid logs are already edited. Fill up the form
and input the cut-off dates, then click the "Process" button to process; the system validates
all filing notices like overtime, leave, locator slip, temporary shift, broken time and invalid time
logs are approved and no pending approvals before proceeding with the timesheet

processing.
@ Process Timesheet

COMPANY
FOR DEMO OMLY "

ERANCH

BRAMCH TESTING -

PAY BASIS: b

DATE FROM TO

B B

& submit
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After the process is done, the available reports are Employee Workhours Distribution and
Group Summary Workhours Distribution. This report is guide for timekeeper checking of
workhour distribution if properly distributed or need an adjustment and reprocess timesheet

again until the output is correct.

@ Workhours Distribution (Monthly) ﬂ
Timekeeper / Approved Warkhours

= 175 | — &% + @3 O K. I
LGU San Jose Del Monte City
( Lt EMPLOYEE WORKHOURS DISTRIBUTION
o Period From: D4/01/2022 To: 04/1572022 (Manthly)
674: SNAME-4, FNAME-4 MNAME-4
SAN JOSE DEL MONTE CITY
Reguiat Day Sunday | Rest Day Lagal Holiday Spatial Hobday Lagal Holiday + Rest Day Bpacial Hofiday + Rast Dty Dotk Holiday

5 or S oAy E 1 om0 MO E of ome M G QI omp M0 & O Qom0 M0 Al QI OO M0 KL Of QIO MO L of ome M
A 2 65200 pm TH:00am BN RD 30 000 000 500 00 00 00 0 Q0 000 000 (.00 000 000 000 000 000 000 000 OO0 000 000 000 Q00 000 Q00 000 000
[T 4500 pm S03:00am  EM RD 30 000 000 500 0 000 000 000 400 000 000 GO0 000 000 000 0OC 000 00D 000 000 OO0 000 000 Q00 000 QD0 000 000
bR E4700am  400:00pm  BM RO 00 000 000 00 00 000 000 00 Q0 000 0D (.00 000 000 000 000 000 000 000 OO0 000 000 000 Q00 000 Q00 000 000
(2R 65400 am TH00pm  EM RD B0 000 000 00 000 000 000 000 00 000 0 000 000 000 000 000 000 000 000 000 00 000 000 Q00 000 Q00 000 000
[Et G4300am  653.00pm BM RO B0 000 000 Q00 000 000 000 000 a0 000 000 000 000 000 000 0O0C 000 00D 000 000 OO0 000 Q00 Q00 000 QD0 000 000
[20 L G57T00am  T200pm EM RD B0 000 000 00 00 00 00 0 Q0 000 000 (.00 000 000 000 000 000 000 000 OO0 000 000 000 Q00 000 Q00 000 000
tamToey TO000am  TOX00pm EBM  RD EO0 000 000 00 000 000 000 000 000 000 000 OO0 o000 000 000 QO0C 000 D00 000 OO0 000 000 Q00 000 000 Q00 000 000
[20 L G5500am  TOX0Opm EBM RD B0 000 000 0m0 00 000 000 00 Q0 000 0D (.00 000 000 000 000 000 000 000 OO0 000 000 000 Q00 000 Q00 000 000
vau G5500am  TOR0Opm EM RD B0 000 000 00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 00 000 000 Q00 000 Q00 000 000
[l G4300pm  TEROOAmM BM RO 0 000 0 0m 0m 0 0w 0 4w 00 0w 000 000 000 000 OQO0C 000 000 000 000 000 000 000 400 000 Q00 000 000
=) &4700 pm TEH00am  EM RD 30 000 000 500 00 00 00 0 00 000 0 000 000 000 000 000 000 000 000 OO0 000 000 000 Q00 000 Q00 000 000
A2y 124800 pm. SEX00am  EM RD 30 000 000 500 0 000 000 000 400 000 000 GO0 000 000 000 0OC 000 00D 000 000 OO0 000 000 Q00 000 QD0 000 000

10.2.2 By Employee

o Timekeeping -> Process Timesheet -> By Employee
Tools for timekeepers to re-process selected employee timesheets with changes. Fill up the
form, select the employee from the dropdown list, input the cut-off dates, and then click the

"Process" button to re-process the timesheet.
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@ Re-Process Employee Timesheet

COMPANY

FOR DEMO OMLY =
BRANCH

BRAMNCH TESTING v

Employee Name

PAY BASIS: ~
DATE FROM TO
i 5
& submit

After the re-process is done, check the Employee Workhours Distribution report located at
Timekeeping -> Reports -> Workhours Distr. to double check again the computation of

workhours distribution.

10.3 Send A Confirmation

o Timekeeper -> Send A Confirmation
Timekeepers are to send a confirmation of workhours distribution for every employee or
confirm by timekeeper based on a signed employee workhour distribution report if the
employee has no access to the web application. Fill up the form and input the cut-off dates,
then click the "Submit" button to send a notification to employees for verification and
approval of their computed timesheet. Employees with issues on their timesheets should
inform the timekeeper to correct them, if any. After confirmation is done, the system is
automatically sent to the department head for approval of employee work hour distribution

before payroll processing.
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@ Workhour Review & Approva

COMPANY
FOR DEMO ONLY B

BRANCH

BRAMNCH TESTING e

PAY BASIS: v

DATE FROM TO

= mm/dd/yyyy 5 mm/dd/yyyy

& submit

After sending a confirmation, the timekeeper can monitor the status of employee

confirmation located at Timekeeping -> Pending Status -> Confirm Workhour.

10.4 Pending Status

10.4.1 Invalid Editing

o Timekeeping -> Pending Status - Invalid Editing
Tools for timekeepers to check the list of pending status of timesheets with invalid time logs.
Fill up the form and input the cut-off dates, then click the "Submit" button to display the list
of employees with invalid time logs. After editing of invalid timesheet and sending it for

approval will automatically be removed from the list of invalid editing pending status.
@ Pending Timesheet with Invalid

COMPANY
FOR DEMO ONLY =

BRANCH

BRANCH TESTING v

PAY BASIS: bt

DATE FROM TO

] ]

& submit
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O List of Pending Timesheet with Invalid
Timekeeper / Timesheet q

LGU-5/DM: Timesheet Covered From: 4/16/2022 To: 4/30/2022

Show 10 ¥ entries Search:
Showing 1to 1 of 1 entries
Emp ID It Employee Names Pay Basis Action

881 SNAME 1, FNAME 1 M. M & View

Previous - Next

@ SNAME 1, FNAME 1 M.

(Branch Code: LGU-5)DM == Timesheet Covered From: 4/16/2022 To: 4/30/2022)

K -

N S O

04/16/2022

04/1712022

04/18/2022

04/19/2022

04/20/2022

04/21/2022

04/22/2022

04/23/2022

04/24/2022

04/25/2022

04/26/2022

04/27/2022

04/16/2022 06:40:00 AM

04/17/2022 06:46:00 AM

04/18/2022 06:38:00 AM

04/19/2022 06:31:00 AM

04/20/2022 06:18:00 AM

04/21/2022 06:38:00 AM

04/22/2022 06:41:00 AM

04/23/2022 06:41:00 AM

04/24/2022 06:53:00 AM

04/25/2022 06:30:00 AM

04/26/2022 06:39:00 AM

04/27/2022 06:20:00 AM

10.4.2 Invalid Approval

o Timekeeping -> Pending Status -> Invalid Approval

04/16/2022 05:51:00 PM

04/17/2022 03:53:00 PM

04/18/2022 05:47:00 PM

04/20/2022 12:14:00 AM

04/20/2022 03:47:00 PM

04/21/2022 05:51:00 PM

04/22/2022 05:51:00 PM

04/23/2022 05:50:00 PM

04/24/2022 03:53:00 PM

04/25/2022 05:52:00 PM

04/26/2022 04:00:00 PM

04/27/2022 03:51:00 PM

testing only

Tools for timekeepers to check the list of pending status of timesheet invalid approval. Fill up

the form and input the cut-off dates, then click the "Submit" button to display the list of

employees pending invalid approvals. The timekeeper can follow up with the department

head with pending approval of an invalid timesheet to approve. After the invalid timesheet

approval is approved, it will automatically be removed from the list of invalid approval

pending status.
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® Pending Approval of Invalid Logs

COMPANY
FOR DEMO ONLY B

BRANCH

BRANCH TESTING v

PAY BASIS: v

DATE FROM TO

& B

& submit

@ List of Pending Approval with invalid a

Timekeeper / Timesheet

LGU-SJDM => Timesheet Pay Period From: 4/16/2022 To: 4/30/2022

Show 10 ¥ entries Search:
Showing 1to 1 of 1 entries
Emp ID Employee Names Department Edit By Edit Date Approver Name

881 SNAME 1, FNAME 1 MNAME-1 Human Resource Department DELA CRUZ, JUAN 5. 04/29/2022 DELA CRUZ, JUAN 5.

Previous n Next

10.4.3 Confirm Workhour

o Timekeeping -> Pending Status -> Confirm Workhour
Tools for timekeepers to check the list of the pending status of employee workhour
confirmation. Fill up the form and input the cut-off dates, then click the "Submit" button to
display the list of employees with pending work hours confirmation. Timekeepers can follow

up with those employees not yet confirmed their timesheet workhours distribution.

Employees set up not paperless, they need to sign the printed form of the employee
workhour distribution report as a reference by timekeepers to confirm it into the system. Click

the hyperlink "View" to redirect from the report of employee workhour distribution and click
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the "Confirm" button to confirm it, then the system automatically removes it from the

pending list.
@ Pending Workhours Confirmation

COMPANY
FOR DEMO ONLY "

BERANCH
BRAMCH TESTING -

PAY BASIS: v

DATE FROM TO
i3] i

* submit

@ List of Pending Workhours Confirmation a

Timekeeper / Timesheet

LGU-5JDM == Timesheet Pay Period From: 4/16/2022 To: 4/30/2022

Show 10 ¥ entries Search:
Showing 0 to 0 of 0 entries
Emp ID Employee Names Department Process Date Action

No data available in table

Previous | Next

10.4.4 Workhour Approval

o Timekeeping -> Pending Status -> Workhour Approval
Tools for timekeepers to check the list of the pending status of employee workhour
approvals. Fill up the form and input the cut-off dates, then click the "Submit" button to
display the list of employees with pending workhour approval. Timekeepers can follow up on
those employees' timesheet workhours distribution not yet approved by the department head
before payroll processing. After employee workhour distribution is approved the system

automatically removes it from the pending list.
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@ Pending Workhours Approva

COMPANY
FOR DEMO ONLY

BRAMNCH

BRAMCH TESTING

PAY BASIS:
DATE FROM TO
B ==

& submit

@ List of Pending Workhour Approval

Timekeeper / Timesheet

LGU-5)DM => Timesheet Pay Period From: 4/16/2022 To: 4/30/2022

Show 10 ¥ entries
Showing 0 to 0 of 0 entries
Emp ID 1 Employee Names Department Confirm Date
No data available in table

Previous = Next

10.5 Reports

10.5.1 Daily Time Logs

o Timekeeping -> Reports -> Daily Time Logs

Search:

Approver Name

Generate employee's daily biometric time logs time-in and time-out. Fill up the form and

select the date, then click the "Submit" button to display the daily attendance biometric time

logs.
@ Daily Time Logs

COMPANY
FOR DEMO ONLY

BRAMNCH

BRAMNCH TESTING

DATE FROM: PAY BASIS

l & submit
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(8 Daily Valid Logs
Timekeeper / Daily Timelogs a

DAILY WITH VALID IN/OUT

NP: Date From: 10/23/2023 (Monthly)

NO. EMPLOYEE NAME TIME-IN TIME-OUT
1 6:03:30 am 4:02:39 pm
2 6:42:09 am 4:08:13 pm
3 6:42:05 am 4:04:56 pm
4 6:38:00 am 8:19:40 pm
] 8:03:01 am 6:11:15 pm
& 8:10:56 am 6:00:37 pm
7 5:20:52 am 6:07:44 pm
8 6:57:18 am 9:00:16 pm
9 6:39:33 am 7:11:07 pm
10 6:06:26 am 7:06:31 pm
1 6:58:31 am 5:10:37 pm
12 6:54:11 am 4:08:18 pm
13 5:41:24 am 4:30:02 pm
14 6:42:26 am 4:15:44 pm
15 6:35:42 am 4:06:02 pm
16 6:03:24 am 11:00:14 pm
@ HRIS & Payroll System v.02 =2 Powered by: www.hr-payroli.net
[8) Daily Invalid Logs
Timekeeper / Daily Timelogs G

/1 - 1w + O ®

DAILY WITH INVALID IN/OUT

NP: Date From: 10/23/2023 (Monthly)

EMPLOYEE NAME TIME-IN TIME-OUT

5:49:38 pm

7:05:03 am
7:15:15 pm
7:06:42 pm

@ HRIS & Payroll System v.02 2 Powered by: wvnw.hr-payroll.net

https://www.pinoycode.com/ | https://www.hr-payroll.net/ 213



https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

10.5.2 Invalid Data

o Timekeeping -> Reports -> Invalid Data
Tools for timekeepers to view the employee timesheet with invalid data after the pairing logs
or generating timesheet is done. Fill up the form and input the cut-off dates, then click the

"Submit" button to display all employees with invalid timesheets.

This report will be given to the employee if the setup is not self-service, as their reference to
file those invalid logs that are subject to approval. After the invalid form is approved the
employee should be back to timekeepers to file the invalid form to the system including the

form as an attachment.
@ Pending Timesheet with Invalid

COMPANY
FOR DEMO OMNLY 7

BRANCH

BRAMCH TESTING -

PAY BASIS: ~

DATE FROM TO
22 B

Sumday, May 1, 2022

EMPLOYEE TIMESHEET
LGU-SJDM - Cutt-Off Date From: 04/16/2022 To: 04/30/2022

PDS-0001: DELA CRUZ, JUAN S

DATE TIME-IN TIME-QUT
D4/M6/2022 04/16/2022 D6:57:00 PM D4/17/2022 DE:45:00 AM
04/19/2022 04/19/2022 12:58:00 PM 04/19/2022 11:45:00 PM
04/20/2022 04/20/2022 12:56:00 PM 04/21/2022 12:45:00 AM
D4/21/2022 04/21/2022 12:57:00 PM 04/22/2022 12:08:00 AM
D4/22/2022 04/22/2022 12:57:00 PM 04/23/2022 12:10:00 AM
04/23/2022 04/232022 12:54:00 PM D4/24/2022 12:16:00 AM
04/25/2022 04/25/2022 06:55:00 FM D4/26/2022 D6:54:00 AM
04/26/2022 D4/26/2022 06:54:00 PM D4/27/2022 03:58:00 AM
04/28/2022 04282022 07:47:00 PM 04/20/2022 03:58:00 AM
04/30/2022 04/3002022 06:51:00 PM
Confirmed Date: Approved By:
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10.5.3 Valid Data

o Timekeeping -> Reports -> Invalid Data
Tools for timekeepers to view the employee valid timesheet after the pairing logs or generate
timesheet is done. Fill up the form and input the cut-off dates, then click the "Submit" button

to display all employee timesheets with no invalid logs.

® valid Timesheet

PFiINOY
P

COMPANY
FOR DEMO ONLY

ERANCH

BRAMNCH TESTING

PAY BASIS:

DATE FROM:

B mm/ddryyyy

TO:

B mm/ddiyyyy

& Submit ‘

848: SNAME-2, FNAME-2 MNAME-2

EMPLOYEE TIMESHEET
LGU-SJDM - Cutt-Off Date From: 04/16/2022 To: 04/30/2022

DATE

TIMEIN

TIME-OUT

04/16/2022
04/18/2022
047192022
047202022
04/21/2022
04/22/2022
04/23/2022
04/24/2022
047272022
04/28/2022
04/28/2022

041672022 06:21:00 PM
041872022 DB:37:00 AM
041972022 06:37:00 AM
04/20/2022 06:31:00 AM
04/21/2022 06:31:00 AM
04/22r2022 06:43:00 AM
04/23/2022 06:32:00 AM
0412412022 06:39:00 AM
04/27/2022 08:21:00 PM
04/28/2022 06:17:00 PM
04/29/2022 06:18:00 PM

04/17/2022 D6:49:00 AM
041812022 D6:54:00 PM
04/19/2022 07-45:00 PM
04/20/2022 07-05:00 PM
04/21/2022 06:51:00 PM
04/22/2022 06:46:00 PM
04/23/2022 D6:50:00 PM
04/24/2022 04:05:00 PM
04/28/2022 06:47:00 AM
04/29/2022 06:48:00 AM
04/30/2022 D6:46:00 AM

Confirmed Date:

Approved By:
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10.5.4 With Timesheet

o Timekeeping -> Reports -> With Timesheet
Tools for timekeepers to view the employee with timesheet after the pairing logs or generate
timesheet is done. Fill up the form and input the cut-off dates, then click the "Submit" button
to display all employees with timesheets. This report can help the timekeeper to know whose

employees have no timesheet within the cut-off dates in the generated timesheet.
@ Employee with Timesheet

COMPANY
FOR DEMO OMNLY =

BERANCH
BRANCH TESTING h

PAY BASIS: b

DATE FROM: TO:

B mm/sddiyyyy B mmy/dd/yyyy

& submit

=  with-timesheet.pdf

Sundsy, May 1, 2022

PINOY SAN JOSE DEL MONTE CITY

p—— Employee with Timesheet
Cutt-Off Date From: 04/16/2022 To: 04/30/2022 (Monthly)

DEPARTMENT / EMLOYEE NAME

Human Resource Department
1 DELACRUZ, JUAN 8
2 SNAME 1, FNAME 1 MNAME-1
3 SNAME-2, FNAME-2 MNAME-2
4 SNAME-3, FNAME-3 MNAME-3
5 SNAME-4, FNAME-4 MNAME-4

TOTAL COUNT: 5
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10.5.5 Absent Without Pay

o Timekeeping -> Reports -> Absent Without Pay
Tools for timekeepers to generate employees absent without pay. Fill up the form and input
the cut-off dates, then click the "Submit" button to display all employees absentees without
pay. This report can help the timekeeper to double-check or validate the attendance date if

absent without pay is valid.
Absent Without Pay

COMPANY
FOR DEMO OMLY o

BRANCH

BRANCH TESTING -

DATE FROM: TO:

2 mm/dd/yyyy 5 mm/ddiyyyy

l & Submit l

Absent Without Pay G

Timekeeper / Absent Without Pay

— 1wo% + &=

Absent Without Pay Saturday. November 4. 2023

[N ates From: 10/12/2023 To: 10/26/2023

Date Absent Pay Basis

1 D
10/14/2023

1 D
10/20/2023

1
10/12/2023
3
10/14/2023
10423/2023
10/24/2023

2
10/12/2023
10/20/2023

1
10/23/2023

2z
10/12/2023
10/18/2023
1
10/26/2023
1
10/14/2023
2
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10.5.6 Dates With Late

o Timekeeping -> Reports -> Dates With Late
Tools for timekeepers to generate employees' dates with late. Fill up the form and input the
cut-off dates, then click the "Submit" button to display all employee's dates with late. This
report can help the timekeeper to double-check or validate the attendance date if late or

wrong workhour distribution due to a wrong shift schedule.
Dates with Late

COMPANY
FOR DEMO ONLY B

BRANCH

BRANCH TESTING -

DATE FROM: TO:

== mm/dd/yyyy 2| mm/dd/yyyy

l & submit l

Dates with Late e
Timekeeper / Absent Without Pay

100% + [H

Dates With Late Saturday, November 4, 2023
(NN Dates From: 10/12/2023 To: 10/26/2023
Date Shift Schedule IN Time-IN Hrs. Late Pay Basis
1 0.25
1 0.25
1021/2023 7:00 am 7:01 am 0.25 D
3 0.75
1 0.25
1001712023 1:00 pm 1:04 pm 0.25 M
1 0.25
10/25/2023 7:00 am 7:15 am 0.25 M
1 0.25
10/19/2023 7:00 am 7:03 am 0.25 M
[ 0.25
1 0.25
10/23/2023 7:00 am 7:01 am 0.25 D
2 0.50
2 0.50
10/19/2023 7:00 am 7:02 am 0.25 D
10/21/2023 7:00 am 712 am 0.25 D
4 1.00
1 0.25
10/19/2023 7:00 am 7:04 am 0.25 D
2 nwe
@ HRIS & Payroll System v.02 <=2 Powered by: www.hr-payroll.ner
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10.5.7 Approved Invalid

o Timekeeping -> Reports -> Approved Invalid

Tools for timekeepers to view all approved invalid timesheets. Fill up the form and input the

cut-off dates, then click the "Submit" button to display all approved employees with invalid

time logs.
@ List of Approvec

COMPANY
FOR DEMO OMLY

BRANCH

1V

vith Invalid

BRANCH TESTING

PAY BASIS:

DATE FROM:

B mm/ddiyyyy

TO:

B mmsddiyyyy

& submit

approved-invalid-log...

PINOY

L

PDS-0001: DELA CRUZ, JUAN S

EMPLOYEE TIMESHEET
LGU-SJDM - Cutt-Off Date From: 04/01/2022 To: 04/15/2022

Sunday, May 1, 2022

DATE TIME-IN TIME-OUT REMARKS
04/01/2022 04/01/2022 06:57:00 PM 04/02/2022 06:48:00 AM
04/02/2022 04/02/2022 06:57:00 PM 04/03/2022 D6:45:00 AM
04/03/2022 04/03/2022 12:58:00 PM 04/04/2022 04:00:00 AM biometric failed out
04/04/2022 04/04/2022 12:56:00 PM 04/05/2022 12:45:00 AM
04/05/2022 04/05/2022 12:57:00 PM 04/06/2022 12:08:00 AM
04/06/2022 04/06/2022 12:57-00 PM 04/07/2022 04:00:00 AM power interruption
04/08/2022 04/08/2022 12:54:00 PM 04/09/2022 12:16:00 AM
04/09/2022 04/00/2022 06:55:00 PM 04/10/2022 06:54:00 AM
04/10/2022 04/10/2022 06:54:00 PM 04/11/2022 03:58:00 AM
04/11/2022 04/11/2022 OT:47:00 PM 04/12/2022 03:58:00 AM
04/12/2022 04/12/2022 06:51:00 PM 04/13/2022 06:49:00 AM
04/15/2022 04/15/2022 06:57:00 PM 04/16/2022 D6:48:00 AM

=1
w1

@ 2023 - HRIS & Payroll System v.(

-

Approved By: CORRAL, JULIETL.

Date: 03/25/2022
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10.5.8 Approved Workhours

o Timekeeping -> Reports -> Approved Workhours
Tools for timekeepers to view all approved employee workhour distribution. Fill up the form
and input the cut-off dates, then click the "Submit" button to display all approved work hours

distribution.

orkhours Distribution

W Approved

COMPANY

FOR DEMO ONLY =
BERANCH

BRANCH TESTING h |

PAY BASIS: "‘
DATE FROM: TO:

= =

& submit |

® CAPIGNT R IAiBIae T W LT

approved-workhours-distribution.pdf

LGU San Jose Del Monte City
PINOY EMPLOYEE WORKHOURS DISTRIBUTION
s Period From: 04101/2022 Ta: (4/15/2022 (Monthly)
674: SNAME-4, FNAME-4 MNAME-4

SAN JOSE DEL MONTE CITY
ogulr Doy Suncy unt Dy Loga sy SpaialHolesy Laga Holday + RostDay __SpaeilHolidsy «Rost Oay Dot Holday
u or e O ML O O W A O OMO W AL O O M A O N0 M N O UM K A O oM N K O O W
BN 65200 pm. THD0am EM RD 10 000 000 500 000 000 000 000 000 000 0O 000 00 000 000 000 000 000 OO0 000 000 OO0 000 000 oM 000 000 000
0z 4500 pm 50300am BM RO i 000 000 500 000 000 000 Q00 Q0 000 000 Q.00 Q00 000 000 000 000 Q00 000 000 000 000 000 000 oM 000 000 000
BNz E47T00am  40000pm  EM RO 000 oo 000 000 OO0 QOO 000 000 000 000 0O 000 00 000 000 000 000 000 OO0 000 000 OO0 000 000 oM 000 000 000
W40z 5400 am TH00pm BM RO &0 000 000 000 000 000 000 000 Q0 000 000 Q.00 Q00 000 000 000 000 Q00 000 000 000 000 000 000 oM 000 000 000
wexm  gecam GSM0pm GM RD &M D00 000 000 00 00 000 000 o0 00 000 000 OM GO0 000 OO0 GO 000 0K 000 000 000 00O QM 000 000 D0 000
[ 5700 am T2800pm BM RO &0 000 000 000 000 000 000 000 00 000 ooo 000 Q00 000 000 000 000 Q00 000 000 000 000 000 000 oM 000 000 000
LRl 70000 am TA200pm  BM RD 800 000 000 000 000 OO0 000 000 000 000 000 000 00 000 000 000 000 000 OO0 000 000 OO0 000 000 00 000 000 000
[2he ] 5500 am T0200pm  BM RO &0 000 000 000 000 000 000 000 Q0 000 000 Q.00 Q00 000 000 000 000 Q00 000 000 000 000 000 000 oM 000 000 000
Bz 65600 am 708:00pm  BM RD 800 000 000 000 000 OO0 000 000 000 000 000 000 00 000 000 000 000 000 OO0 000 000 OO0 000 000 00 000 000 000
(200 4800 pm THID0am BM RO QM 000 000 000 000 000 000 000 Q0 000 000 Q.00 Q00 000 000 000 000 Q00 000 000 000 000 000 000 oM 000 000 000
R 64700 pm. 35900am  BM RD 10 000 000 500 000 000 000 000 000 000 000 Q00 00 000 000 000 000 000 OO0 000 000 OO0 000 000 00 000 000 000
W02 124800 pm 55200am  BM RO i 000 000 500 000 000 Q00 000 00 000 ooo 000 Q00 00C 000 000 000 000 000 000 000 000 000 000 0 000 000 000
wisez  gmmpm 7odNam eM  R) D D00 000 500 000 D0 000 000 O 00 00 000 OM o0 000 00 OO 000 000 000 000 000 00 OM 00 0 D00 000
W40z TH000am  40000pm VL RO &0 000 000 000 000 000 000 000 Q0 000 000 000 Q00 00C 000 000 000 000 000 000 000 000 000 000 0 000 000 000
BN 65200 pm T100am  BM RD 30 000 000 500 000 000 000 000 000 000 000 000 000 000 000 000 000 000 OO0 000 000 000 000 000 000 00 000 000
7400 000 000 3000 000 000 000 000 400 go0 000 Q00 Q00 00C 000 000 000 000 000 000 000 000 000 000 0 000 000 000
RECULRHOURS 18400
Late Hours: L1
Undinms Hours a0
Asent (1] ﬁ—‘
ok on Hokday. b VMR 138260 Approved
15 Deduction s [P —
Total Regular Hours: 400

10.5.9 Workhours Distribution

o Timekeeping -> Reports -> Workhours Distr.
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Tools for timekeepers to generate employee workhour distribution after the timekeeping
process is done. Fill up the form and input the cut-off dates, then click the "Submit" button

to generate the report.

The generated report is a way of checking by the timekeeper if the hour computation is

computed properly or missing filing of notices like overtime, leave, or locator slips. If the red
color appears in the report column date, the possible error is the shift schedule was changed
which should be filed as a temporary shift schedule, after approval and reprocessed again in

Timekeeping -> Process ->By employee.

rkhours Distribution

COMPANY
FOR DEMO OMNLY =

BERANCH

BRANCH TESTING - |

PAY BASIS: v|

DATE FROM: TO:

i i

& submit |

=  employee-workhours-distribution.pdf 1/5 - + | B O
. LGU San Jose Del Monta City
C-""‘ EMPLOYEE WORKHOURS DISTRIBUTION
R Period From: 041012022 To: 04/15/2022 (Monthiy)
674: SNAME-4, FNAME-4 MNAME-4
SAN JOSE DEL MONTE CITY
Regular Day ‘Sunday | Rest Day Logal Hollday gl iy y Spacial y 1y Double Holiday
[ T gt DY AT Q1 OMO MD AT 0T O W AT 0T OTW MO BT OT MO AD AT 0T OWD N BT OF OMO ND AT OT OB M
401022 65200pm  T:11:00am BM RO 300 000 OO0 500 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
40222 G4500pm  503:00am BM RO 300 000 OO0 500 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
403022 G4700am  400:00pm BM RO 000 000 OO0 QOO 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
(4042022 G5400am  T:H100pm  BM RO 800 000 OO0 QOO 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
40522 6:49:00 am 65300pm  BM RO 800 000 000 000 000 000 000 000 000 000 000 QOO 000 000 000 000 000 000 000 000 0DO0 D00 000 OO0 000 000 000 000
406022 G87.00am  7.2900pm BM RO 800 000 OO0 QOO 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
407022 T0000am  7.0200pm BM RO 800 000 OO0 QOO 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
04082022 6:85:00 am T0200pm  BM RO 800 000 000 000 000 000 000 000 000 000 000 0.00 000 000 000 000 000 000 000 000 000 OO0 000 000 000 000 000 000
40922 G8600am  7.0800pm BM RO 800 000 OO0 QOO 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
o410 G4800pm  75300am BM RO 000 000 OO0 QOO 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
Iz G4700pm  359:00am BM RO 300 000 OO0 500 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
2 124800pm  &5200am BM RO 300 000 OO0 500 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
Dan3me2 6:53:00 pm T0400am  BM RO a0 000 000 500 000 000 000 000 000 000 000 QOO 000 000 000 000 000 000 000 000 0DO0 D00 000 OO0 000 000 000 000
a2 T0000am  400:00pm VL RO 800 000 OO0 QOO 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
N5 65200pm  T:11:00am BM RO 300 000 000 500 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
7400 000 000 3000 000 000 000 000 0w 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
REGULAR HOURS 10400
LataHours: w0
Undestime Hours: 00
Absent: 00
orkon Holldsy: w0 -
o Do 0 Employes Signature Manager | Supervisor
Total Reguiar Hours: 0
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10.5.10 Workhours Summary

o Timekeeping -> Reports -> Workhour Summary
Tools for timekeepers to generate the workhours distribution summary after completing the
checking of employee workhour distribution. Fill up the form and input the cut-off dates,

then click the "Submit" button to generate the report.

® v

orkhours Distribution Summary

COMPANY
FOR DEMO OMLY =

BRANCH

BRAMNCH TESTING - |

PAY BASIS: v |

DATE FROM: TO:

== ==

= workhours-distribution-summary.pdf

P‘l‘!l’ﬂ‘ LGU San Jose Del Monte City
et i EMPLOYEES WORKHOURS DISTRIBUTION SUMMARY
( Pay Period: From 04/01/2022 To 041152022 (Monthly)
SAN JOSE DEL MONTE CITY
Human Resource Department
Rogular Day ‘Sunday | Rost Day Logal Holkday Spocial Hallday Legal Hallday + Rast Day Rast Day Dauiio Holiday Romarks
EMPLOYEE NAME AT ar o L RT ar oD L RT or  OTND L AT ar oTeD L RT ar omp L RT or o™ L AT aT oTHD L
1 SNAME 4, FNAMES M. 740 000 000 3000 LR T T 0w 00 00 000 00 000 000 000 000 000 000 om0 0w 0l 0 00 00 000 000 000
2 SNAME-3, FHANE-A M. w0 00 08 00 00 AW BN 0D O DG OGO G0 BN 00 O A0 000 O 0 O 003 08 0 0 G0 bW oM
3 SNAMEZ, FHANE:2 M. @00 000 00 MH 0N 0M 000 0N 0W 0M 0® 00 0N 00 00 0@ 000 000 0K 000 0W 00 0 0M 00 00 0M 0
4 SNAME 1, FNAME 1 M. ®00 00 00 000 LR T T 0w 00 000 000 00 000 000 000 000 000 000 om0 w0l 0l 00 00 000 Q00 000
5 DELACRUZ, JUANSS. HH OO0 00 4H 00 A0 0N 0B 0W DO 0W 0® 0N 0N 0W 0W 000 0N 0N OW  0W 0B 0® 0 0N 0N DN 0m
Ooparimant Totas 323533 WH AW 00 WIS 000 00 0B DM A0 R0 MO0 GDD A AE0 0 0 L0 0B DM OM GO0 GO0 GDD BO0 DM DM 0 0M
<< QVER-ALL TOTAL »»»
Regular Day ‘Sunday | Rust D Logal Holkday ‘Spocial Holiday Logal Holiday + Rost Day ‘Special Holday + Rest Day Doubls H
R M AT e A “w . e AT “w AT w A o
on: [} ar: (1) or. [ o (U] or: [ o (] o o
oo [T} omi: (] omhe: [ omie (U] o [ omp: w omi: (1]
W oo o [ "3 [ o [ [ 3 H: [ o o

11 Project Charging

11.1 Daily Working Hours
o Project Charging -> Daily Working Hours
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This module is to keep track of detailed labor costs to input the daily working hours of
moving workers from different projects assigned by the team leader. To get accurate project
charging must be done every payroll pay period after the payroll process is approved by the
payroll head. The hourly rate charged is the employee's gross income divided by the total

hours worked on the pay period timesheet.

Project Daily Workhours Entry

COMPANY

FOR DEMO ONLY b
BRANCH
[ BRAMCH TESTING b l

Attendance Date: B = mm/dd/yyyy

| |

BRANCH TESTING a

Project Charging / Daily Werk Hours: 05/02/2022

) =2

Show 10 v entries Search:

Showing 1 to 2 of 2 entries

EMP ID EMPLOYEE NAME JOB DESCRIPTION TOTAL HOURS ACTION
TEST-006 TEST 6, TEST 6 TEST 6 ACCOUNTING STAFF 8.00 [# Edit % Delete
TEST-005 TEST 5, TESTSTEST 5 ELECTRICAL ENGINEER 8.00 [# Edit % Delete

Previous - Next

Project Daily Work Hours a

Project Charging / Daily Work Hours / Create

Date: Monday, May 2, 2022

Project: | - SELECT — -

Employee:
TEST 10, TEST 10 TEST 10
TEST 15, TEST 15 TEST 15
TEST 5, TESTSTEST 5
TEST 6, TESTE TEST 6
TEST 7, TEST7 TEST7
TEST 8, TEST8 TEST 8
TEST 9, TEST9 TEST 9

TEET A TRET A TEET A

Number of hours work:

Remarks:

I Cancel l [ ¥ submit
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BRANCH TESTING

Project Charging / Daily Work Hours: 05/02/2022

Show 10 ¥ entries Search:
Showing 1 to 2 of 2 entries
EMP ID EMPLOYEE NAME JOB DESCRIPTION TOTAL HOURS
TEST-006 TEST 6, TEST 6 TEST 6 ACCOUNTING STAFF 8.00
TEST-005 TEST 5, TESTSTEST 5 ELECTRICAL ENGINEER 8.00

Previous Next

rking Hours Report

Project Charging / Group Report by Employee

/1 -

BRANCH TESTING
PINOY

Wiek Apication

i Date: Monday May 02, 2022

wx + | B ©

Workhours Group Report by Employee

EMPLOYEE | PROJECT NAME

REMARKS

1 TEST 5, TESTS TEST 5§
ABC PROJECTS
DEF PROJECT
FGH PROJECT

2 TESTE, TESTETEST6
ABC PROJECTS
DEF PROJECT
FGH PROJECT

testing
sample

testing only

testing
sample

testing enly

TOTAL HOURS =>

king Hours Report

Project Charging / Group Report by Project

BRANCH TESTING

PINOY
et Appicanion

Date: Monday May 02, 2022

Workhours Group Report by Project

PROJECT / EMPLOYEE NAME

REMARKS

1 ABC PROJECTS
TEST 5, TESTSTEST 5
TEST 6, TEST6 TEST6

2 DEF PROJECT
TEST 5, TESTSTEST 5
TEST 6, TEST6 TEST6

3 FGH PROJECT
TEST 5, TESTSTEST 5
TEST 6, TEST6 TEST6

testing

testing

testing only

testing only

@
4

¥ Daily Workhours Entry
» Daily Group Report by Emplayee
¥ Daily Group Report by Project
ACTION
[# Edit % Delete

[ Edit X Delete
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11.2 Work Hour Reports

11.2.1 By Employee
o Project Charging -> Work Hour Reports -> By Employee
Generate employee work hour details report for visual checking of daily working hours

entries. The employee work hours report is grouped by dates with sub-totals.
Employee Work Hours Report

COMPANY
FOR DEMO ONLY -

BRANCH

BRAMCH TESTING -

EMPLOYEE

DATE FROM TO

& mm/dd/yyyy 3 mm/dd/yyyy

& submit

& Emplayee Work Hours Report

Praject Charging / Reports G

B o

1/1 = 100% -+

BRANCH TESTING
Employee Workhours Report
Date From: 05/01/2022 To: 05/15/2022

PINOY

Web Applation

TEST-006: TEST 6, TEST 6 TEST 6

DATE / PROJECT NAME

REMARKS

5/2/2022
ABC PROJECTS
DEF PROJECT
FGH PROJECT

testing
sample

testing only

TOTAL HOURS ==

11.2.2 By Project

o Project Charging -> Work Hour Reports -> By Project
Generate project work hours details report for visual checking of project daily working hours

entries. The project work hours report is grouped by dates with sub-totals.
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Project Daily Working Hours Report is to track the amount of time that is spent on a
particular project. It allows project managers to monitor the progress of the project and
ensure that the project is on track to meet its goals and objectives. Additionally, it can be

used to identify areas of improvement and ensure that resources are being used efficiently.
Project Work Hours Report

COMPANY
FOR DEMO OMNLY -

BRANCH

BRAMCH TESTING -

PROJECT
-~ SELECT — v

DATE FROM TO
= mm/dd/yyyy = mm/dd/yyyy

& submit

Project Work Hours Report G
Project Charging / Reports

wes + | B ©

o BRANCH TESTING
PINOY
Wb Application Project Workhours Report
il Date From: 05/01/2022 To: 05/15/2022
PR-0001: ABC PROJECTS
DATE / EMPLOYEE NAME REMARKS
5212022

1 TESTS5 TESTSTESTS testing
2 TEST6, TESTGTESTE testing

TOTAL HOURS =>

11.2.3 Summary

o Project Charging -> Work Hour Reports -> Summary
Generate project working hours summary report for visual checking of project daily working
hours entries. The project work hours summary report is grouped by dates with total hours

from selected date ranges.
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The Project Charging Working Hours Summary Report is a tool used to track the amount of
time spent on a project. It helps project managers to better manage tasks and resources and
to ensure that resources are being used efficiently. The report can provide an overview of the
project status and help identify areas of potential improvement. It can also be used to

compare the performance of different team members and track the progress of a project.

Project

Vork Hours Summary

COMPANY
FOR DEMO OMNLY -

BERANCH

BRANCH TESTING -

PROJECT

DATE FROM TO

m mm/dd/yyyy z2 mm/dd/yyyy

|«
[
o

uomit

Project Work Hours Summary G
Project Charging / Reports

100% + (HE)

= BRANCH TESTING
PINOY
Wi Workhours Summary Report
i Date From: 05/01/2022 To: 05/15/2022
PR-0001: ABC PROJECTS
DATE DAY HEAD COUNT
05/02/2022 Monday 2

05/03/2022 Tuesday 3
05/04/2022 Wednesday 3

TOTAL HOURS =>

11.2.4 Timesheet Comparison
o Project Charging -> Work Hour Reports -> TS Comparison
Tools to generate project charging work hours entries vs the actual timesheet process and

check the hour's variance if any.
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fork Hours Entries vs. Timesheet
COMPANY
FOR DEMO OMNLY
BRANCH
| BRANCH TESTING
DATE FROM TO
B mm/ddlyyyy B mm/ddryyyy
¥ submit

=  project-charging-work-ho...

- BRANCH TESTING
PINOY A
Webs Aggiicaton Project Workhours vs. Timesheet Process

Date From: 08/01/2020 To: 08/15/2020

EMPLOYEE NAME / DATE DAY WORK HRS TIMESHEET VARIANCE

TEST-002: TEST-2, TEST-2 TEST-2
08/01/2020 Saturday 800 8.00 0.00
08/03/2020 Monday 10.00 8.00 -2.00
08/04/2020 Tuesday 800 8.00 0.00
0B/05/2020 Wednesday 800 8.00 0.00
0B/D6/2020 Thursday 8.00 8.00 0.00
0B/07/2020 Friday 800 8.00 0.00
0B/0B/2020 Saturday 800 8.00 0.00
08/10/2020 Monday 8.00 8.00 0.00
08/11/2020 Tuesday 800 8.00 0.00
08122020 Wednesday 800 8.00 0.00
08/13/2020 Thursday 8.00 8.00 0.00
08/14/2020 Friday B.00 8.00 0.00
08152020 Saturday 800 8.00 0.00
106.00 104.00 -2.00

TEST-004: TEST 4, TEST 4 TEST 4
08/01/2020 Saturday 10.00 8.00 -2.00
0B/03/2020 Monday 800 7.50 -0.50
08/04/2020 Tuesday 800 8.00 0.00
0B/05/2020 Wednesday 8.00 8.00 0.00
0B/DB/2020 Thursday 800 8.00 0.00
08/07/2020 Friday 8.00 8.00 0.00

© 2023 - HRIS & Payroll System v.02

11.2.5 Labor Cost

o Project Charging -> Work Hour Reports -> Labor Cost

Tools to generate project charging labor costs for every pay period after the payroll process

is approved.

This report includes information on the labor costs associated with the project, including the

amount of wages paid to workers, the number of hours worked, and the total cost of the

project. Additionally, the report includes information on any overtime costs associated with

https://www.pinoycode.com/ | https://www.hr-payroll.net/

| 228


https://www.pinoycode.com/
https://www.hr-payroll.net/

HRIS & Payroll System User Manual

the project. The report provides a comprehensive overview of the labor costs associated with
the project and can be used to help inform future budgeting and cost management

decisions.

Project Ch

COMPANY
FOR DEMO OMNLY -

BRAMNCH

| BRANCH TESTING -

DATE FROM TO
B mm/dd/yyyy B mm/ddsyyyy

X Submit

PROJECTS LABOR COST SUMMARY

Project Charging / Reperts

100%

BRANCH TESTING
Projects Labor Cost Summary
Date From: 08/01/2020 To: 08/15/2020

PROJECT NAME TOTAL WORK HRS LABOR COST

PR-0001 ABC PROJECTS 294.00 67,227.68
PR-0002 DEF PROJECT 294.00 67,131.52
PR-0003 FGH PROJECT 248.00 55,650.08

GRAND TOTAL => 836.00 190,009.28

project-charging-labor-cost.pdf 100% + [EI-)]

BRANCH TESTING
Detailed Projects Labor Cost
Date From: 08/01/2020 To: 08/15/2020

TIMESHEET & PAYROLL FINAL RESULTS

EMPLOYEE NAME / PROJECT WORK HRS RATE PER HR LABOR COST TOTAL HRS VARIANCE GROSS PAY
TEST 10, TEST 10 TEST 10
ABC PROJECTS 38.00 22596 8,586.48
DEF PROJECT 38.00 225096 B,586.48
FGH PROJECT 28.00 22596 6,326.88
SUB-TOTAL => 104.00 23,499.84 104.00 0.00 23,500.00
TEST 4, TEST4 TEST 4
ABC PROJECTS 38.00 417.10 15,849.80
DEF PROJECT 38.00 417.10 15,849.80
FGH PROJECT 30.00 4710 12,513.00
SUB-TOTAL => 106.00 44,212.60 47.50 -58.50 19,812.50
TEST 5, TESTSTEST S
ABC PROJECTS 36.00 143.59 5,169.24
DEF PROJECT 36.00 143.59 5,169.24
FGH PROJECT 32.00 14359 4,584 88
SUB-TOTAL => 104.00 14,933.36 96.00 -8.00 13,785.00
TEST 6, TEST6 TEST6
ABC PROJECTS 36.00 216.34 7.788.24
DEF PROJECT 38.00 216.34 8,22092
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12 WFH Setup

12.1 Category
o WFH Setup -> Category

Maintenance lookup table for the work-from-home category.

£ WFH Category
WFH / Category / MIS: MNGT INFORMATION SYS

CATEGORY ID &

1 Admin Support

2 Finance System

3 MIS Support

4 Miscellaneous

5 Procore

6 Sharepoint

7 Software Development
8 Software Support

+ S @ P @ Page |1 of 1

12.2 Topic
o WFH Setup -> Topic

Maintenance lookup table for the work-from-home topic.

2 WFH Topic

WFH / Topic / MIS: MNGT INFORMATION 5YS

CATEGORY ID
] MIS Software
2 Acumatica
38 Heavy Equipment
8 HRMS rHRIS
8 In House Software (Access)
8 MNew Software Request
5 Procore Support
8 Report Modification
6 Sharepoint Support

Software/\Website Changes

Page |1 of 3 »> w1

DESCRIPTION

View 1-8of 8

TOPIC DESCRIPTION

View 1- 10 of 28
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13 Online Filing

13.1 WFH In/Out

o Online Filing -> WFH In/Out
The purpose of work-from-home time-in and time-out is to help you track your work hours
and ensure that you are working the required number of hours as per your employment
contract. This helps your employer to monitor your productivity and ensure that you are
meeting your work obligations. Time-in and time-out records can also be used for payroll
purposes to accurately calculate your salary or wages. Additionally, tracking your work hours
can help you maintain a healthy work-life balance and ensure that you are not overworking

or burning out while working from home.

WEH Time-In/Out
Online Filing / WFH In-Out . | # WFH TASK ACTIVITY | ‘:I

Saturday, January 20, 2024, 4:43:14 PM | omen | [ omeour |

Show 10 ¥ entries Search:

Showing 1 to 10 of 12 entries

TIME LOGS INJOUT DEVICE LOCATION IP ADDRESS

01-20-2024 04:38:27 PM 0 WFH 112.211.148.172
01-20-2024 01:01:04 PM 1 WFH 112.211.148.172
01-20-2024 12:09:03 PM 0] WFH 112.211.148.172
01-19-2024 06:25:35 PM 1 WFH 112.211.148.172
01-19-2024 06:25:13 PM 0 WFH 112.211.148.172

o WEH 112.211.148.172

© HRIS & Payroll Salution

Click the button "Time-IN" to record the clock-in date &time hours and "Time-OUT" to the

record clock-out date &time hours for timekeeping purposes.

Click the button "WFH TASK ACTIVITY" to record the daily task activity during work hours and
for every cut-off the employees are required to send the work-from-task report for review

and head department approval.
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Are you sure to time-in?

Confirm to record this time log.

Yes

Thank You.

Time-IN successfully saved

Work From Home

Online Filing 7/ WFH Cut-Off / List

@ WFH In/Out

STATUS => Data Eniry: 2 Pending: 0 Approved:0 Deniad:0 Return:0 i=
Show 10

~ entries

Showing 1 to 2 of 2 entries

Search:
DATE FROM If  pateTO WORK DAYS APPROVER NAME STATUS ACTION
2023-12-07 2023-12-21 o Data Entry @ View [ Edit
2023-05-07 2023-05-21 10 Data Entry
Previous - Next

@ View [ Edit
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) WFH Daily Task G

Online Filing / WFH Cut-Off / From 05/07/2023 To 05/21/2023

‘ s &8 Create Attendance Date H & WFH Report

Show 10 ¥ entries Search:

Showing 1 to 10 of 10 entries

ATTENDANCE DATE ¥ pay CREATED DATE ACTION

2023-05-19 Friday 05/27/2023 [# Task Entry % Delete

2023-05-18 Thursday 05/27/2023 [# Task Entry X Delete

2023-03-17 Wednesday 05/27/2023 [# Task Entry ¥ Delete

2023-03-16 Tuesday 05/27/2023 [# Task Entry % Delete

2023-05-15 Monday 05/27/2023 [# Task Entry % Delete

Create Attendance Date
Period From: 05/07/2023 To: 05/21/2023
ATTENDANCE DATE
B mm/ddryyyy
May 2023
Tu We Th Fr

l#” WFH Daily Task Entry G
Online Filing / Daily Task / From 05/07/2023 To 05/21/2023

Date: 05/18/2023 (Thursday)

TOPIC ID MNO. OF HRS ACTIVITY REMARKS STATUS

Support HRIS timekeeping FFCI Norzagaray Plant and fixed the filed

G leted
ticket in user help desk omplete:

4 5.00

" 400 Additional featur_e to "Revert" approved leave filing for modification Completed
and subject again for approval.

View 1-20f2

+ S @ L P Page 1 of 1
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|+ WFH Daily Task Entry q
Online Filing / Daily Task / From 05/07/2023 To 05/21/2023

Date: 05/18/2023 (Thursday)

REMARKS STATUS
ADD RECORD
fixed the filed
Completed
TOPICID [ MIS Software +]
nodification c leted
NO. OF HRS o
1 of 1 View1-20f2
ACTIVITY
A
REMARKS
STATUS Pending ~

B Submit x Cancel

"WFH Request For Review" after completing the task activity within the cut-off for review
and department head approveaim

rk From Home ﬂ
Online Filing / WFH / Reports

wx + | B &

WORK FROM HOME oy Decanbe 10,223
SPVR - Cut-OF Date From: 0510712023 To: 0512112023

6882: CORRAL, RUBEN BULGAR Department: MS: MNGT INFORMATION 8Y§ Position: PROGRAMMER Total Hours: 88.00
Category Topic Hours  Work Activity Remarks Status
Manday, May 8, 2023
Miscellaneous MIS Checkpoint Meeting 200 MIS F2F checkpoint meating Completed
Software Support HRMS /HRIS 500 Assistin HRIS timekeeping testing for daily and adjust variance found in comparison Completed
of PRR report from HRMS output.

Software Support Timekeeping 200 Finalized the module to sync timelogs from LiLo using AP services. Completed

Sub-Total => 4.0

Tuesday, May 9, 2023
Software Support HRMS /HRIS 900 Assistin HRIS timekeeping testing for daily and adjust variance found in comparison Ongaing
o of PRR. report from HRMS autput.
Sub-Total => .00
Wednesday, May 10, 2023
Software Support Timekeeping 200 Backend FFCI timekeeping for May 22 hofiday should be regular day in manhour Completed
@ HRIS & Payrall System v.02 €52 Powered by: ww.hr-payroll.net
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13.2 Overtime

o Online Filing -> Overtime
Self-service overtime filing is to allow employees to independently and accurately record and
request compensation for any additional hours worked beyond their regular working hours. It
provides a convenient and efficient way for employees to track their overtime hours, ensuring
that they are properly compensated for their extra effort. Self-service overtime filing also

helps streamline the overtime approval process by allowing managers to review and approve

or deny overtime requests promptly. Overall, it promotes transparency, accountability, and

fairness in managing overtime work.

Overtime

Online Filing / List

Show 10 ~ entries
showing 1 to 1 of 1 entries
OT DATE OTTYPE

2023112/ Regular OT

Previous Next

Overtime

Online Filing / Details

& 6882 - RUBEN CORRAL

OT DATE
OT TYPE
SHIFT SCHEDULE

DAY

START TIME
END TIME
REASON

RT

ND

oT

OTND

Total OT Hrs

Less OT L-Break
Less OTND L-Break

OT REVIEWER
APPROVER
APPROVED DATE
STATUS

DATE FILED

END TIME REVIEWER

12/01/2023 05:00 PM 12/01/2023 11:00 PM 6882

12/01/2023
Regular OT
08:00 AM to 05:00 PM

Friday
1 2023 5:00:00 PM
12/1/2023 11:00:00 PM
testing only

(==

SR O o R

oD oo o
=]

=]

=]

Ln

oo
=]

=]

[=1

6882 (CORRAL, RUBEN B.)
6882 (CORRAL, RUBEN B.)
01/14/2024

Approved

01/14/2024

Search:

APPROVER STATUS ACTION

i Details @

6882 Approved
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Overtime

Cnline Filing / Create

Attendance Date OT Type

mm/dd/yyyy -— SELECT - ~

Reason / Remarks

OT Date Start Time:

mm/dd/yyyy ©@  hh:mm

OT Date End Time:

mm/dd/yyyy ©  hh:mm

A UNCHECK IF NO OVERTIME LUNCH BREAK DEDUCTION.
@ OTND START TIME FROM 10:00PM TO 6:00AM.

OT L-Break OTND L-Break [ Overlapping

I Cance ‘ ‘ & submit

»  Fill up the overtime form and click the "Submit" button to notify the timekeeper for
overtime review. After the reviewer confirms the overtime is valid automatically send

it to the department head for overtime approval.

13.3 Leave

o Online Filing -> Leave
Self-service leave filing is to provide employees with a convenient and efficient way to
request time off from work. By allowing employees to submit their leave requests through a
self-service system, it streamlines the process for both the employee and the employer. This
can help to reduce administrative burden, improve the accuracy of leave records, and ensure
that leave requests are processed promptly. Additionally, self-service leave filing can give
employees greater control and visibility over their own time off, leading to increased

satisfaction and productivity.

Vacation Leave (VL) filing is based on leave credit accumulated monthly if the leave is not
used. Emergency leave to use vacation leave but the available leave credit is less than the
required leave to file, the employee must request additional leave credit in advance balance

within the year.
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Leave G
Online Filing / List

s [ & Available Leave Balance w/ Pay “ © Creatz ] Available VL Points Credit: 0.25

show 10 ™ entries Search:
Showing 1 to 1 of 1 entries
DATE FILED I LEAVE START LEAVE END TYPE REVIEWER ID APPROVER ID STATUS ACTION

2024/01/20 01/03/2024 01/03/2024 VL 6882 6882 Approved i Details

Previous n Next

£ Year 2024 Leave Balance with Pay

Leave Type # of Days Used Balance

Paternity Leave 7 0.00 7.00

Sick Leave 15 0.00 15.00

Vacation Leave 15 1.00 14.00
4= Back

Leave G
Online Filing / Create
Leave applied for: Name of Reliever
-~ SELECT — e
Reason for Leave Address while on leave

[JHalf day leave

Leave Start Leave End

B mm/dd/yyyy B mm/ddiyyyy P Cancel l l & submit
Last day reported Return to work

8 mm/ddiyyyy B mm/ddiyyyy

»  Fill up the overtime form and click the "Submit” button to notify the timekeeper for
leave review. After the reviewer confirms the leave is valid automatically send it to the

department head for leave approval.
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13.4 Locator Slip

o Online Filing -> Locator Slip
The purpose of a "locator slip form" is to track and record the attendance of employees or
individuals daily. This type of slip is often used in workplaces, schools, or other organizations
to monitor and manage attendance. Employees or individuals may be required to fill out the
locator slip with their name, date, and other relevant information, and then submit it to the
appropriate department or supervisor for approval. This document will be used in filing

overtime for attachment as a reference.

Locator Slip q
Online Filing / Locator Slip / Cut-off Dates

g STATUS => Data Entry: @ Pending: @ Approved: @ Denied: 0 Return: 0@ Revert: 0

Show 10 ¥ entries Search:
Showing 0 to 0 of 0 entries
PERIOD FROM PERIOD TO WORK DAYS APPROVER ID STATUS ACTION
No data available in table

Previous = Next

@ Locator Slip (Create)

Cut-Off Date From: To:

& 2

4= Back l l X submit

Locator Slip Data Entry a

Time & Attendance / Date From: 10/22/2023 To; 11/06/2023

& CORRAL, RUBEN B. DATE DAY TIME-IN TIME-OUT

» Branch:
¥ Department:| 10/23/2023 Mon 09:00:00 AM 07:00:00 PM

» Position: PROGRAMMER
» Pay Basis: Monthly

10/24/2023 Tue 09:00:00 AM 07:00:00 PM
<<1st Shift>> 09:00 AM to 07:00 PM
Attendance Date (Start Time): g l © Request For Review
& 10/25/2023 09:00 o
Attendance Date (End Time):
= 10/25/2023 19:00 o]
4= Back I I & submit
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»  Filing of the locator sljp is per cut-off dates, after we finish the entry merge the

document into one PDF file for attachment as reference.

> Click the "Requestfor Review" button to notify the timekeeper for locator sljpreview.
After the reviewer confirms the locator slip is valid automatically send it to the

department head for locator slip approval.

13.5 Failure In/Out

o Online Filing -> Failure In/Out
Self-service to edit the invalid time logs and subject to approval by their department head.
After the timekeeper generates a timesheet, the system automatically sends those employees

with invalid time logs, which are no time-in with time-out or with time-in no time-out.

Notes: Employees must use their inbox messages to edit the invalid logs; click the hyperlink
"View" and click the hyperlink "Edit" to edit the invalid time logs and "Delete" to delete the
records. After editing the invalid logs, click the "Request Approval" button to notify the

approver.

Failure Log In/Out a
Online Filing / List

Show 10 ¥ entries Search:

Showing 1 to 3 of 3 entries
FROM TO BRANCH CODE APPROVERID STATUS ACTION
LGU-5IDM PDS-000 Pending Approva [# Edit i Details
LGU-S|DM PDS-000 Approved i Details
LGU-S|DM PDS-0001 Approved i Details
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Online Filing / Failure Logs / Edit

@ DELA CRUZ, JUAN S.

Cut-Off date from: 04/16/2022 to: 04/30/2022

04/16/2022

04/19/2022

04/20/2022

04/21/2022

04/22/2022

04/23/2022

04/25/2022

04/26/2022

04/28/2022

04/16/2022 06:57:00 PM

04/19/2022 12:58:00 PM

04/20/2022 12:56:00 PM

04/21/2022 12:57:00 PM

04/22/2022 12:57:00 PM

04/23/2022 12:54:00 PM

04/25/2022 06:55:00 PM

04/26/2022 06:54:00 PM

04/28/2022 07:47:00 PM

04/17/2022 06:45:00 AM

04/19/2022 11:45:00 PM

04/21/2022 12:45:00 AM

04/22/2022 12:08:00 AM

04/23/2022 12:10:00 AM

04/24/2022 12:16:00 AM

04/26/2022 06:54:00 AM

04/27/2022 03:58:00 AM

04/29/2022 03:58:00 AM

04/30/2022 04/30/2022 06:51:00 PM

13.6 VL Request Credit
o Online Filing -> VL Request Credit

Self-service to request additional vacation leave credit and subject to approval by their

department head. Click the "Create" button to create a new request for VL credit, then fill up

the form and click the "Submit" button so that the system automatically notifies the approver.

Filing of vacation leave but the available VL credit points are less than the number of days,

the system is not allowed to file greater than the remaining leave credit points. They need to

request additional leave credit from the remaining leave balance within the year and approval

from the department head to proceed with the VL filing.

Request VL Credit Points

Online Filing / List

]

show 10 ¥ entries
Showing 0 to 0 of 0 entries
DATE FILED LEAVE START LEAVE END AVAILABLE CREDITS REQUEST POINTS

No data available in table

Previous = Next

ACTION
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Request VL Credit Paints a
Online Filing / Create

Available VL Credit Points: 6.25

Leave Start Leave End

8 mm/ddiyyyy 8 mmddiyyyy

Request VL Credits:

Reason

2 Cancel ‘ | & submit

13.7 Manpower Request

o Online Filing -> Manpower Request
Self-service for department staff allowed to file manpower requests and subject to review of
their department head before proceeding to HR head for approval. After the HR department

head approves the manpower request automatically queued for the recruitment process.

Click the "Create" button to create a new manpower request, then fill up the form and click
the "Submit" button so that the system automatically notifies the department head for review

and approval.

£ Manpower Request (Create q
Description Upload Attachment:| Choose File | No file chosen
s
Position
Slots Required Fulfilment Date
B mmsddiyyy
IR Cancel ‘ ‘ ¥ submit
@ HRIS & Payroll System v.02 3 Powered by: www.hr-payroll.net
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14 Inquiry

14.1 Loans

o Inquiry -> Loans
Self-service to inquire about their cash advance, loans, or other deductions and to check the
remaining balances. Click the hyperlink "Details" in the action column to display the details of
the salary deduction history for every payroll pay period for loans, cash advances, or other

deductions.

[ Loans

Inquiry / Leans G

Show 10 ¥ entries Search: Excel = PDF  Print

Showing 1 to 2 of 2 entries

LOAN CODE LOAN TYPE DATE ISSUED LOAN AMOUNT DEDUCTION COMPLETE ACTION
HDMF CALAMITY LOAN 01/12/2022 20.000.50 800.75 N iDetails
5SS SALARY LOAN 03/02/2022 30,000.00 2,000.00 N iDetails

Previous - Next

[ Loan Details

Inquiry / Loans / Details G

& DELA CRUZ, JUAN S.

Loan Code 585

Loan Type SALARY LOAN
Date Issued 03/02/2022
Loan Amount 30,000.00
Deduct Amount 2,000.00
Total Amount Paid 2,000.00
Loan Balance 28,000.00
Complete N

(i0

Payroll Deduction History

R R

04/01/2022 04/15/2022 2.000.00

Total Deduction => 2,000.00

14.2 Payslip
o Inquiry -> Payslip
Self-service to view their payslip that has already been approved by the payroll department

head. Click the hyperlink "Payroll Cut-Off" to display the payslip, and download the payslip
for a personal copy.
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nquiry / Payslip a

Show 10 ¥ entries Search: Excel PDF  Frint

Showing 1 to 10 of 25 entries

PAYROLL CUT-OFF GROSS PAY NET PAY

< 12/16/2020 to 12/31/2020 9,840.00 7.715.00
- 12/01/2020 to 12/15/2020 0,660.00 9,460.00
- 11/16/2020 to 11/30/2020 0,660.00 8,535.00
< 11/01/2020 to 11/15/2020 9,840.00 8,640.00
< 10/16/2020 to 10/31/2020 11,480.00 9,297.00
< 10/01/2020 to 10/15/2020 10.660.00 9,460.00
= 09/16/2020 to 09/30/2020 0,660.00 8,506.00

FOR DEMO OMLY RUNDATE DS042022
FAYEE.  TEST-Z TEST-Z TEST-Z PAYROLLFERICD:  12-96-2020 Tor 12-31-2080 [ [ —
T— [— PAYROLLPERIOD:  12-18:2020 To: 12312000
2 600 ¥.200.00 : 240,00 HLD: 0.00
RT: hrs EOLA TR WIHLD: FAYEE  TEAT:Z, TEST.ZTEST2
oT: 0.00 hrs 0.00 FIELD: 0.00 &858 CONT: E00.00
Ol 000 hrs ) MEAL: o.00 PH CONT: 225,00
NOD: 0.00 hrs L] LIVING: o.00 HOME CONT: 100.00 TAKE HOME PAY: T.T15.00
REST-RT: 0.00 hrs 0.00 OTA: 0.00 S58 LOAN: 1,200.00
REST-OT: 000 hrs ) Pl o.00 HOMF LOAN: 0.00
REST.00: 000 nrs 0.00 ALLOWANCE: 000  CAL LOAN: .00 RECEIPT FOR PAY:
RESTHD: 000 hrs 0.0 APARTMET RENT: op0  ADL: 0.00 by achnawiodga i his recieved e
SHAT: .00 hrs .68 TRAMER'S FEE: 008 pRE .00 amouni sised above and have na e daims for
SHOT: .00 hrs 0.00 HOUSING: 000 uca: 0.00 s e,
EHO0: 0.00 hrs 0.00 SUPERVISORY: 0.00 PIC: 0.00
SH-ND: 000 hrs 0.03 TRANSPORTATION: 0.00 &0 0.00
SH-REST-RT: 0.00 hrs 0.00 COMMUNICATION: 0.00 CARF: 0.00
SHREST-OT: 200 frs 0.0 HAZARD PAY: 240000 MED: 0.00 [rom—
EH-REST-00: 0.00 hrs 0.00 DRIVER ALLOW: 0.00 e 0.00
SH-REST-ND: Q.00 hrs 0.0 PER TRIF: 0.00 OTHERE: Q.00
LH-AT: .00 hrs 0.00 OTHER ALLOW: 000
i 000 hes Lo TOTAL: 2,640.00 TOTAL: 2,425.00
LH-0: .06 hrs .68 —— —— Date
LD .00 b LO0 OTHER INGOME:
LM-REST-RT: 0.00 hrs 0.00 COMMISSIONS: 0.00
LH-REST-OT: Q.00 trs 0.00 ADD BACK: __ om
LH-REST-00: 000 hrs 00 — B0
LH-RESTHL: .00 hrs 0.00 I
= LX) 0.00
DHAT: = TOTAL TAXABLE:  6.275.00 GROSS PAY:  9,840.00
DHOT: Q.00 hrs 1]
DH.0D: 0.00 hrs 0.00 NET PAY: T.718.00
DH.ND: 0.00 hrs 0.00
DH.REST-RT: 0.00 hrs 0.00 FRALALA
DH-REST.OT: 0.00 hrs 000 Ang pagemangta ng ATM =a kapwa
DH-REST-00: Q.00 hrs 0.00 empleyade ay mahigait na ipnaghabawal.
DH-REST-ND: 0.00 hrs 0.00
TOTAL: T.200.00

14.3 DTR Time Logs
o Inquiry -> DTR Time Logs
Self-service to view the Daily Time Record (DTR) time logs. Input the selected date from and

date to, then click the "Submit" button to display the time-in and time-out logs.
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z Scanner Time Logs

Date From: To:

g% 04/01/2022 8 04/30/2022

X submit

@ Biometric Time Logs

Inquiry / Time Logs

DTR From: 4/1/2022 To: 4/30/2022

Show 10 ~ entries Search:

Showing 1 to 10 of 52 entries

EMP ID 1t DATELOGS IN/OUT BCODE

PD5-0001 4/1/2022 6:57:00 PM 0 LGU-5)DM
PDS-0001 4422022 6:48:00 AM 1 LGU-5)DM
PD5-0001 4/2/2022 6:57:00 PM 0 LGU-5)DM
PDS-0001 4/3/2022 6:45:00 AM 1 LGU-5)DM
PDS5-0001 4432022 12:58:00 PM 0 LGU-5)DM
PDS-0001 4/4/2022 12:56:00 PM 0 LGU-5JDM
PD5-0001 4742022 11:45:00 PM 1 LGU-5)DM

14.4 DTR Paired Logs
o Inquiry -> DTR Paired Logs

Excel PDF

DEVICE NAME

DEVICE-

DEVICE-1

DEVICE-1

DEVICE-1

DEVICE-1

DEVICE-1

DEVICE-

Print

Self-service to view the pairing Daily Time Record (DTR) time logs. Input the selected date

from and date to, then click the "Submit" button to display the pairing time-in and time-out.

This tool helps the employee to know the invalid time logs, which is no time-in with time-out,

or with time-in with no time-out.

Biometric Paired Time Logs

Date From: To:

= 04/16/2022 £ 04/30/2022

X submit
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@ Paired Time Logs

Inquiry / Paired Logs

DTR From: 4/16/2022 To: 4/30/2022

Show 10 ~ entries

Showing 1 to 10 of 10 entries

DATE DAY
04/16/2022 Saturday
04/19/2022 Tuesday
04/20/2022 Wednesday
04/21/2022 Thursday
04/22/2022 Friday
04/23/2022 Saturday
04/25/2022 Monday

14.5 DTR Time Card

o Inquiry -> DTR Time Card

TIME-IN

4/16/2022 6:57:00 PM

4/19/2022 12:58:00 PM

4/20/2022 12:56:00 PM

4/21/2022 12:57:00 PM

4/22/2022 12:57:00 PM

4/23/2022 12:54:00 PM

4/25/2022 6:55:00 PM

Search:

TIME-OUT

4/17/2022 6:45:00 AM

4/19/2022 11:45:00 PM

4/21/2022 12:45:00 AM

4/22/2022 12:08:00 AM

4/23/2022 12:10:00 AM

4/24/2022 12:16:00 AM

4/26/2022 6:54:00 AM

Excel PDF  Print

The Civil Service Daily Time Record (DTR) is a form used by government employees to record

their daily attendance and work hours. It typically includes fields for the employee's name,

position, time in, time out, and total work hours for the day.

Self-service to view the Daily Time Record (DTR) time card. Input the date from and date to,

then click the "Submit" button to display the time card report.

Date From:

&

Generate DTR Time Card

To:

=] 08/31/2022
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Chl Sevvice Foem No. #8

DAILY TIME RECORD

L, - DR

DELA CRUZ, JUAN 5.

Civill Serioe Form Mo, 48

DAILY TIME RECORD

s M s

[Name)

Far tfve montf of
Oficial howrs far ardval

and depariurs Reguiar days

Satordays

August 2022

P.M

Burteal Capariurs

WA | 2P | GooPM | aspd

P A | GRDOPW | OB PM | a8 P

I ety an my hocer Bal P abovi @ @ e and comed AipoT of D
hows of wosk patfamees, rerd of wisch wad made dady al he lme of
ariva and depd fore from offcs

| carily of sy honor Bal Be above B @ D aed comec! mped of
doors of work perforned. recon of whith s oease Oy @ D A of
A and desature from office.

VERNFIED &5 ta the prescribad office hours:

WERIFIED as fo ifve prasoribed offce fours:

@ HRIS & Payroll System v.02

=1 Powered by: www.hr-payroll.net

14.6 Timesheet Computation

o Inquiry -> Timesheet Comp.

Self-service to view the timesheet computation which is the Workhour Distribution Report.

Click the "View" button to display the hours computation then check whether the hours

worked if properly distributed from regular hours, overtime, night differential, holidays, and

others.
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@ Timesheet Computation a
nquiry / List

Show 10 ™ entries Search: Excel PDF  Print

Showing 1 to 10 of 24 entries

BCODE CUT-OFF DATE PROCESS DATE CONFIRM DATE ACTION
7777 2020/12/16 To: 2020/12/31 2021/01/02 2021/01/02 @ View
ZZZZ 2020/12/01 To: 2020/12/15 2020/12/27 2020/12/27
2Lz 2020/11/16 To: 2020/11/30 2020/12/27 2020/12/27 @ View
7777 2020/11/01 To: 2020/11/15 2020/12/27 2020/12/27 @ View
27z 2020/10/16 To: 2020/10/31 2020/12/27 2020/12/27 @ View
7777 2020/10/01 To: 2020/10/15 2020/10/03 2020/10/03 @ View

= inquiry-timesheet-computation.pdf

= FOR DEMO ONLY
EMPLOYEE WORKHOURS DISTRIBUTION
Pariod From: 12/16/2020 To: 12/31/2020 (Daily)
TEST-002: TEST-2, TEST-2 TEST-2
BRANCH TESTING
Requlss Day Sunday [ Rest Day Logal Holiday Logal Holiday + Rest Day * RestDay
W oo sRc DA AT OT OWD MO BT OT OMD M) AT O QWD ND BT OT UMD M) RT OT QWD N3 T OF QWD M3 BT OT OmMo Mo
ey 700008m  400D0pm ME  RD 800 000 000 000 000 000 000 000 000 000 000 000 000 000 D000 000 000 OO0 000 D00 000 000 000 000 000 00D 000 0
12z 700008m  A0000pm ME  RD 500 000 D00 0O 000 000 00O 000 000 D00 000 000 000 000 D000 000 000 000 000 000 000 000 000 OO0 000 00D 000 000
12raz0z0 70000am  40000pm ME RO 500 000 D00 DO 000 000 00O 000 000 D00 000 000 000 000 D000 000 000 000 000 000 000 000 000 OO 000 00D 000 000
12182020 70000 am  11:00:00am ME RD 800 000 000 000 000 000 000 000 000 000 000 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 00D 000 000
121020 700008m  400D0pm ME RO 500 000 000 OO 000 000 00O 000 000 000 000 Q00 000 000 D000 000 000 000 000 OO0 000 000 000 OO0 000 00D 0D 000
12222020 700008m  A0000pm ME  RD 500 000 D00 DO 000 000 00O 000 000 D00 000 000 000 000 D000 000 000 000 000 000 000 000 000 OO 000 00D 000 000
12020 700008m  400D0pm ME  RD 800 000 000 000 000 000 000 000 000 000 000 000 000 000 D000 000 000 OO0 000 D00 000 000 000 000 000 00D 000 0
122572020 7:00:00 am 40000 pm  HT H 800 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 Q00 000 000 000
1z 700008m  100D0am ME  RD 800 000 000 D00 000 000 000 000 000 000 000 OO0 000 000 D000 000 000 OO0 000 D00 000 000 000 000 000 00D 000 0O
120020 700008m  A0000pm ME  RD 500 000 D00 DO 000 000 00O 000 000 00O 000 000 D000 000 D000 000 000 000 000 000 000 000 000 OO 000 00D 000 000
12202020 70000am  40000pm ME RO 500 000 D00 DO 000 000 00O 000 000 D00 000 000 000 000 D000 000 000 000 000 000 000 000 000 OO 000 00D 000 000
1z 70000em  40000pm HT LM 00 000 000 00O 000 000 000 000 000 000 00D 000 000 000 D000 000 000 000 000 D00 000 000 000 000 000 00D 000 om0
%600 000 000 0f0 000 000 0P0 000 0W 000 OO0 000 000 000 000 000 000 003 000 000 00 000 000 000 00D 00D Q00 000
Late Hours: 00
Undertime Hours: oo
Confirmed Date: _Saturday, January 2, 2021 Approved By: RUBEN B. CORRAL / 01/02/2021
Manager | Supervisor v

>

15 Ticketing Support

15.1 Help Desk

User tools to create a ticket for program errors or bugs, suggestions, and comments
regarding system improvement. Click the "Create Ticket" button to create a new
ticket and fill up the entry form, then attach an error screenshot or other reference
related to the ticket issues and click the "Save" button that automatically queues to

the Ticketing Support module.
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Use the "Send A Message" chat box to communicate with a ticketing support person
if any issues occur. If the ticket issue is already solved click the "Close this Ticket"

button to remove it from the ticketing support pending status.

/)
FOR DEMO ONLY - # = ° =
\/
@ Help Desk

Profile / My Ticket q

Note: Ticket with no response within a week will be closed.
Show 10  * entries search: Excel PDF | Print

Showing 0 to 0 of 0 entries
TICKET NO. SUBJECT DATE STATUS
No data available in table

Previous = Next

@ HRIS & Payroll System v.02

51 Bowered by: www.hr-payroll.net

Subject

Category Priority

Message

Your Message...

Attachment (* jpg. *.jpeg. *.png)

Choose File | No file chosen

l I Cancel l l X cave
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@ Help Desk

Profile / My Ticket / Details

Adding employee not working

4 Ticket No.: 6

[ Ticket Date: 03/30/2022
A Priority: High

@ Application Bugs

> Close this Ticket

HOURLY EMPLOYEE TIMESHEET

—
— -
——
— ——
» Message: Kindly fix the employee data entry form o —_——
not working - — —— - ey — ] [ [ =
—
—_—
—
—_—
—
—
—_——
— =
- T = - ]~ == ==]
,,,,, 2 C 8 - = =
— e = e e e e
e T - - E— - e —
c—
— -
=
—_—
e —— -

 Message History

[#oPhoto 2x2

1j2003cy@yahoo.com
3302022

Please close the ticket if now okay, thanks.

FoPhoto 2x2

julietcorral@gmail.com
313042022 £:34:00 PM

Is now working... thanks.

FoPhoto 2x2

1j2003cy@yahoo.com
330/2022 6:32:00 PM

Employee data entry is now updated.. kindly try again.
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Ruben B. Corral personally developed this completed package of HRIS and Payroll
Systems almost 10 years up to now as a pastime and hobby coding before planning
to monetize this coming year 2024. Programming languages & databases he uses
are VB.Net C# LINQ jQuery, HTML helper, Razor, Bootstrap, javascript, SignalR,
JSON, MS SQL, MySQL, Oracle, and MS Access. Her learning process and long
experience in programming helped to develop this web application program focused

on Human Resources Information Systems (HRIS) and Payroll Systems.

He is a highly skilled programmer with a passion for creating innovative software
solutions. His interest in coding and technology was mentored by his passion for the
world of programming. Inspired by his family members, his son and daughter are
passionate about technology and dedicated to developing cutting-edge applications
for future family businesses. Their encouragement and belief in his abilities have
been instrumental in shaping his career, and he is grateful for their family's ongoing

support as he continues to push the boundaries of programming innovation.

He has been employed at Frey-Fil Corporation as a Computer Programmer from
October 2010 to February 16, 2024, February 17, 2024, to April 17, 2024, as a
Consultant, and also works as a Software Engineer for Filmetrics Corporation, working
as part of its software development team. He started working in the outsourcing

company as a System Developer at Savant Technologies, Inc, for almost 9 years.

Their expertise in software development is almost 24 years and most of the common
systems he developed are related to HR and Payroll processes and dedicated to
providing accurate, up-to-date, and easily understandable information to help users
make the most of their software tools. When not immersed in the world of software
development, he enjoys biking, basketball, and exploring new technologies. He
constantly seeking to expand knowledge and stay up-to-date with the latest

technologies and trends in the industry.
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