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Introduction

The Vanilla Payroll module will help companies outside Singapore, Hongkong and Myanmar
to compute the salary of your staff. In this document, we will run through processing your
payrun to generate the salary of your staff.

Administration
Employee Pay Details

Employee Pay Details will show you your employees pay information. This is also the page
that allows you to mass edit the pay elements or to use a template to upload pay elements.

@ Payroll “

Step 1: Click on

Administration

Step 2: Click on
Step 3: You will see your staff’'s employee pay details.

Employee Pay Details Process Leave tems Process OF Process Claims Process Benefits Process Bonus Salary Progression

Exchange Rate
Employees Pay Details
Search
Name ' Department Resident Status Pay Period Pay Mode Basic Pay Actions

na Francisco MR Cirzen Monthiy Cash 5000.00 ’

&
Step 4: You can configure your staff’s pay details by clicking the small pencil icon
under the Actions tab.

Step 5: You will be taken to this page where you can update your staff’s pay information.
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Y - |
Employee Info Additions Deductions

N,

al ID # Basic Pay £T-]

o
BasicPay

Date of Birth

21041992

Join Date

a1 2020

Confirm Date
Cessation Date
Passport

Residency

LA neompiete Werk Hr (OT1-Sys) LA™

Working hours and OT

Actual Hours @ Incomplete Hours @ OT1 (Hrs)|(Ame) & OT2 (Hrs.)|(Ame.) @ OT3 (Hrs.)|(Ame} @ OT Formula Actual Hour Formula

[ (1] [ 0.00 1 000 0 000 Q 0.00 (DasicPay*12M52°44) (DasicPay* 1205244

Step 6: You can enter information or small notes under the Remarks Box if you wish to.

Remarks

Display remarks in paysip

Step 7: Click on the button for any changes made.

Process Leave Items

Step 1: Click on @ Payroll

Administration

Step 2: Click on

Step 3: Click on Process Leave tems

Step 4: Click on Process No Pay Leave

Step 5: Search the appropriate month for the No Pay Leave

Searchifor: | May v 2020 v

You should see this screen with a small write out of the key elements you would want to
focus on
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Employes Pay Detailz Process Leave lrems Process OT Process Jaims Process Benefits Salary Prograssion

Process NoPayleave  Process Leave Encashment

*Pleasa make sure that the No Pay Leave fisld for the leave type 1o be rransferred here is checked in Justlogin Leave »» Leave Setup »» Leave Type
*The field must e checked before the employes haz applied the lzave.
*Only the aporoved records will be transferred to and dizplayed in ePayroll.

Searchfor: | May v 2020 v
Employee Name Days  Formula/Amount (Note) Leave From Leave To Month  Year  Status Processed Date
Blue 5 000 5 0 11752020 1552020 May 2020 Pending

(10000/21)* 5.00

Back

Leave Cancelled

No

Pay Back (Note)

Leave Type (Note)

o Pay

Step 6: To include the No Pay to the Deduction in the staff pay, click on the

Close
should see this message appearing. Click

—

Great!

The selected pay element has been added to this employee.

Close

Step 7: Click on

Element. Click on

JustLogin

Pay Element (Note)

e

MaPayleaw ¥

| You

and look for the staff that you have added the No Pay Leave Pay

. You should see the No Pay Leave at the side of deduction.
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Emplayee Infa

National ID

A 2325573090

Date of Birth

Confirm Date

Cessation Date

Passport

Residency

Update Pay Information

o Lee Poh Johnny
Employee Info

NRIC/FIN
591979778

Date of Birth

15/03/1991

Join Date

01/01/2018

Confirm Date

Please enter confirm date

Cessation Date

Please enter cessation date

Residency

Citizen

Process Leave Items — Leave Encashment

@ Payroll

Step 1: Click on

Jjustlogin v

(Yl Additions

¥ Basic Pay

BasicPay

¥ Basic Pay

BasicPay

@ CPF/SDL Payable

Actual Hr

Step 2: Click on Administration

Step 3: Click on

Process Leave Items

Step 4: Click on Process Leave Encashment

JustLogin

Ordinary ¢

x %

Add

Deductions

%8| #NoPayLeave

2380.35

£

icaenplate Work Hr (0

Deductions

¥ CDAC Fund

SYSTEM AUTO COMPUTED

[CJCPF/SDL Payable

x4

N/A 3

@ No Pay Leave

217.39

¥ CPF/SDL Payable

x &

Ordinary &

Community Chest

Add
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- Records Transferred from eleave in: 2020 v

Step 5: Select the year

[ & ]
Step 6: Click on the icon to proceed. You should see the below message. Click on
“Close”.

e

Great!

The pay element has been added to this employee.

Close

Step 7: To check whether the Leave Encashment has been successfully transferred, click on
the Employee Pay Details

'
Look for the staff that you add the leave encashment. Click on the icon.

You should see Leave Encashment added in the Additional portion.

Update Pay Information

e 0
Employee Info m Additicns Deductions

National ID # Basic Pay X8 | # NoPayleave xe

Date of Birth

% Leave Encashment (Sys] xo

Confirm Date

Process OT

After you had done the Pending OT, you can make the required amendment (if you wish) in
the Process OT tab.

. Payrall
Step 1: Click on
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Step 2: Click on  administration

Step 3: Click on ProcessOT

Step 4: Click on  Process 0T The following page would appear.

Justiogin v -,

Employee Pay Detalls  Processleaveltems  Process QT ProcessClaims  ProcessBenefits  ProcessBonus  Salary Progression  Exchange Rate

Pending OT (eTimeclock)  Process OT
Show 10 % entries Search
Name Hrs Worked oT10 oT1s oT20 Incomplete Hrs OT Formula Actual Hr
Formula
Rue Heelchuan Pete 000 000 000 000 L] 0.00 000 000 000 0.00 (BasicPay*120152744) BasicPay
Ang Lee Jin (Wilson) 000 0.00 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 (BasicPay*12V(52744) BasicPay
Ang Mee Ling Lyn 5300 19458 000 000 oo | 000 000 000 00 | 000 (BasicPay*12)52°44) (BasicPay™12M(52*
v Bay Jean Lee (Alfred) a 000 0.00 000 508 19583 000 000 0 0.00 (BasicPay*12)152%44) BasicPay
ClalleiTeekiDarny 0w oo 000 000 000 000 000 000 00 | 000 (BasicPay*12)52°44) BasicPay
Gan Eng Heng Howard a0 0.00 000 0.00 200 7238 0.00 0.00 000 0.00 (BasicPay*121(52%44) BasicPay
Gan Lee Meng Aldo 50000 500000 000 000 000 0.00 0.00 000 000 0.00 (BasicPay*12W52=44) BasicPay
Gan Ling Ting Tina 000 000 0.00 0.00 283 8015 0.00 0.00 000 0.00 (BasicPay*12)/(52%44) (BasicPay*12/(52*
Gecrzelin 000 000 000 000 L] 0.00 000 000 000 0.00 (BasicPay*120152744) BasicPay
Kang Ying (Nancy) 000 000 0.00 0.00 967 38038 0.00 0.00 042 1o (BasicPay*12)/(52%44) BasicPay
Showing 1 to 10 of 20 entries First | Previous - 2| Next | Last

Set default OT formula for all

Update Al ll Import OT Hours Reset  ResetAll

o
or

Step 6: To check that the OT data is transferred correctly to the employee, click on
Emnployee Pay Details

Step 5: Update the OT time accordingly, then click on

Fd
Step 7: Select the staff that you had done the OT transfer and click on the . Scroll
down and you should see the Working hours and OT

CEmn ¥
[ Healih lacenther T
108
B CPFASDL Fayaiske Drieary |
An el IenSlig 1 Asd Cowvorarvlty (il 1 Asd
‘Working hours and OT
Aebasl Houn 0 Incempiria Haurs O o1 B oris © orzo @ OT Parmula Astusl Heur Fermula
0 L1 ] o LT ] a 1] o0 LV o oo TPy ™| AT, BavcFay [ 5]

Remarks

Détpday rimarky. in pustiip

Haic m
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Step 8: Click on and the system will show you this message.

A,

Great!

Working hours and OT updated.

Close

Step 9: You should see that the OT will be added onto the Additions column.

Update Pay Information

0 - - oEHEm

Employee Info m Additions Deductions
National ID W Basic Pay %G i NoPayleave
BasicPay 238095
Date of Birth
¥ Leave Encashment (Sys} £3-1
Jain Date -
Confirm Date
W 0T 1.5 5ys) £e -]

((10000*12)/(52*44)0T2*15.00
Cessation Date

Passport

Residency

Process Claims

wd

If your company subscribed to JustLogin eClaim (eForm), you can pull the claim information

from eClaim to Payroll and place those claims as part of the staff pay once the claims are

reimbursed by the claim administrator.
To process claim, do the following:

Payroll
Step 1: Click on

. Administration
Step 2: Click on

JustLogin
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Step 3: Click on ~ Process Claims vy should see a list of claims the claim administrator
had proceeded.

This page is linked to JustLogin's eForm module. Only the claims passed from eForm module will be displayed here.

-All - v 2019 : -All - s
Employee Name Pay Element Name Amount Status Transferred Transferred Processed Date Processed
Date By By

Bay Jean Lee Taxi Claim 30 Pending 5/17/2019 jason

(Alfred) 8:23:39 AM

Teo Lin Ming Taxi Claim 50 Processed 4/5/2019 jasen 4/5/2019 11:23:58 jason

Tom 11:23:32 AM AM

Gan Lee Meng Gym Membership 99 Processed 4/15/2019 jason 4/15/2019 3:42:56 jason

Aldo Claim 3:41:08 PM PM

Jason Gym 99 Processed = 5/3/2019 4:31:22 jason 5/3/2019 4:32:27 Jason
PM PM

Jjason Taxi Claim 20 Processed = 5/3/2019 4:31:22 jason 5/3/2019 4:32:27 Jason
PM PM

Step 4: You can refine the list based on months or based on status.

- All - 5 2019 : - All - =

Step 5: Select those claims you wishto or click Approve All

to approve all pending claims without selecting.

Check Processed Claim

You can check the system had successfully transferred the process claims to the staff by
doing the following:

@ Payroll

Step 1: Click on

. Administration
Step 2: Click on

Step 3: Clickon ~ Employee Pay Details

JustLogin 8
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. . . . S
Step 4: Find the staff that you did the claim transfer on and then click on the icon.
Check whether the transferred claim appears in the Additions column
Jjustlogin v = @,
Update Pay Information
QO Bayjeanlee(Alfred) 4 @) Template Name Add New
Employee Info Additions Deductions
NRIC/FIN Basic Pay x & @ CDACFund x &%
— BasicPay SYSTEM AUTO COMPUTED
Date of Birth @ CPF/SDL Payable Ordinary 4 CPF/SDL Payable NIA
15/06/1997
Join Date @ oT2(sys) x %
O1/o172019 ((4900*12)/(52*44))*0T2*5.08
Confirm Date © CPF/SDL Payable Ordinary ¢
Cessation Date B Tax! Claim i
30.00
Residency [) CPF/SDL Payable N/A

Process Benefits

If your company subscribe to JustBenefit, you can import all the benefits claims from that to
Payroll. To do that, we need to assume that the JustBenefit administrator had done the
required transfer of the benefit claims to Payroll.

Payroll
Step 1: Click on

Step 2: Click on Administration

Process Benefits

Step 3: Click on . You should see a list like the below.
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This page is linked to JustLogin's eBenefit module. Only the benefit claims passed from eBenefit module will be displayed here.

All § 2019% Pending :
Show 10 4 entries Search:

Employee Transferred Transferred Processed Processed
Name Benefit Amount Status Date By Pay Element @ Date By

Ang Lee Jin Dental 300.00 Pending 21/5/2019 jason Dental
(Wilson)

o«

Showing 1 to 1 of 1 entries Previous - Next

Step 4: Select the record you wish to approve and click on button.
You should see this message when the system has successfully approved the transfer

Great!

The Pay Element has been added to the Employee Pay Information.

Close

Check Approved Benefit Claims

You can do the following to verify that the Benefit claim had been successfully transferred.

Payroll
Step 1: Click on @

. Administrati
Step 2: Click on ministration

Step 3: Click on Employee Pay Details

Step 4: Search for the staff and then click on # icon. The claim should appear in the
Additions column.
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Salary Progression

The Salary Progression is useful when you need to change the staff salary. This is also the

page which you can see the salary progression history.
Changing Salary

To change the salary of the staff, do the following:

Payroll
Step 1: Click on

Administration

Step 2: Click on

Step 3: Click on Salary Progressicn

Step 4: The system will show you the staff list

JustLogin
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Step 5: Look for the staff you wish to update the pay and clickon the = icon

Step 6: The following form will appear. Make the required changes

Add New Pg,i/

Name: Chia Lee Teck Melvin
* Basic Pay : 3000 Enter new pay
Date in which new pay will
* Effective Date: 12/06/2019 take effect pay

Reason: Promotion 4 Reason for adjustment

Remark:

Visible To Employee: Whether staff can see the reasons of
pay adjustment

Step 7: Click on

Justlogin v =
Employee Pay Details Process Leave Items Process OT Process Claims Process Benefits Process Bonus Salary Progression Exchange Rate
search For n Employee Name Kl

Employee Name Effective Date Current Pay Previous Pay Reason Remark Action Date Action By Actions

Ang Hee Chuan Pete 17772019 5500.00 5000.00 Promotion jason ® »

ce Jin (Wilson) 11742019 280000 00 1770502013 = 2

Ling Lyn 19/4/2019 700.00 3750.00 convert ta part-time 10/04/2013 jason ® »

Bay Jean Lee (Alred) 1019 490000 000 oot 2019 jason S E
Chai Lee Teck Davidson 1142019 3000.00 0.00 Starting Pay 02/05/2013 jason ® »

Chia Lee Teck Melvin 1019 250000 000 1610512019 jason S

Gan Eng Heng Howard 7512019 4600.00 0.00 17/05/2013 » »

Gon Lee Meng Aldo amiz010 s000.00 450000 promotion 1310512019 jason S

Gan Ling 1/3/201% 3800.00 3600.00 Promation 23/04/2019 jason: - p
George Lim s0m2018 450000 000 10512019 S

Showing 1 to 10 of 25 entries Previous 2 3 Next

Process Pay

New Payrun for all Employees

Payrall
Step 1: Click on
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Process Pay

Step 2: Click on The system will automatically place you at the ™" Fo¥9n

Step 3: Select the month you wish to run the payrun for

24

Payrun for *

Step 4: Select the Pay Period

Pay Period * Manthly v

Employee Selection * _

Wi LI C0IPranT SPASAT RIS S PTG ITGITTIRGTan SR GEs TRRm TG TR Rne Ralinu

Step 5: Select whether you wish to run the payrun for all or for specific employees through
this option

Employee Selection * ) _ .
© All current employees plus any resigned/terminated employees from the listing box below,

All current employees excluding selected employees from the listing box below

Include only the selected employees from the listing box below

n R

Step 6: Select the option of how you wish to release the payslip

Payslip Release * O Manual Release @ Immediately after approva Selected date after approval

Manual Release - requires you to manually release the payslip before the employees can
receive their payslips.

Immediately after approval - once you approve the pay, the system will automatically send
out the payslip.

Selected date after approval - you can pre-approve the pay but will not release the payslip
until your specified release date.

Step 7: (Optional) The remarks field allows you to enter a remark to which would appear in
the payslip.

Payslip Remarks Remarks
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Step 8: Specify the payroll period. The default is 1st of the month to the end of the month.

Payroll Period 01/05/2020 to 27X5/2020

Step 9: Indicate whether the OT follow the Payroll Period or not. If not following, unchecked
the tick box and the system will ask you to define the date range for the OT period.

OT Period Follow Payroll Period
Step 10: Specify the payment date

Payment Date 17/0552020

Step 11: To proceed with the payrun, click on

New Payrun for Selected Employees

Step 1: Click on @ Payrall

Step 2: Clickon  "™**"* _ The system will automatically place you at the = ™"
Step 3: Select the month you wish to run the payrun for at
Payrun for + #
Step 4: Select the Pay Period
Pay Period * — v

Mor —
Employee Selection * e .

IFFART SMARLMASAT RlLIC SP FGTIgnan (TErmInaTan SrRIAA GRS TR TRa IS mT ey Ralaa

Step 5: Select @ Include only the selected employees from the listing box below

Step 6: Select

Step 7: You can indicate the department you wish to search for in the Search field on the
top right.
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&+ Employee Selection

Search: market

Creation
Name Username Department Status Date
Ang Mee lyn Marketing Active 06/04/2019
Ling Lyn
Lay Hong jeff Marketing Active 13/06/2019
Kee Jeff
Lim Beng wayne Marketing Active 12/06/2019
Heng
Wayne
Lim Hong aaron Marketing Active 21/06/2019
Hai Aaron
Lim May pamela Marketing Active 24/04/2019
Pamela
Sim Teck Simon Marketing Active 21/05/2019
Lee Simon
TaySeng  trevor Marketing Active 25/06/2019
Long

Treunr

Step 8: Click on the top check box to select all

Step 9: Click on the

The selected users will appear in the Employee Selection

Employee Selection * g regs
All current employees plus any resigned/terminated employees from the listing box below.

All current employees excluding selected employees from the listing box below.

® Include only the selected employees from the listing box below

Ang Mee Ling Lyn

Lay Hong Kee Jeff &
Lim Beng Heng Wayne

Lim Hong Hai Aaron

Step 10: Select the option of how you wish to release the payslip

Payslip Release * © Manual Release © () Immediately after approval () Selected date after approval

Enter payslip rei

Manual Release - requires you to manually release the payslip before the employees can
receive their payslips.

Immediately after approval - once you approve the pay, the system will automatically send out
the payslip.

Selected date after approval - you can pre-approve the pay but will not release the payslip until
your specified release date.
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Step 11: (Optional) The remark field allows you to enter a remark to which would appear in

the payslip.

Payslip Remarks Remarks

Step 12: Specify the payroll period. The default is 1st of the month to the end of the month.

Payroll Period 01/D5/2020 o

Step 13: Indicate whether the OT follow the Payroll Period or not. If not following,
unchecked the tick box and the system will ask you to define the date range for the OT
period.

OT Period Follow Payroll Period
Step 14: Specify the payment date

Payment Date 27572020

Step 15: To proceed with the payrun, click on

Approving Pending Payrun

This article shows you how to use the Payrun Progres page to approve payrun and how to
delete previously executed payrun.

Payraoll
Step 1: Click on

] Process Pay
Step 2: Click on

Step 3: Click on Payrun Progress

Step 4: Select the month you want to approve the payrun
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@ New Payrun Payrun Progress Payrun Summary

Payrun for:  May 2019

JASON~
jason training 14
* Click the numbers to view the list of employees under each status.
@ e ¢
PayRun Run Total in Pending
Status Date Period By Employee Queue Failed Approval Approved Rejected
Payroll v
i 06/05/2019 Monthly jason 15 0 0 0 0
04:07 PM

My Payslip

Previous - Next
Payrun
Administration

Configuration

Lock Payrun
Reports
Accounting Software
@ Attendance %
ustlogin Pte Ltd © Copyright 2019 - 1.0

Step 5: Click the number at the Pending Approval column

Pending
Approval

Step 6: You can click onthe ™ icon to see each individual staff payrun or you may click
on the button to approve without going through the staff payrun.

Step 7: If you select the = the system will show you the payrun of the staff you have

selected. You can choose to delete the payrun, to approve, reject or to approve and go to
the next staff.

JustLogin 17
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Individual Payrun Details
Ang Mee Ling Lyn
O e Status
@ Lo Total Additions Total Deductions
Basic Pay: $70000 Employee CPF - Ordinary: $120.00
) Payroll
CDAC Fund: $0.50
My Payslip
Payrun TOTAL: $700.00 TOTAL: $12050
Administration
Net Pay $579.50
Configuration
Other Detalls:
Reports
Skill Development Levy $2.00
Accounting Software
Employer's CPF Contribution $1159.00
@ Auendance < ¥TD Employer's Contribution $806.00
¥TD Employee's Contribution $528.00
® rom Delete Approve Reject Approve and go to next user

@just/og/‘n l |
o I B

Deleting Payrun

Even after you have approved the payrun, you will still be able to delete the payrun. This is
to ensure that you can redo the required if you make any mistake. To delete a payrun, do
the following:

Payrall
Step 1: Click on

Process Pay
Step 2: Click on

Step 3: Click on Fayrun Frogress

Step 4: Click on the number at the Approved column

Approved

Step 5: You will see this page.

JustLogin 18



justiogin v

Justiogin v - ",
0 Payrun Details
JASON ~ APPROVED
aining 14
@ Leave
. Name Basic Pay Gross Pay Total Deductions Net Pay status Actions
ayro
00.00 0 146: Agp - B
My Paysiip - N
3.000.00 0 4,000.00 ™ |
Payrun Dashboard G0N a00 RATe e -0
Process Pay o A -0
Administration 2 3,800.0 8175¢ 32671 -0
file Generation 4500.00 0 00.00 3,600 -0
Configuration {Nancy) 5,000.00 06.01 4.4 - B
Reports Lee Meng Seng Richard 4,500.0¢ 186 2 419262 o ~ |
Accounting Software Pearlyn 0.00 0.00 100.00 3 |
3,000.00 450 - B
@ Auendance
® rom
PN Bart [ ]

Step 6: Look for the staff whose pay you want to delete the payrun and then click on the

u to delete the payrun.

Step 7: The system will prompt you are you sure of the deletion. Click on

. The system will show you the number of records you deleted at the Rejected column.

NewPayn | PayrunProgress | Payrun Summary
Payrunfor: yay 2020
Status PayRun Date Period Run By Total Employee In Queue Failed Pending Approval Approved Rejected
Advhoc Nyein
ont Hye
jorth Hye

rious [ e

Payrun Summary

The Payrun Summary is the page that you would go to release the pay slips to the
employees.

Payrall
Step 1: Click on

] Process Pay
Step 2: Click on

Step 3: Click on the Payrun Summary
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Name Pay Period PayRun Date Approved By ApprovedDate Pay Mode Release Status Release Date Email Cheque No

Previcus n N

Step 4: (Optional) If you are paying someone by cheque, you can enter the Cheque No that
you issue to the staff.

Update Che
Step 5: (Optional) Click on the to save the cheque number.

Step 6: You can click on the to release the payslip to all the staff without selecting.
Alternatively, you can selectively release payslip to the staff you want by clicking on the

checkbox located before the name. Then click on the Selase button.

Reports

Reports allow you to generate the reports in Payroll.
Generating Reports

The steps in using Reports are:

Step 1: Login as the payroll administrator

Payrall
Step 2: Click on

R
Step 3: Click on L

Step 4: Click on the name of the report that you want to run
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@ Payroll Reports
1. Payroll Listing Report =

NYEIN~

9 Leave N s Drment A
Payroll -
My Payslip

Payrun Dashboard

Process Pay

Administration

Configuration Monthly All Pay Element Report

Repaorts

@ Artendance g Back
@ Form

Step 5: Click on the report and the system will start to generate the report.

- et
Step 6: Click on to print to PDF or click onthe ' =~ |to export the report to

another format such as CSV or Excel.
Bookmark Reports

You can bookmark the reports that you need to constantly used. To do that, do the
following:

Step 1: Login as the payroll administrator

Payroll
Step 2: Click on

R t
Step 3: Click on R

Step 4: At the report that you wish to bookmark, click on the 7 . You will notice that that
i

report will move all the way to the top and the will changedto

. Payrun A . .
Step 5: If youclick on , you will see that the report will be placed in the Post

Payroll
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3. Post Payroll

PAYROLL REPORTS Q

Click to see your payroll reports.

[+ Monthly Payroll
Detail (Total Additions)

l#* Other Reports

r*Transfer to
Accounting

JustLogin
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