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e-Payroll User Guide

2.0 Employee
2.1 Employee Listing

For employers to find employees and manage them.
Step 1: Click ‘Employee’ at side menu to view employees. Employees are defaulted to be displayed in
‘List’ View.

UNIDECOR ENTERPRISE
= EN BM Exit ePayroll X
EPF Number: 8016105652

Emp|oyees (3) Search by Name/Employee 1D °

Filter by Department ~ @ Active & Archived i= List 23 card

Payrol|

Yearly Forms

Name ~ Gross Salary  Department Email Mobile Phone NUm  gatys o

Transactions

Settings

=
= FHEN QONTHIN BVBYEVE@HOTMAIL.CO - I
‘b AD0O2 RM 3,300.00 - M +60-12345678 Incomplete

) Ain Farah Binti Akhmal I N o
ADOOL RM 8,490.00 - ainfarah@gmail.com +60-178906578 Complete

2.1.1 Viewing ‘Active’ Employee Listing
For employers to find ‘Active’ employees in the company. Note that only ‘Active’ employees will be
included into payroll processing.

Step 1: Click ‘Active’ icon.
Step 2: e-Payroll displays ‘Active’ employees.
UNIDECOR ENTERPRISE

= EN | BM Exit ePayroll X
EPF Number: 801610552

Employees (3) Search by Name/Employee 1D °

Filter by Department v @ Active & Archived i= List 28 Card

Payroll

Yearly Forms

Name a Gross Salary  Department Email :'L“r""e GEIDLI e oy

Transactions

Settings

-
= THIEN OON THIN BVBVBV@HOTMAIL.CO o A AR - "
% O RM 3,300.00 - o 16012346678 Incomplete

) Ain Farah Binti Akhmal - ~ — o
) Aoo01 RM 8,490.00 - ainfarah@gmail.com +60-178906578  Complete
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2.1.2 Viewing ‘Archived” Employee Listing
For employers to find “Archived’ employees in the company. Archived employees will not be
included in payroll processing.

Step 1: Click ‘Archived’ icon.
Step 2: e-Payroll displays ‘Archived’ employees in.

Step 3: You may find particular employees’ Archived Date here.

1] UNIDECOR ENTERPRISE
iligeh KwsP = EN | BM Exit ePayroll
\m} EPF = EPF Number: 801610552 ! it ekaroll X
Employee Archive (1) Search by Name,Employee 1D °
Payroll
Filter by Department ~ @ Active &3 Archived = List 23 card

Yearly Forms

Name ~ Gross Salary  Department Email Mobile Phone Num | prchive Date

Transactions

Settings

BAHIAH BINTI ABD AZIZ . P a "
ADO03 RM 600.00 - bahiah@gmail.com +60-167854678 17 Jul 2020

2.1.3 List View & Card View of Employee Listing
For employers to experience different visual experience in while viewing/searching employees.

Step 1: Click ‘List” icon
Step 2: e-Payroll displays employees in List view.

i UNIDECOR ENTERPRISE
illgali KWSP - ) )

= EN BM Exit eP: |
& eprF = EPF Number: 801610552 ’ Aokl X

Employees (3) Search by Name,/Employee 1D ° ADD EMPLOYEE +
Filter by Department ~ @ Active & Archived = List 23 card
Yearly Forms
frensactans Name « Gross Salary Department Email L2 2 D0 i Status a

ber

Settings

Ain Farah Binti Akhmal

ADDODL RM 8,490.00 - ainfarah@gmail.com +60-178906578 Complete

&

= THIEN OON THIN BVBVBV@HOTMAIL.CO 19248, . "
‘b oo RM 3,300.00 - 0 16012345678 Incomplete
3
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Step 3: Click ‘Card’ view
Step 4: e-Payroll displays employees in Card view.

(Note: Information displayed in List view & card view is the same.)

UNIDECOR ENTERPRISE :
= ~

et 2 ion] St L e ) 4 -

!i- THOEN QON THIN a A Facad Bt Abbeal Q BASSAH BINTL ABD AZZ

= 0.0 R = 000X M 20,000 ¢
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2.2 Search Employee
For employers to search employees by Name or Staff ID to reduce time spent on searching them by
scrolling along employee listing.

2.2.1 Search Employee by Name
Step 1: Find the search employee textbox. You may search your employees by name or staff ID.

LI} UNIDECOR ENTERPRISE
il kwsp - \
ol = EN | BM Exit ePayroll X
\m} EPF EPF Number: 801610552
Employees (3) Search by Name,/Employee 1D ° ADD EMPLOYEE +
Payrol|
Filter by Department ~ @ Active & Archived i= List aa Card

Yearly Forms

Name & Gross Salary  Department Email :’L"r""e CERDUIE g o

Transactions

Settings

,  Ain Farah Binti Akhmal

A0O0L RM 8,490.00 - ainfar:

@gmail.com +60-178906578 Complete

-
> THIEN OON THIN N VRUETC .
% o R RM 3,300.00 - BVEVEVEHOTMAILCO 50 12345673 Incompléts

Step 2: Enter employee name.

Step 3: e-Payroll displays relevant results.

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 801610552

Employees (1) <Lh__ °>

Filter by Department v @ Active & Archived i= List 28 Card

Payroll

Yearly Forms

Name & Gross Salary  Department Email :'L“r""e GEDLIE s oy

Transactions

Settings

)
= THIEN OON THIN BVBVBV@HOTMAIL.CO 194 "
% 40002 RM 3,300.00 - & +60-12345678 Incomplete
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2.2.2 Search Employee by Staff ID

Step 1: Find the search employee textbox. You may search your employees by name or staff ID.

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X

= EPF Number: 801610552
Employees (3) Search by Name/Employee ID °

Filter by Department v @ Active & Archived i= List 28 Card

Payroll

Yearly Forms

Mobile Phone Num
ber

Transactions Name a Gross Salary  Department Email Status

Settings

\ Ain Farah Binti Akhmal

A0O0L RM 8,490.00 - ainfarah@gmail.com +60-178906578 Complete

)
= THIEN OON THIN BVBVBV@HOTMAIL.CO P

. ) 12345 complete

@ A0002 RM 3,300.00 & +60-12345678 Incomplete

Step 2: Enter employee’s staff ID

Step 3: e-Payroll displays relevant results.

UNIDECOR ENTERPRISE
= EN BM Exit ePayroll X

EPF Number: 801610552

Employees (1) <A0002 °>

Payrol|

Filter by Department - @ Active & Archived = List 23 card
Yearly Forms
Transactions Name o Gross Salary Department Email :’::b"e Phone Nums Status «
Settings
-
= THIEN OON THIN BVBVBV@HOTMAIL.CO 19245 - i
@ A0002 RM 3,300.00 - M +60-12345678 Incomplete
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2.3 Filter Employees
For employees to filter employees based on ‘Department’ entered in Employee Details.

Step 1: Click on ‘Filter by Department’ and select ‘Department’.

Step 2: e-Payroll displays relevant results.

i UNIDECOR ENTERPRISE
‘lml‘ KWSP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552
Employees (3) Search by Name/Employee ID ° ADD EMPLOYEE +
Payroll
Filter by Department v @ Active & Archived i= List 22 Card

Yearly Forms

Name ~ Gross Salary  Department Email Mobile Phone NUm  satus a

Transactions

Settings

Ain Farah Binti Akhmal

| A00OL RM 8,490.00 - ainfarah@gmail.com +60-178906578 Complete

=
= THIEN OON THIN BVBVBV@HOTMAIL.CO 19248 - "
% T RM 3,300.00 - W +60-12345678 Incomplete

2.4 Add Employee
For employers to add new employees who are onboard at the company.

Step 1: Click ‘Add Employee’ button.

UNIDECOR ENTERPRISE
= EN BM Exit ePayroll X
EPF Number: 8016105652

Emp'oyees (3) Search by Name/Employee 1D °

Payrol|

Filter by Department ~ @ Active & Archived B List aa Card

Yearly Forms

Name & Gross Salary  Department Email :L“r""e EBOnCNE Tl

Transactions

Settings

-
= THIEN OON THIN BVBVBV@HOTMAIL.CO P
‘b A0002 RM 3,300.00 - gt +60-12345678 Incomplete

,  Ain Farah Binti Akhmal 6 490,00 ainfarah@, 50178906578  Com
20001 RM 8,490.00 - ainfarah@gmail.com +60-178906578 omplete
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Step 2: e-Payroll redirects to ‘Search EPF Member’ page.

M kwse UNIDECOR ENTERPRISE

\m} EPF = £pF Number: 801610552 EN e
@ New Employee
Payroll
@ Search for Employee
Identification Document Type * New IC Number
Yearly Forms
(Nw Ic v> Enter without *-'
Transactions
Settings Skip »
2.4.1 Search EPF Member
For employers to know if this new employee is an EPF member or not.
Step 3: Select ‘Identification Document Type’ from dropdown.
UNIDECOR ENTERPRISE
== EN BM

EPF Number: 801610552

() New Employee

Payrol|

@ Search for Employee

Identification Document Type * New IC Number
Yearly Forms
(Naw Ic v) Enter without -
Transactions
EPF Account
New IC
0ld IC
Settings Skip >

Page 8 of 82
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Step 4: Enter ‘Identification Document’ Number.

Step 5: Click ‘Check if Employee is an EPF Member’ button.

i UNIDECOR ENTERPRISE
"m" KWSP = EN | BM Exit ePayroll X
& eprF EPF Number: 801610552

() New Employee

Payrol|

@ Search for Employee

Identification Document Type * New IC Number *

New IC v (911209105172\ )
Transactions
Settings CHECK IF EMPLOYEE IS AN EPF MEMBER > Skip >

Yearly Forms

Step 6: System shows EPF status based on ID type & ID Number entered. (Screenshots below are
examples of non-EPF member & Existing EPF Member.)

Step 7: Employer can continue to input employee details.

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 801610552

@ Add New Employee

Payroll
@ This employee is NOT registered with EPF. You are advised to register your employee with ALL statutory agencies. You are encouraged to fill up all the
employee details to facilitate payroll processing.

Yearly Forms Personal Employment Salary Contributions Family Previous Employment savE B
Details Details Details Details Details Details (TP3)

Transactions

Settings

E Personal Details ~

Full Name *

Full Name ( UPLOAD PROFILE PICTURE Q >

Staff ID @+
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UNIDECOR ENTERPRISE

= EN | BM Exit ePayroll X
EPF Number: 801610552

() Add New Employee

Payrol|

Q This employee is registered with EPF. You are advised to register your employee with other statutory agencies. You are encouraged to fill up all the employee
details to facilitate payroll processing.

Yearly Forms Personal Employment Salary Contributions Family Previous Employment SAvE M@
Details Details Details Details Details Details (TP3)

Transactions

Settings

[E Personal Details for CHIRI ANAK SAP ~

Full Name *

CHIRI ANAK SAP ( UPLOAD PROFILE PICTURE m >

statt 1D @+

2.4.1.2 How to skip ‘Search EPF Member’ page
For employer to skip this feature if employee is not applicable. (i.e. if employee is using a Passport)

Step 1: Click ‘Skip’ button.
Step 2: e-Payroll redirects to Add Employee page.

Step 3: Employer can proceed to input employee details.

UNIDECOR ENTERPRISE

= EN | BM Exit ePayroll X
EPF Number: 801610552

(<) New Employee

@ Search for Employee

Identification Document Type * New IC Number *

New IC v (911209106172\ )
Settings CHECK IF EMPLOYEE IS AN EPF MEMBER > Skip >

Yearly Forms

Transactions

Page 10 of 82
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2.4.2 Entering Employee Details

For employer to input relevant employee details (i.e. Personal Details, Employment Details, Salary
Details, Contribution Details, Family Details & Previous Employment Details), some of which are
mandatory for payroll processing purposes.

Step 1: Employer can click tabs to navigate between different section (i.e. click ‘Family Details’ tab
will navigate employer to ‘Family Details’ section).

[L1] UNIDECOR ENTERPRISE
"w" Kwsp = EN | BM Exit ePayroll X
& eprF EPF Number: 801610552
() Add New Employee
Payroll
o This employee is NOT registered with EPF. You are advised to register your employee with ALL statutory agencies. You are encouraged to fill up all the

employee details to facilitate payroll processing

Yearly Forms Personal Employment Salary Contributions Family Previous Employment save @)
Details Details Details Details Details Details (TP3)

Transactions

Settings i
B Personal Details -~

Full Name *

Full Name ( UPLOAD PROFILE PICTURE Q )

staff ID @+

2.4.2.1 Personal Details

Step 1: Enter ‘Full Name’'.

Step 2: Enter ‘Staff ID’. (Staff ID will be used as part of e-Payroll’s generated file name like Payslips,
EA Form, PCB2)

UNIDECOR ENTERPRISE
= EN BM Exit ePayroll X
EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

E Personal Details -

Payroll

Full Name
Yearly Forms

Full Name ( UPLOAD PROFILE PICTURE Q )
Transactions

staff ID @

Settings

Staff ID

Nationality Country of Origin Residential Status @

Select v Select ~ Resident Nenresident

Page 11 of 82
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Step 3: Select Nationality.

LLL] UNIDECOR ENTERPRISE
“mh KWsP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552
Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)
Payroll
Nationality * Country of Origin * Residential Status @+
(Ge ect ~> Select ~ Resident Nonresident
Yearly Forms Select
Malaysian Jdentification Document Number * Date of Birth *
Non Malaysian
Transactions Permanent Resident
Select v ation Document Number DD MM YYYY B8
Settings
Gender * Religion * Ethniticy *
Male Female Select v Select -
Marital Status @+ Disability @+ Maobile Phone Number *
Select v Yes No MY (+60) v Mobile Phone Number

UNIDECOR ENTERPRISE
=¢ EN | BM Exit ePayroll X

EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

Payrol|
Nationality * Country of Origin * Residential Status @+
Select v Select ~ Resident Nenresident
Yearly Forms
Identification Document Type * Identification Document Number * Date of Birth *
Transactions
Select v ition Document Number DD MM YYYY i
Settings
Gender * Religion * Ethniticy *
Male Female Select v Select -
Marital Status @+ Disability @+ Maobile Phone Number *
Select v Yes No MY (+60) v Mobile Phone Number

Page 12 of 82
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Step 5: Select Residential Status.

LLL] UNIDECOR ENTERPRISE
if hw =¢ EN | BM Exit ePayroll X

Wy evr = EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)
Payrol|
Nationality * Country of Origin * Residential Status @+
Select v Select ~ Resident Nenresident
Yearly Forms
Identification Document Type * Identification Document Number * Date of Birth *
Transactions
Select v tion Document Number DD MM YYYY B
Settings
Gender * Religion * Ethniticy *
Male Female Select v Select -
Marital Status @+ Disability @+ Mabile Phone Number *
Select v Yes No MY (+60) v Mobile Phone Number
UNIDECOR ENTERPRISE
EN | BM Exit ePayroll X
EPF Number: 801610552
Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)
Payrol|
Nationality * Country of Origin * Residential Status @+
Select v Select v Resident Nerrresident
Yearly Forms
Identification Document Type * Identification Document Number * Date of Birth *
Transactions (SE ect v) Identification Document Number DD MM YYYY B
Select
Settings Hew IS Religion * Ethniticy *
oid IC
Police 1D
ArmylD Select ~ Select v
Passport
Marital Status @+ Disability @+ Maobile Phone Number *
Select ~ Yes No MY (+60) ~ Mobile Phone Number

Page 13 of 82
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Step 7: Enter Identification Document Number.

SYKT POH ONN

= EN | BM Exit ePayroll
EPF Number: 000104132
Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)
Payroll
Nationality * Country of Origin * Residential Status @+
Select v Select v Resident Non-resident
Yearly Forms
Identification Document Type * Identification Document Number * Date of Birth *
Transactions Select ~ Identification Document Number DD MM YYYY B
Settings "
Gender * Religion ~ Ethniticy *
Male Female Select ~ Select ~
Marital Status @+ Disability €+ Mobile Phone Number *
Select ~ Yes No MY (+60) + Mobile Phone Number

Step 8: Enter Date of Birth.

SYKT POH ONN
EPF Number: 000104132

Personal Employment Salary Contributions Family
Details Details Details Details Details
Payrol|
Nationality * Country of Origin *
Select ~ Select
VAT (R Identification Document Type * Identification Document Number
T ARSA IO Selact v Identification Document Number
Settings Gender * Religion *
Male Female Select
Marital Status @+ Disability @+
Select v Yes No

Page 14 of 82

EN | BM Exit ePayroll

Previous Employment
Details (TP3) save @)

Residential Status I+

~ Resident Nonesident

X

X

Date of Birth *

19/08/2020 8
Ethniticy *
~ Select v

Maobile Phone Number *

MY (+60) v Mobile Phone Number
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Step 9: Select Gender. (Optional)

SYKT POH ONN
™ \ w x

Perscny Saian ' ; f
Owtady X . " v save

Payroll
A tumasty Resssertial Stats O
Yearty Form
Moot Acation Document Tyde Menifiaton Docurnmnt Nurmder Dot of Bty
Trassactions X ) =
Condor Rotgon [thnticy
m
Martal S2oten O Disatsty O oome Phone Wumter

Step 10: Select Religion. (Optional)

SYKT POH ONN
=¢ EN | BM Exit ePayroll X

EPF Number: 000104132

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

Payroll
Nationality * Select Residential Status @~
Islam
Select v Buddhism Resident Norrresident
Hinduism
Christian
Yearly Forms Taosim
Identification Document Type * Confucianism Date of Birth *
Baha
Transactions Select . Sikhism DD MM YYYY B
No religion
No information
Settings Gender * Judaism Ethniticy *
ender Others niticy
Male Female <&a\ect v> Select ~
Marital Status @+ Disability €+ Mobile Phone Number *
Select - Yes No MY (+60) v Mobile Phone Number

Page 15 of 82
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Step 11: Select Ethnicity. (Optional)

M kwsp

Wy evr

Payroll

Yearly Forms

Transactions

Settings

UNIDECOR ENTERPRISE
EPF Number: 801610552

Personal
Details

Employment
Details

Identification Document Type *

Select

Gender *

Male Female

Marital Status @+

Select

Email Address *

Fmail A

Step 12: Select Marital Status.

Iy KWSP

07 eor

Transactions

Page 16 of 82

SYKT POH ONN

Personal
Owtasy

Condier

Salary
Details

Mozl Seaten O

Ceumtry

Contributions Family
Details Details

Identification Document Number

ation Document Number

Religion *

Select

Disability @+

Yes No

Preferred Communication Channel *

QMG /Dhann Ermmil Al

Dbty ©

Preterrod Commums ot on Chasaer

EN | BM Exit ePayroll

GUs Employment savE @)

.
tails (TP3)

Select
Malay
Chinese
Indian
Bajau
Bidayuh
Eurasian
Kadazan
Iban
Murut
Melanau
Others

= )

X

Maobile Phone Number *

MY (+60) v Mobile Phone Number

fthaticy

Maotals Prove Nunses
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Step 13: Select Disability.

SYKT POH ONN

= EN | BM Exit ePayroll X
EPF Number: 000104132
Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)
Payrol|
Nationality * Country of Origin * Residential Status @+
Select v Select v Resident Non-resident
Yearly Forms
Identification Document Type * Identification Document Number * Date of Birth *
Transactions Select v Identification Document Number DD MM YYYY B
Settings )
Gender * Religion * Ethniticy *
Male Female Select ~ Select ~
L
Marital Status @+ Disability €+ Mobile Phone Number *
Select - Yes No MY (+60) ~ Mobile Phone Number
SYKT POH ONN
EN | BM Exit ePayroll X
EPF Number: 000104132
Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)
Payrol|
Nationality * Country of Origin * Residential Status @+
Select v Select v Resident Norrresident
Yearly Forms
Identification Document Type * Identification Document Number * Date of Birth *
Transactions Select ~ tion Document Number DD MM YYYY B
Settings )
Gender * Religion ~ Ethniticy *
Male Female Select ~ Select ~
Marital Status @+ Disability €+ Mobile Phone Number *
Select - Yes No MY (+60) v Mobile Phone Number

Page 17 of 82
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Step 15: Enter Email Address. (Optional)

[L1] UNIDECOR ENTERPRISE
if hw = EN | BM Exit ePayroll X

Wy epr = EpF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

wigie renae St v Katﬂu\l .,/

Payroll

Marital Status @+ Disability @+ Mabile Phone Number *
Yearly Forms Select v Yes No MY (+60) v Mobile Phone Number
Transactions
Email Address * Preferred Communication Channel *
Settings Email Address SMS/Phone Email Mail
Country *
MALAYSIA v

Permanent Address *

Step 16: Enter Preferred Communication Channel. (Optional)

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

wige renae St v Kamam .,/

Payroll

Marital Status @+ Disability @+ Mabile Phone Number *
Yearly Forms Select v Yes No MY (+60) v Mobile Phone Number
UELEL LS Email Address * Preferred Communication Channel
Email £ SMS/Phone Email Mail

Settings

Country *

MALAYSIA v

Permanent Address *

Page 18 of 82
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Step 17: Enter Permanent Address. (Optional)

Jl%;h KWSP -, UNIDECOR ENTERPRISE
&) epF = EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

Country *

EN | BM Exit ePayroll X

Payroll

MALAYSIA v

Yearly Forms

Permanent Address *
Transactions

Address Line 1

Settings Address Line 2

Address Line 3

Postcode = City *

Postcode City

Step 18: Enter Mailing Address. (Optional)

Step 19: Tick checkbox if Mailing Address is the same as Permanent Address. e-Payroll will auto-
populate Mailing Address as per Permanent Address if checkbox is ticked.

[L1] UNIDECOR ENTERPRISE
gy kwsp = EN | BM Exit ePayroll X

=
\m} EPF EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)
Eﬂﬂ ling address is the same as permanent address

Country *

Payroll

Yearly Forms

MALAYSIA v
Transactions

Mailing Address *

Settings

Address Line 1

Address Line 2

Address Line 3

Page 19 of 82
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Step 20: Enter Working Location.

Step 21: Tick checkbox if Location of Work is the same as employer address. e-Payroll will auto-
populate Working Location as per Business Address (in i-Akaun Majikan) if checkbox is ticked.

i UNIDECOR ENTERPRISE
‘lﬁl‘ KWSP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552
Personal Employment Salary Contributions Family Previous Employment == @
Details Details Details Details Details Details (TP3)

Payrol

Postcode * City

Postcode City

Yearly Forms

Transactions State *

Select v

Eocatlm of Work is the same as employer address

Country *

Settings

MALAYSIA ~

Step 22: Please ensure Line 1, Line 2, Postcode, City, State & Country of working location is entered
as it is mandatory to add employee successfully. (Refer screenshots below)

UNIDECOR ENTERPRISE
EN BM Exit ePayroll X
EPF Number: 801610652

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

Country *

Payrall

MALAYSIA ~

Yearly Forms

Location of Work *

Transactions
Location of Work

Settings

Address Line 2

Address Line 3

Postcode * City

Postcode City

Page 20 of 82
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UNIDECOR ENTERPRISE

EN | BM Exit ePayroll X
EPF Number: 8016105652

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

Country *

Payroll

MALAYSIA ~

Yearly Forms
Location of Work *

Tr: ti
ansactions (Lc‘:qt ion of Work >

This line is required

This line is required

Settings

Address Line 3

Postcode = City *

UNIDECOR ENTERPRISE

EN | BM Exit ePayroll X
EPF Number: 8016105652

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

Address Line 3

Payroll

Yearly Forms Postcode * City

8000| ) KUALA LUMPUR

58000
KUALA LUMPUR, W.PERSEKUTUAN (KUALA LU

Transactions

Settings

E Employment Details A

UNIDECOR ENTERPRISE

= EN | BM Exit ePayroll X
EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

Address Line 3

Payroll

Yearly Forms Postcade * City *
58000| KUALA LUMPUR
Transactions
State *
Settings
PERSEKUTUA UALA LUMPUR v
= Employment Details ~
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2.4.2.2 Employment Details

Step 1: Click ‘Employment Details’ tab.

M) kwsp

Ok

Payroll

Yearly Forms

Transactions

Settings

SYKT POH ONN
EPF Number: 000104132

Personal Employment
Details Details

EJ Employment Details

Job level

Select

Highest Education Level

Select

Employment Start Date

Employment Start Date

Step 2: Select Job Title. (Optional)

@ U Pape

Yearly Forms

Settings

Page 22 of 82

Salary Contributions
Details Details

Job Title
v Job Title

Specialisation

Mt AN0E0 118
Select

1o Maragerers

Miiche Maragorent

Cooctive

Noo-Exeoutive

Hrent Edacston Leve

Lrmgioyrrent $art Oute

v Select
]
’
o Lod Toe
Soeciziaston
"

Previous Employment
Details (TP3)

EN | BM

Department

Select

Special Worker Status @

Select

Deostmest

Soec ) Worket Stonm O

By

Exit ePayroll X

SAVE [
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Step 3: Enter Job Title. (Optional)

SYKT POH ONN

M kwse
EPF EPF Number: 000104132

()

Personal
Details

Employment
Details

Payroll

= Employment Details

Job level

Yearly Forms

Select

Transactions
Highest Education Level
Settings

Select

Employment Start Date

Employment Start Date

Step 4: Select Department. (Optional)

@ i x [

UNIDECOR ENTERPRISE

Perscndl
Cuetrin

Payroll

E Employment Detalls

Yearly Forms

Mot Educoncn Love

Lrmgroyreent Start Oate
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Salary
Details

EN | BM Exit ePayroll X
Contributions Family Previous Employment
Details Details Details (TP3) save [
~
Job Title Department
Job Title Select ~
Specialisation Special Worker Status @
Select ~ Select v
- o
& th 2
Sewcr
Accourtrg Fnance
P
ASir/Vuman Reaoustes) Management
Artay Modia,/ Cormmumications
0 Tue -
Soecisiastion SOUCET WOy SR O
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Step 5: Select Highest Education Level. (Optional)

[L1] UNIDECOR ENTERPRISE
‘lwl‘ KWSP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552
Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)
Payrol|
Job level Job Title Department
Select v Job Title Select v
Yearly Forms
Highest Education Level Specialisation Special Worker Status @
Transactions
CSE ect v) Select ~ Select ~
Settings
E Select
SPM or equivalent
Technical Certificate (TVET/STPM or equivalent)
Diploma
Degree
Masters
PhD
Others (Please specify)
Tength of Service &F
Step 6: Select Specialization. (Optional)
UNIDECOR ENTERPRISE
™~ -
Scect
‘ o oot e
30 v . Departmest
Yearty Forma
Hghest Edwcanen Leved Soecuw Worser St O
Transactions

Ereplioyreant SLart Date

Leagn of Service ©
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Step 7: Select Special Worker Status. Only applicable for relevant individuals for tax calculation
purposes. Select ‘Normal’ if not applicable. (Optional)

M kwsp UNIDECOR ENTERPRISE

m = EN | BM Exit ePayroll X
& eprF EPF Number: 801610552
Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)
Payroll
Job level Job Title Department
Select v Job Title Select v
Yearly Forms
Highest Education Level Specialisation Special Worker Status @
Transactions
Select w Select . (SE\E(I v)
Settings
E Select

Iskandar Knowledge Worker
Returning Expert Program
Employment Start Date Normal

Employment Start Date ®

Length of Service @

Step 8: Enter Employment Start Date.

Note: Payroll will include employees into payroll based on Employment Start Date. (i.e. if
employee’s Employment Start Date is 05/05/2020, then e-Payroll will only include this employee
into payroll from May 2020 onwards in Payroll Adjustment)

Step 9: Length of Service will auto-calculate based on current date and Employment Start Date.

= EN | BM Exit ePayroll X
JAN 2020 « < >
Iy Contributions Family Previous Employment
o 2 3 4 il Details Details Details (TP3) save [
Payrol| 5 6 7 8 9 10 11

opey

e

Select ~ Select v

19 20 21 22 23 24 25
Yearly Forms 26 27 28 29 30 31
Transactions

01/01/2020 (]
Settings

Length of Service @
(] Years 7 Months
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2.4.2.3 Salary Details

Step 1: Click ‘Salary Details’ tab.

UNIDECOR ENTERPRISE
EPF Number: 801610552

il kwsp

s

EN | BM Exit ePayroll X

Personal Employment Salary Contributions Family Previous Employment SAVE )
Details Details Details Details Details Details (TP3)
Payroll
Yearly Forms
B2 Salary Details ~
Transactions
Basic Salary ©
Settings
Salary Type * Monthly Salary *
@ Kindly comply with the Minimum
Monthly Daily Hourly RM Monthly Salary Monthly Wages Order 2020. Please click FAQ
for more information.
3 o
Step 2: Select Salary Type
Step 3: Enter salary amount.
UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 8016105652
Personal Employment Salary Contributions Family Previous Employment SAVE [
Details Details Details Details Details Details (TP3)
Payrol|
Yearly Forms
E2 Salary Details ~
Transactions
Basic Salary ©
Settings
Salary Type * Monthly Salary *
@ Kindly comply with the Minimum
Monthly Daily Hourly RM Monthly Salary Monthly Wages Order 2020. Please click FAQ
for more information.
EAQ
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Add Compensations

Step 1: Click ‘Add Compensation’ button to add compensation onto employee.

UNIDECOR ENTERPRISE
EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment savE [
Details Details Details Details Details Details (TP3)

Satary type - WUy Saary

EN | BM Exit ePayroll X

I

Payroll
o Kindly comply with the Minimum

Monthly Daily Hourly RM Monthly Salary Monthly Wages Order 2020. Please click FAQ
for mare information.

@ mo

Yearly Forms

Transactions
Compensations ©

No Compensation yet
Click Add Compensation if the employee has additi income(s). Go to Settings if there are no ADD COMPENSATION +

compensations added.

Settings

Salarv Pavmant Meathnod

Step 2: e-Payroll displays input page.

Ga.sx Setings ¥ v
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Step 3: Select Compensation Category. Compensation Type associated with selected Compensation
Category will be displayed after selecting Compensation Category.

NICwarce
Donatts bn Kirg (9
Otters

Rerrureraton

Gala Sattngy £ ttere s no comp

Step 4: Select Compensation Type.

o Asmare

Attordarrs Alowonce

vl Toleprorm Motie Pars (Taed Alowecs ‘
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Step 5: Enter Amount.

Step 6: Click ‘Add’ to add this compensation onto employee.

Add Compensation

Compensation Category * Compensation Type *

Allowance Attendance Allowance

Amount *

Go to Settings if there are no compensations to add.

Step 7: e-Payroll adds compensation onto employee.

] UNIDECOR ENTERPRISE
li KwsP = EN | BM Exit ePayroll %
EPF EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

No Compensation yet

Click Add Compensation if the employee has additional income(s). Go to Settings if there are no

compensations added.

Payroll

Yearly Forms

Transactions N
Statutory Eligibility @)

Settings

Compensation Type Amount EPF 50Cs0 EIS IRBM

#  Attendance Allowance RM 800.00 ~ v ~ v in]

Salary Payment Method

Page 29 of 82



MY, Kwsp

&)
e-Payroll User Guide

Step 8: Click ‘Edit’ icon to edit added compensation.

1|$|| KWSP UNIDECOR ENTERPRISE
&) epF = EPF Number: 801610552

Personal Employment Salary Contributions
Details Details Details Details

Payroll

No Compensation yet

compensations added.

Yearly Forms

Transactions

Settings
Compensation Type Amount

¢ |Attendance Allowance RM 800.00

Salary Payment Method

EN | BM Exit ePayroll

Family Previous Employment
Details Details (TP3) FAE ]

Click Add Compensation if the employee has additional income(s). Go to Settings if there are no

ADD COMPENSATION +

Statutory Eligibility )

EPF S0Cs0

N '

EIS IRBM

Step 9: Click ‘Go to Settings’ to be redirected to Payroll Settings. Employer may proceed to add

customized payroll item/compensation in Payroll Settings.

UNIDECOR ENTERPRISE
EPF Number: 801610552

Personal Employment Salary Contributions
Details Details Details Details
Payrall
Sarary ype By Sarary

Yearly Forms

Transactions
Compensations @

Settings

Monthly Daily Hourly RM Monthly Salary

EN BM Exit ePayroll

Family Previous Employment
Details Details (TP3) SAVERE)

Monthly

No Compensation yet

compensations added.

Click Add Compensation if the employee has additional incomefs). Go to Settings if fhere are no

Salarv Pavment Method
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Wages Order 2020. Please click FAQ
for more information.

FAQ
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Deleting Added Compensation

Step 1: Click ‘Delete’ icon to delete added compensation.

UNIDECOR ENTERPRISE
EPF Number: 801610552

I

Personal Employment Salary Contributions
Details Details Details Details

Payroll

No Compensation yet

compensations added.

Yearly Forms

Transactions
Settings

Compensation Type Amount

#  Attendance Allowance RM 800.00

Salary Payment Method

Family
Details

EPF

N

Previous Employment

Details (TP3)

Click Add Compensation if the employee has additional income(s). Go to Settings if there are no

EN | BM

Exit ePayroll X

ADD COMPENSATION +

Statutory Eligibility @

$0Cs0

EIS

al

Step 2: e-Payroll displays message. Click ‘Yes’ to delete added compensation from employee.

Step 3: Click ‘No’ if do not wish to delete added compensation.

Reminder

Are you sure you want to delete Attendance Allowance?

Enleacs
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Salary Payment Method

Step 1: Select Payment Method. (Optional)

[L1] SYKT POH ONN
‘Iﬂl‘ KWSP = EN | BM Exit ePayroll X
& epF EPF Number: 000104132
Personal Employment Salary Contributions Family Previous Employment SAvE @
Details Details Details Details Details Details (TP3)
Payroll
/  Attendance Allowance RM 800.00 N v v v g
Yearly Forms
Transactions Salary Payment Method

Payment Method

Settings
Cash/Cheque Bank
Bank Name Employee Bank Acceunt Name Employee Bank Account Number
Select v Account Name Account Number

SYKT POH ONN
EN | BM Exit ePayroll X
EPF Number: 000104132

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

7

Payroll

Attendance Allowance RM 800.00 v ~ ~ v

al

Yearly Forms

Transactions Salary Payment Method

Payment Method

Settings
Cash/Cheque Bank
Bank Name Employee Bank Account Name Employee Bank Account Number
Select ~ Account Name Account Number
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Note: Bank Name, Employee Bank Account Name & Employee Bank Account Number are mandatory
if selected payment method is ‘Bank’. As these fields are required to be included into bank’s salary
file.

"wh KWSP = SYKTPOHONN
& epF EPF Number: 000104132

Personal Employment Salary Contributions Family Previous Employment savE M@
Details Details Details Details Details Details (TP3)

EN | BM Exit ePayroll X

Payroll
#  Attendance Allowance RM 800.00 v v v v In}

Yearly Forms

Salary Payment Method
Transactions

Payment Method

Bank Name * Employee Bank Account Name * Employee Bank Account Number *

(55 ect v) ('—\:co.lm Name > (i.c:ou't Number )

Bank Name is required. Employee Bank Account Name is required. Employee Bank Account Number is required.

2.4.2.4 Contribution Details

Step 1: Click ‘Contribution Details’ tab.

UNIDECOR ENTERPRISE
= EN BM Exit ePayroll X
EPF Number: 8016105652

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

= Contributions Details ~

Payroll

Yearly Forms

@ optin

Transactions

Account Number

Settings

Account Number

Contribution Voluntary Voluntary Excess
Excess (individual) @
(all employee)
]
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Setting Up EPF Contribution

Step 1: Switch toggle to ‘Opt In’ if employee is eligible to contribute to EPF.

M kwsp UNIDECOR ENTERPRISE

\‘W} EPF ™ EPF Number: 801610552

Personal Employment Salary
Details Details Details

Payrall

Yearly Forms

Account Number

Transactions Account Number
Settings

Contribution Voluntary
Excess
(all employee)
L]

Employee

% -

Contributions
Details

Voluntary Excess
(individual) @

Employee

Percentage

Step 2: Enter employee’s EPF Account Number. (Optional)

UNIDECOR ENTERPRISE
EPF Number: 8016105652

Personal Employment Salary
Details Details Details

Payroll

Contributions
Details

feariviaoes Account Number

Transactions Account Number

Settings

Contribution Voluntary
Excess
(all employee)

Employee

% -
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Voluntary Excess
(individual) ©@

Employee

Percentage

Family
Details

Amount

Family
Details

Amount

Previous Employment
Details (TP3)

Previous Employment
Details (TP3)

EN

EN

BM

Exit ePayroll X

SAVE [

Optin

BM

Exit ePayroll X

SAVE [

Optin
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Step 3: Add Voluntary Excess (if applicable). Leave blank if not applicable.

[L1] UNIDECOR ENTERPRISE
iy kwsp =¢ EN | BM Exit ePayroll X

Wy evr = EpF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

Payroll

Yearly Forms Contribution Voluntary Voluntary Excess
Excess (individual) @
(all employee)
Transactions
Employee Employee
Settings % 7 Percentage Amount
Employer Employer Employer
% 13 % - Percentage Amount

Note: Switch toggle to ‘Opt Out’ if employee is not contributing to EPF.

UNIDECOR ENTERPRISE
== EN BM Exit ePayroll X
EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

Payrall

= Contributions Details ~
Yearly Forms
P optout

Transactions
Settings & ovin

New IC Number/SSFW Number * Contribution Schedule *

( count Number ) < First Second )

New IC Number/SSFW Number is required Contribution Sch e is required

Employees younger than 60 years belong to
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Setting Up SOCSO Contribution

Step 1: Switch toggle to ‘Opt In’ if employee is eligible to contribute to SOCSO.

i UNIDECOR ENTERPRISE
‘lﬁh KWSP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552

Personal Employment. Salary Contributions Family Previous Employment savE M@
Details Details Details Details Details Details (TP3)
Payroll
@ optin
Yearly Forms New IC Number/SSFW Number * Contribution Schedule *
Account Number First Second
Transactions
Settings
@ optin

New IC Number *

Account Number

Step 2: Enter New IC Number/SSFW Number. Please make sure it is entered correctly to ensure
successful SOCSO contribution.

Step 3: Select Contribution Schedule.

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

Payrol|
@ optin
New IC Number/SSFW Number * Contribution Schedule *
Yearly Forms
951206102612 < First Second )
Transactions
Employees younger than 60 years belong to
the First SOCSO category.
Settings
@ optin

New IC Number *

951206102612
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Note: Switch toggle to ‘Opt Out’ if employee is not contributing to SOCSO.

P kwsp UNIDECOR ENTERPRISE

i = Y ,
= EN BM Exit ePayroll X
\mj EPF EPF Number: 801610552
Personal Employment Salary Contributions Family Previous Employment save B
Details Details Details Details Details Details (TP3)
Payroll
P optout
Yearly Forms « Optin
Transactions
New IC Number *
Settings 951208102612
P optout

Setting up EIS Contribution

Step 1: Switch toggle to ‘Opt In’ if employee is eligible to contribute to EIS.

UNIDECOR ENTERPRISE
== EN BM Exit ePayroll X

EPF Number: 801610652

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

Payrall
[ Opt in
New IC Number/SSFW Number * Contribution Schedule *
Yearly Forms
951206102612 First Second
Transactions
Settings & o

New IC Number *

951206102612
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Step 2: Enter New IC Number. Only New IC Number is accepted for EIS contribution, please make
sure input is correctly entered.

M kwsp UNIDECOR ENTERPRISE

= EN | BM Exit ePayroll
\”} EPF ¥ EPF Number: 801610552 it ebaroll X
Personal Employment Salary Contributions Family Previous Employment SAVE [
Details Details Details Details Details Details (TP3)
Payrall
[ Optin
New IC Number/SSFW Number * Contribution Schedule *
Fieloi -
951206102612 First Second
Transactions
Settings & o
New IC Number *
951206102612
. ‘ ’ e . N .
Note: Switch toggle to ‘Opt Out’ if employee is not contributing to EIS.
UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X

EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment savE M@
Details Details Details Details Details Details (TP3)

Payroll
[ ¢ Optin
New IC Number/SSFW Number Contribution Schedule
Yearly Forms
951208102612 First Second
Transactions
Settings B Optout
@ optin
File Type Income Tax Number Tax Borne by Employer
en ne Inrrrma Tav Min Ve N
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Setting up IRBM Contribution

Step 1: Switch toggle to ‘Opt In’ if employee is paying Income Tax.

UNIDECOR ENTERPRISE
EPF Number: 801610552

M kwsp

Wy evr

Personal Employment.
Details Details
Payroll
File Type
Yearly Forms P
SG 0G
Transactions
Branch
Settings
Branch

Other Deductions ©

Step 2: Enter File Type.

Salary

Details

Step 3: Enter employee Income Tax Number.

CRE VIl TELEVISION SDN BHD
EPF Number: 016747536

Contributions Family
Details Details
Income Tax Number
Income Tax Number
Contributions Family
Details Details

EN

Previous Employment
Details (TP3)

Tax Borne by Employer

EN

Previous Employment
Details (TP3)

Personal Employment Salary

Details Details Details
Payrall
Yearly Forms
Transactions File Type
SEitves OG

Branch
Branch
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Income Tax Number @ *

(Hﬂ:m’vc Tax Number

Income Tax Number is required

Tax Borne by Employer

Yes

BM Exit ePayroll X

SAVE [

@ optin

BM Exit e-Payroll X

SAVE @)

P Optout

[ ¢ Optin

No
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Step 4: Enter Inland Revenue Board Malaysia (IRBM) Branch. (Optional)

N kwsp

Wy evr

Payrol|

Yearly Forms

Transactions

Settings

Payroll

Yearly Forms
Transactions

Settings
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UNIDECOR ENTERPRISE
EPF Number: 801610552

Employment
Details

Personal
Details

File Type

SG 06

salary
Details

Branch

Branch

Other Deductions ©

UNIDECOR ENTERPRISE
EPF Number: 801610552

Personal Employment.
Details Details
File Type
SG 0G
Branch
Branch

Other Deductions ©

salary
Details

Contributions
Details

Income Tax Number

Income Tax Number

Contributions
Details

Income Tax Number

Income Tax Number

Family
Details

Family
Details

EN

Previous Employment
Details (TP3)

Tax Borne by Employer

BM Exit ePayroll X
save [
@ optin
No

EN | BM Exit ePayroll X
Previous Employment
Details (TP3) SAVE %)
@ optin
Tax Borne by Employer
Yes No
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Note: Switch toggle to ‘Opt Out’ if employee is not paying any Income Tax.

[L1] UNIDECOR ENTERPRISE
‘lﬂl‘ KWsP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552
Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)
Payroll
P optou
Yearly Forms
Other Deductions ©
Transactions
Add default deductions to employee. You are able to edit the amount on a monthly basis in the Payroll System.
Settings
O Zakat (O Tabung Haji O PTPIN D OTHER DED! =F

Add Deductions

Step 1: Tick checkbox if employee is paying Zakat/Tabung Haji/PTPTN.

UNIDECOR ENTERPRISE
= EN BM Exit ePayroll X

EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

>—opToar

Payral|
Other Deductions @
Yearly Forms

Transactions

Add default deductions to employee. You are able to edit the amount on a monthly basis in the Payroll System.

O Zakat (O Tabung Haji O PTPIN ADD OTHER DEDUCTION +

Settings

2. Family Details
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Step 2: Enter related input fields.

[L1] UNIDECOR ENTERPRISE
if hw =¢ EN | BM Exit ePayroll X

Wy evr = EpF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

Payroll

Add default deductions to employee. You are able to edit the amount on a monthly basis in the Payroll System.

Yearly Forms

W Zakat (O Tabung Haji O PTPIN ADD OTHER DEDUCTION +
Transactions

Settings

Account Number State Amount

Account Number Select v RM  Amount

Adding Other Deductions

Step 1: Click ‘Add Other Deduction’ button.

Py kwsp _ UNIDECOR ENTERPRISE

i = EN | BM Exit ePayroll X
& eprF EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

Payrol|

Add default deductions o employee. You are able to edit the amount on a menthly basis in the Payroll System.

Yearly Forms

Settings

22, Family Details

Add employer's family member details for necessary tax deductions (where applicable). D FAMILY +

O Zakat (O Tabung Haji O PTPIN ADD OTHER DEDUCTION +
Transactions
~

hitps://10.0.80.118/epayroll/2/settings/statutary
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Step 2: e-Payroll displays input page.

Step 3: Select Deduction Label. There are 2 groups available. (Salary Deductions, TP1 Deductions)

Add Deduction

Add a default amount or you may include the amount during payroll process.

Deduction Label * Amount *
//’- \
[ Sselect ) RM  Amount
\_
Select
Salary Deductions
TP1 Deductions

Remarks 2

Remarks 1 Remarks 2

BACK X

Step 4: Select Deduction item. Deduction items will be displayed based on deduction label selected
in Step 3.

Add Deduction

Add a default amount or you may include the amount during payroll process.

Deduction Label * Deduction Type *

B

Select

Other Deduction

Salary Adjustment

Tax Deduction Order(CP38)
RM  Amount Unpaid Leave

Others (Please specify)
@

Amount *
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Step 5: Enter Amount.

Add Deduction
Deduction Label * Deduction Type *

Salary Deductions Salary Adjustment

Amount * Remarks 1

RM  Amount Remarks 1

Remarks 2

BACK X

Step 6: Enter Remarks (Optional).

Add Deduction

Amount * Remarks 1

RM 200.00 Remarks 1

Remarks 2

Remarks 2

j—;BACK "
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Step 7: Click ‘Add’.

Add Deduction

Amount * Remarks 1

RM 200.00 Remarks 1

Remarks 2

Remarks 2

ADD

Step 8: Deduction is added successfully onto employee.

CRE VIIl TELEVISION SDN BHD
EPF Number: 015747536

I

EN | BM

Exit e-Payroll X

Personal Employment Salary Contributions Family Previous Employment savE [

Details Details Details Details Details Details (TP3)
Payroll

0O Zakat (O Tabung Haji O PIPIN ADD OTHER DEDUCTION +
Yearly Forms
Transactions Salary Adjustment Edit # Delete O
Settings Amount Remarks 1 Remarks 2
RM 200.00 Remarks 1 Remarks 2
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Step 9: Click Edit to edit deduction.

1] CRE VIIl TELEVISION SDN BHD
gl kwsp = EN | BM Exit ePayroll X

Kwsp =
\“} EPF EPF Number: 015747536

Personal Employment Salary Contributions Family Previous Employment save @
Details Details Details Details Details Details (TP3)

Payrol|

O Zzakat O Tabung Haiji O PIPIN ADD OTHER DEDUCTION +
Yearly Forms

Settings Amount Remarks 1 Remarks 2

RM 200.00 Remarks 1 Remarks 2

Page 46 of 82



KWSP
EPF
e-Payroll User Guide
Deleting Added Deductions

Step 1: Click ‘Delete’ to delete deduction.

MMy kwsp UNIDECOR ENTERPRISE
EPF

\.J EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment savE [
Details Details Details Details Details Details (TP3)

EN | BM Exit ePayroll X

I

Payroll

0 e e o
Yearly Forms
Net Deposit in SSPN Edit #| Delete
Transactions
Amount Remarks 1 Remarks 2
Settings
RM 8000 Remarks 1 Remarks 2

Step 2: A message will be displayed. Click ‘Yes’ to proceed on deleting deduction from employee.

Step 3: Click ‘No’ if do not wish to delete added compensation.

Reminder

Are you sure you want to delete Net Depaosit in SSPN?
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2.4.2.5 Family Details

Step 1: Click “Family Details’ tab.

mm.. KWSP - UNIDECOR ENTERPRISE
EPF EPF Number: 801610552

Payroll

2. Family Details

Yearly Forms

Transactions Add employer's family member details for necessary tax deductions
(where applicable).

Settings

= TP3 @

Adding a Spouse

Step 1: Click ‘Add Family’ button.

UNIDECOR ENTERPRISE
EPF Number: 801610552

Details Details. Details Details Details Details (TP3)

Payroll

Yearly Forms
2. Family Details

Transactions

Settings

Add employer's family member details for necessary tax deductions (where applicable).
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EN BM Exit ePayroll X

Personal Employment Salary Contribution: Family Previous

Details Details Details Details Details Employmg SAVE [@)
Details
TP3)

~
ADD FAMILY +
~
EN | BM Exit ePayroll X

Personal Employment Salary Contributions Family Previous Employment SAVE @

N
~
ADD FAMILY +
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Step 2: Enter Nationality, Name, Identification Document Type & Identification Document Number.

Add New Family Member

Nationality * Name as per Identification Document *

Name as per Identification Docun

Identification Document Type * Identification Document Number *

Select Identification Document Number

Relationship * Date of Birth *

Spouse Children DD MM YYYY

BACK X

Step 3: Select ‘Spouse’ at Relationship.

Step 4: Enter/Select Date of Birth, Spouse’s Disability & Spouse’s Employment Status.

Add New Family Member

A123342

Relationship * Date of Birth *

Children 01/01/1975

Disability * Spouse is working *

No

Yes
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Step 5: Click ‘Add’.

QidIc v A123342
(EEEEEEEE: Relationship * Date of Birth
Children 01/01/1975
2

Disability

- “

Spouse is working

No

Yes
ADD

UNIDECOR ENTERPRISE

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 801610552
Pey Add New Family Member X Employment B
Detail TP3)

ADD FAMILY +

= EN BM Exit ePayroll X
EPF Number: 801610552
Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)
Payroll
22, Family Details ~
Yearly Forms
Add employer's family member details for necessary tax deductions (where applicable) D FAMILY <+
Transactions
Settings
Relationship Name ID Number Nationality Disabled
#  Spouse Nadirah A123342 (0ld IC) Malaysian MNo ]
. . ‘ er) - . .
Step 6: Click ‘Edit’ icon to edit family member.
UNIDECOR ENTERPRISE
= EN BM Exit ePayroll X
EPF Number: 801610652
Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)
Payrall
22 Family Details ~
Yearly Forms
Add employer's family member details for necessa deductions (where applicable) D FAMILY <+
Transactions
Settings
Relationship Name ID Number Nationality Disabled
#  [Spouse Nadirah A123342 (0ld IC) Malaysian No o
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Adding a Children

Step 1: Click ‘Add Family’ button.

.I'gll KWSP UNIDECOR ENTERPRISE
& erF EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment saveE [
Details Details Details Details Details Details (TP3)

EN | BM Exit ePayroll X

I

Payroll

22, Family Details

Yearly Forms

Transactions

chdn Add employer's family member details for necessary tax deductions (where applicable).
ettings

Step 2: Enter Nationality, Name, Identification Document Type & Identification Document Number.

Add New Family Member

Nationality = Name as per Identification Document *

Name as per Identification Docun

Identification Document Type * Identification Document Number *

Select Identification Document Number

Relationship * Date of Birth *

Spouse Children DD MM YYYY

BACK X
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Step 3: Select ‘Children’ at Relationship.

Step 4: Enter Date of Birth.

Add New Family Member

100822051623

Dot of Brth +

2308/2010

Over 18 . v Education
Oantuos

Diatiog - bn Mgher [ooeson

Step 5: Select ‘Child Status’ & Children PCB Deduction Percentage.

Add New Family Member

100822051023

Dot of Brth *

MO Of T CIREEnes Do

Uscior 18 o in edcet
Over 18 - I Lkt Gama Lew

Over 18 . v Education (Degree Level o hgher
Oastro
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UNIDECOR ENTERPRISE
EPF Number: 801610552

n

EN | BM Exit ePayroll X

Payroll

Yearly Forms

Transactions

Settings

Persor Add New Family Member
Detail
New IC - 100823051623
Relationship * Date of Birth
Oa .
SDGUSE 23/08/2010

Child Status * Children PCB Deduction *

Under 18 or in education

X Employment
TP3)

ADD FAMILY +

UNIDECOR ENTERPRISE
EPF Number: 801610652

Personal Employment Salary Contributions Family
Details Details Details Details Details

22 Family Details

Add employer's family member details for necessary tax deductions (where applicable)

EN BM Exit ePayroll X

Previous Employment
Details (TP3) FUE ]

~
ADD FAMILY +

Step 7: Click ‘Edit’ icon to edit family member.

Payrol|

Yearly Forms

Transactions

Settings
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Relationship Name 1D Number Nationality Disabled
#  Children Farah Ainn 100823051623 (New IC) Malaysian No ]
UNIDECOR ENTERPRISE
EN BM Exit ePayroll X

EPF Number: 8016105652

Personal Employment Salary Contributions Family
Details Details Details Details Details

22 Family Details

Add employer's family member details for necessary tax deductions (where applicable)

Relationship Name 1D Number

[Children Farah Ainn 100823051623 (New IC)

Previous Employment
Details (TP3) SAVERE)
~
ADD FAMILY +
Nationality Disabled
Malaysian No g
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Deleting Added Family Member

Step 1: Click ‘Delete’ icon

EN | BM Exit ePayroll X

I

I}, kwsp UNIDECOR ENTERPRISE
J EPF

i

K..J EPF Number: 801610552
Personal Employment Salary Contributions Family Previous Employment savE [
Details Details Details Details Details Details (TP3)

22, Family Details

Payroll

Yearly Forms

Transactions Add employer's family member details for necessary tax deductions (where applicable). ADD FAMILY +

Settings

Relationship Name 1D Number Nationality Disabled

al

Z  Children Farah Ainn 100823051623 (New IC) Malaysian No

Step 2: e-Payroll displays reminder.
Step 3: Click ‘Yes’ to delete added family member.

Step 4: Click ‘No’ if do not wish to delete added family member.

Reminder

Are you sure you want to delete Farah Ainn?
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2.4.2.6 Previous Employment Details (TP3)

Step 1: Click ‘Previous Employment Details (TP3) tab

i UNIDECOR ENTERPRISE
‘lml‘ KWSP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552
Personal Employment Salary Cortributions Family Previous Employment savE [
Details Details Details Details Details Details (TP3)
Payroll
= TP30 ~

Yearly Forms

Enter TP3 details for this employee. As per Malaysia Inland Revenue Board (IRB) requirement

Transactions
employee who newly joined the company during the year shall submit TP3 Form to his/her new
ADD TP3 ITEMS +
employer to notify information relating to his employment with previous employer in the current

Settings year.

Adding TP3 Items

Step 1: Click ‘Add TP3 Items’ button.

UNIDECOR ENTERPRISE
= EN BM Exit ePayroll X
EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)
~

= TP3 @

Payrall

Yearly Forms

Enter TP3 details for this employee. As per Malaysia Inland Revenue Board (IRB) requirement

Transactions
employee who newly joined the company during the year shall submit TP3 Form to his/her new
ADD TP3 ITEMS +
employer to notify information relating to his employment with previous employer in the current

Settings ean

Page 55 of 82



KWSP
EPF

e-Payroll User Guide
Step 2: e-Payroll displays input page.

Add TP3 Items

Primary Category

(Se\ec‘t

Amount *

RM  Amount

BACK X

Step 3: Select items from Primary Category.

Add TP3 Items

Primary Category

(Se\ec‘t

Select
Accummulated Salaries

| Accummulated EPF
Accummulated TP1 Deductions.
Accummulated Tax Deductions

Accummulated Exemption Allowances
Accummulated ZAKAT
Accummulated SOCSO

BACK X

Page 56 of 82



KWSP
EPF

e-Payroll User Guide
Step 4: Enter Amount.

Add TP3 ltems

Primary Category

Accummulated EPF

Amount *

RM 3950

Step 5: Click ‘Add’.

Add TP3 ltems

Primary Category

Accummulated EPF

Amount *

RM 3950

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment. SAVE [
Details Details Details Details Details Details (TP3)
~

= TP3 O

Payroll

Yearly Forms

Enter TP3 details for this employee. As per Malaysia Inland Revenue Board (IRB) requirement,

Transactions employee who newly joined the company during the year shall submit TP3 Form to his/her new ADD TP3 ITEMS +
employer to notify information relating to his employment with previous employer in the current

year.

Settings

Selected Primary Category Selected Secondary Category Amount (RM)

Accummulated EPF 3,950.00 o
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Step 6: Click ‘Edit’ icon to edit added TP3 item.

i UNIDECOR ENTERPRISE

‘lwl‘ KWSP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment

save M@
Details Details Details Details Details Details (TP3)
Payroll
~

= TP3 0

Yearly Forms

Enter TP3 details for this employee. As per Malaysia Inland Revenue Board (IRB) requirement,

Transactions employee who newly joined the company during the year shall submit TP3 Form to his/her new
ADD TP3 ITEMS +
employer to noti f‘,’ information relating to his employment with previous employer in the current

year.
Settings

Selected Primary Category Selected Secondary Category Amount (RM)

50.00 o

©
@

Accummulated EPF 3

Deleting added TP3 Item

Step 1: Click ‘Delete’ icon

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X

EPF Number: 801610652
Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

~

= TP3O

Payrol|

Yearly Forms

Enter TP3 details for this employee. As per Malaysia Inland Revenue Board (IRB) requirement

Transactions employee who newly joined the company during the year shall submit TP3 Form to his/her new
ADD TP3 ITEMS +
employer to notify information relating to his employment with previous employer in the current

year.

Settings

Selected Primary Category Selected Secondary Category Amount (RM)

7 Accummulated EPF 3,950.00 ﬂ
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Step 2: e-Payroll displays reminder message
Step 3: Click ‘Yes’ to delete added TP3 item.

Step 4: Click ‘No’ if do not wish to delete added TP3 item.

Reminder

Are you sure you want to delete this Accummulated EPF?

e
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2.4.3 Save Employee
For employer to save all changes made onto employee.

2.4.3.1 Add Employee Successfully

Step 1: Click ‘Save’ button.

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 801610552

@ Add New Employee

Payroll

employ

Yearly Forms Personal Employment Salary Contributions Family Previous Employment savE @
Details Details Details Details Details Details (TP3)

Transactions

nployee is NOT registere
etails to facilitate p

with EPF. You are advised to register your employee with ALL statutory agencies. You are encouraged to fill up all the
toll processing.

Settings
[E Personal Details for RASYID KASIM ~

Full Name *

RASYID KASIM ( UPLOAD PROFILE PICTURE E >

statt ID @+

Step 2: e-Payroll adds employee into ‘Active’ Employee Listing.

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 801610552

Mobile Phone Num

Payroll Name & Gross Salary Department Email = Status
\  Ain Farah Binti Akhmal i ~
ADOOL RM §,490.00 - ainfarah@gmail.com +60-178906578 Complete
Yearly Forms
i BAHIAH BINTI ABD AZIZ
Transactions Q A0004 RM 20,000.00 - bahiah@gmail.com +60-167854678 Complete
Settings
RASYID KASIM
BOO2 RM 8,000.00 - - - Incomplete
OTA )
OTMAILCO 5019345678 Incomplete

—~;
= THIEN OON THIN 3.300.00
0002 Rt 3.3
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2.4.3.2 Add Employee Unsuccessful

Step 1: Click ‘Save’ button.

i UNIDECOR ENTERPRISE
‘lmh KWSP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552

@ Add New Employee

Payroll

© This employ

employee details to facilitate payroll processing.

i Personal Employment Salary Contributions Family Previous Employment savE B
Details Details Details Details Details Details (TP3)

Transactions

is NOT registered with EPF. You are advised to register your employee with ALL statutory agencies. You are encouraged to fill up all the

Settings

& Personal Details for RASYID KASIM ~

Full Name *

RASYID KASIM ( UPLOAD PROFILE PICTURE Q >

Staff ID @+

Step 2: e-Payroll displays inline error if there are mandatory fields are not entered or invalid.

UNIDECOR ENTERPRISE
EN | BM Exit ePayroll X
EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)
Malaysian M Non-resident New IC v

Payrol|

New IC Number * Date of Birth * Gender *
Yearly Forms
Enter without ' 11/11/1991 (] Male Female
Transactions New IC Number is required.
i Religion * Ethniticy * Marital Status @~
Settings
Select v Select v Single v
Disability @ * Mobile Phone Number * Email Address *

Yes MY (+60) ~ Mobile Phone Number Email Address

How to correct?
Step 1: Enter valid input in fields that are incomplete or invalid.

Step 2: Click ‘Save’ again.
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2.4.4 Edit Employee
For employers to update employee’s details (if any).

Step 1: Click ‘Employee’ side menu.

i UNIDECOR ENTERPRISE
ilgli Kwsp =
S— =3 EN | BM Exit ePayroll X
\m} EPF EPF Number: 801610552
Employees (3) Search by Name/Employee ID ° ADD EMPLOYEE +
Payrol|
Filter by Department ~ @ Active & Archived = List 23 card
Yearly Forms
Transactions Name a Gross Salary Department Email :’::b"e Phomo Mum Status «

Settings

-
= THIEN OON THIN BVBVBV@HOTMAIL.CO 17 5 - i
‘b oo RM 3,300.00 - & +60-12345678 Incomplete
§,  Ain Farah Binti Akhmal . . L RO0EE T
| A000L RM 8.490.00 - ainfarah@gmail.com +60-178906578 Complete

Step 2: Click employee name hyperlink.

25 UNIDECOR ENTERPRISE

L Oross Salary  Department (£ FR] Sratuy

Al fatah Bon Axhenal
X R S 400,00

BASSAM BINTLARD ADZ

Yearly Forms

am 2

Transactions

4 i DAL 00N Thaly o
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Step 3: e-Payroll redirects to particular employee details.

M kwse _ UNIDECOR ENTERPRISE

Wy evr = EpF Number: 801610552

@ Edit Employee Details

Payroll

Personal Employment Salary Contributions
Details Details Details Details

Yearly Forms

[z} Personal Details for RASYID KASIM

Transactions

Settings Full Name *

RASYID KASIM

staff ID @+

BOO2

Step 4: Update information.
Step 5: Click ‘Save’.

UNIDECOR ENTERPRISE
EPF Number: 801610552

() Edit Employee Details

Payroll

Personal Employment Salary Contributions
Details Details Details Details

Yearly Forms

[z Personal Details for RASYID KASIM

Transactions

Settings Full Name *

RASYID KASIM

statt ID @+

B002

Page 63 of 82

EN
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Details Details (TP3)

( UPLOAD PROFILE PICTURE Q )

Employee is no longer employed? @

D —
[ amrcHivE Q@ \
. /

EN

BM Exit ePayroll X

sSave [

BM Exit ePayroll X

Family Previous Employment
Details Details (TP3)

SAvE @)

( UPLOAD PROFILE PICTURE m >

Employee is no longer employed? @

4 ™
[ ARCHIVE @ |
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2.4.5 Archive Employee
For employer to remove employee from ‘Active’ employee listing if employee has left the company.
Note that archived employee will not be included into payroll processing.

Step 1: Click Employee side menu.

i UNIDECOR ENTERPRISE
"ﬁ" KWsp = EN | BM Exit ePayroll X
& eprF EPF Number: 801610552

Emp'oyees (3) Search by Name/Employee 1D °

Filter by Department ~ @ Active & Archived = List 23 card

Payrol|

Yearly Forms

Name ~ Gross Salary  Department Email Mobile Phone NUm  gatys o

Transactions

Settings
-
= THIEN OON THIN BVBVBV@HOTMAIL.CO 17 5 - i
‘b oo RM 3,300.00 - & +60-12345678 Incomplete
§,  Ain Farah Binti Akhmal . . L RO0EE T
| A000L RM 8.490.00 - ainfarah@gmail.com +60-178906578 Complete

Step 2: Click employee name hyperlink.

25 UNIDECOR ENTERPRISE

Name = Oooss Salary  Department faud

Al facah Sl Axberial
x R S 400,00

BASSAM BT ARD AZZ

Yearty Forms

am 2

Transactions

:
THEEN 00N Ty -
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Step 3: e-Payroll redirects to employee details.

Step 4: Click ‘Archive’ button.

M kwsp __ UNIDECOR ENTERPRISE

AL =
\’j EPF EPF Number: 801610552

(<) Edit Employee Details

Payrall

Personal Employment Salary Contributions
Details Details Details Details

Yearly Forms

[z Personal Details for RASYID KASIM

Transactions

Settings Full Name *

RASYID KASIM

statf 1D @+

B002

Step 5: e-Payroll displays input page.

EN | BM Exit ePayroll X

Family Previous Employment
Details Details (TP3) save )

( UPLOAD PROFILE PICTURE E )

Employee is no longer employed? @

ARCHIVE Q@

Archive Employee - RASYID KASIM
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Step 6: Select Reason.

Archive Employee - RASYID KASIM

P not Be able 1o proceas bA Ber payrol

Step 7: Enter Last Day of Work.

Archive Employee - RASYID KASIM

Resnca *

Revgren

G 2020 -
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Step 8: Enter Additional Remarks. (Optional)

Archive Employee - RASYID KASIM

Reason * Last Day of Work *

Resigned 08/08/2020

Additional Remarks

(Resigned on 08/08/2020 )

By archiving the employee details, you will not be able to process his/her payroll.

BACK X ARCHIVE &

Step 9: Click ‘Archive’ button.

Archive Employee - RASYID KASIM
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Step 10: Employer should notice that archived employee is not in ‘Active’ Employee Listing anymore.

W, kwse _ UNIDECOR ENTERPRISE | |
& oo o _—
fanya Grons Salary  Departeent [y— RO

n REN 00N Teady a

vearty Forme

Settings

DA SINTLARD ADX
AV 20 000 0

Transactions A Facah Bin al

Viewing archived employee details

Step 1: Click ‘Archived’ icon.

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X
EPF Number: 801610552

Employees (3) Search by Name,/Employee 1D °

Filter by Department v @ Active & Archived i= List 28 Card

Payroll

Yearly Forms

Name a Gross Salary  Department Email :'L“r""e GERDLLE g o

Transactions

Settings

,  Ain Farah Binti Akhmal

v RM 8,490.00 - ainfarah@gmail.com +60-178906578  Complete

-,
= THIEN OON THIN BVBVBV@HOTMAIL.CO 197 - "
@ 20002 RM 3,300.00 - M +60-12345678 Incomplete
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Step 2: Click archived employee’s name hyperlink.

UNIDECOR ENTERPRISE
EN | BM Exit ePayroll X
EPF Number: 8016105652

Emp'oyee Archive (2) Search by Name/Employee 1D °

Filter by Department v @ Active & Archived i= List

Payroll

Yearly Forms

Mobile Phone Num

Name & Gross Salary  Department Email o Archive Date
Transactions
Settil BAHIAH BINTI ABD AZIZ
Sl SonemEm AR Ass RM 600.00 - bahiah@gmail.com +60-167864678 17 Jul 2020
20003
RASYID KASIM £.000.00 50 As 2020
BOO2 RM 8,000. - - - Aug 202
UNIDECOR ENTERPRISE
EN BM Exit ePayroll X

EPF Number: 801610552

Employee Archive (2) Search by Name/Employee ID °

Filter by Department v @ Active & Archived = List

Payrol

Yearly Forms

Name ~ Gross Salary  Department Email Mobile Phone N rchive Date

Transactions

BAHIAH BINTI ABD AZIZ

Settil
idich. AM 600.00 - bahiah@gmail.com +60.167854678 17 Jul 2020

RM 8,000.00 - - - 20 Aug 2020

Page 69 of 82




MY, Kwsp

&)
e-Payroll User Guide

Step 3: e-Payroll redirects to archived employee details.

imn UNIDECOR ENTERPRISE
‘lml‘ KWSP = EN | BM Exit ePayroll X
&) epF EPF Number: 801610552
(<) View Archived Employee
Payrol |
Personal Employment Salary Contributions Family Previous Employment
Details Details Details Details Details Details (TP3)
Yearly Forms
Transactions ] Personal Details for RASYID KASIM ~
Settings Full Name

RASYID KASIM

staff ID @ Employee is reemployed?

B00O2 UNARCHIVE

Step 4: Employer can find Archived Reason, Last Day of Work & Additional Remarks here.

UNIDECOR ENTERPRISE
=¢ EN | BM Exit ePayroll X

EPF Number: 801610552

Personal Employment Salary Contributions Family Previous Employment
Details Details Details Details Details Details (TP3)
Payrol|
Staif ID @+ Employee is reemployed?
B0OO2 UNARCHIVE
Yearly Forms
Transactions Reason End Date Additional Remarks
s 108/
Settings 08/08/2020 Resigned on 08/08/2020
Nationality * Residential Status @+ Identification Document Type *
& Resident Non-resident ew IC v
New IC Number * Date of Birth * Gender *
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2.4.6 Unarchive Employee
To re-add an archived employee back into ‘Active’ employee listing if employee re-joins the
company.

Step 1: Click ‘Archived’ icon.

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X

EPF Number: 801610552

Employees (3) Search by Name,/Employee 1D °

Payrol|
Filter by Department v @ Active & Archived = List 28 Card

Yearly Forms

Transactions Name a Gross Salary  Department Email A DRRollim ey

ber

Settings

,  Ain Farah Binti Akhmal

A000L RM 8,490.00 - ainfarah@gmail.com +60-178906578 Complete

-,
= THIEN OON THIN BVBVBV@HOTMAIL.CO 197 - "
@ 20002 RM 3,300.00 - M +60-12345678 Incomplete

Step 2: Click archived employee’s name hyperlink.

UNIDECOR ENTERPRISE
=¢ EN | BM Exit ePayroll X

EPF Number: 801610552

Employee Archive (2) Search by Name/Employee ID °

Filter by Department v @ Active & Archived = List 22 Card

Yearly Forms

Name ~ Gross Salary  Department Email Mobile Phone N rchive Date

Transactions

AD0D3

111}
_ RM 8,000.00 - . . 20 Aug 2020

Settil BAHIAH BINTI ABD AZIZ
Al ﬁ RM 600.00 - bahiah@gmail.com +60-167854678 17 Jul 2020
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Step 3: Click ‘Unarchive’ button.

UNIDECOR ENTERPRISE
EPF Number: 801610552

N kwsp

Wy evr

Personal Employment Salary Contributions
Details Details Details Details
Payrol|
& Personal Details for RASYID KASIM
Yearly Forms
Full Name
Transactions RASYID KASIM
Settings
& staff 1D @
B0O2
Reason * End Date
Resigned 08/08/2020

UNIDECOR ENTERPRISE
EPF Number: 801610552

@ Rejoin Employee

Contributions
Details

Personal
Details

Employment
Details

Salary
Details

Yearly Forms

[z} Personal Details for RASYID KASIM

Transactions

Settings Full Name

RASYID KASIM

staff ID @

Staff ID

UNIDECOR ENTERPRISE
EPF Number: 801610552

Contributions
Details

Personal
Details

Salary
Details

Employment
Details

Payrol|
[E Personal Details for RASYID KASIM

Full Name *

Yearly Forms
RASYID KASIM

Transactions
statt 1D @+

Settings

Staff ID

Nationality * Residential Status @

Malaysian v
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et

EN | BM Exit ePayroll
Family Previous Employment
Details Details (TP3)
~
Employee is reemployed?
UNARCHIVE &
Additional Remarks
Resigned on 08/08/2020
EN | BM Exit ePayroll

Family
Details

Previous Employment
Details (TP3)

SavE [

~
( UPLOAD PROFILE PICTURE Q )
EN BM Exit ePayroll
Family Previous Employment
Details Details (TP3) SAVER=|
~

( UPLOAD PROFILE PICTURE E >

Identification Document Type *

New IC -

X

X

X



Payroll

Yearly Forms

Transactions

Settings

Payrol|

Yearly Forms

Transactions

Settings
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UNIDECOR ENTERPRISE
EPF Number: 801610552

EN

BM Exit ePayroll

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)
E2 Salary Details for RASYID KASIM ~
Basic Salary @
Salary Type * Monthly Salary *
@ Kindly comply with the Minimum
Monthly Daily Hourly RM Monthly Salary Menthly Wages Order 2020. Please click FAQ
for more information
FAQ
Compensations @
UNIDECOR ENTERPRISE
= EN BM Exit ePayroll
EPF Number: 8016105652
Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)
Employment Start Date
Employment Start Date B
Length of Service @
Experience Years Experience Months

E2 Salary Details for RASYID KASIM

x

x
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Step 5: Click ‘Save’.

e-Payroll User Guide

[L1] UNIDECOR ENTERPRISE
iFgdly kwsp = EN | BM Exit ePayroll X

=
\mj EPF EPF Number: 801610552

(*) Rejoin Employee

Personal Employment Salary Contributions Family Previous Employment SAVE @
Details Details Details Details Details Details (TP3)

Payroll

Yearly Forms

2 Personal Details for RASYID KASIM ~
Transactions
Settings Full Name
RASYID KASIM ( UPLOAD PROFILE PICTURE [} )
statt 1D @+
21213231

Step 6: Employee is now back into ‘Active’ Employee Listing.

UNIDECOR ENTERPRISE
= EN | BM Exit ePayroll X

EPF Number: 801610552

Employees (4) Search by Name/Employee 1D °

Payroll
Filter by Department v @ Active & Archived =8 Card
Yearly Forms
Name a Gross Salary  Department Email Mobile Phone Num  g4atus o
Transactions
Settings RASYID KASIM
21213231 RM 7.000.00 - - - Incomplete
-
= THIEN OON THIN /BV@HOTMAIL.CO
@ 0005 RM 3,300.00 - BVEVEVEHOTMAILCO 5012345673 Incomplate
_A, Ain Farah Binti Akhmal e e . ~
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2.4.7 Import Employees in Bulk

Import all your employees in bulk to save time.

Step 1: Click ‘Add Multiple Employees’ button.

CRE VIl TELEVISION SDN BHD
= EN | BM Exit ePayroll X
EPF Number: 015747536

Emp'oyees (6/6) Search by Name,/Employee 1D ° ADD EMPLOYEE +

Payrall

ADD MULTIPLE EMPLOYEES +

Yearly Forms

Filter by Department v @ Active & Archived i= List aa Card

Transactions

Settings _
Name & Gross Salary  Department Email :'e':""“ GEEDME g o

DEVI SIVA . )
PJOOT RM 6,280.00 at’i‘c“fés edia/Communic 0 i @ctv.com.my +60-158079000  Complete
Video Editor
n GAN SOOK CHAN s/ Medin/ 6 .
T ei02 RM 8,800.00 ATts/Media/Communic 0 o an@otv.com.my 460178090776 Complete -

Step 2: System popup input page.

Step 3: Click ‘HERE’ hyperlink to download file template.

Add Multiple Employees

Please click Back to update employee information.

Click HERE Jto download the template
Sele [ethat contains bulk employees *

N file chosen

BACK X
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Step 4: Open the Excel file template downloaded.

Add Multiple Employees

Please click Back to update employee information.

Click HERE to download the template

Select file that contains bulk employees *

Choose File | No file chosen

& ImportEmployeeTem...xlsx
Open file

Step 5: Hover to sheet named ‘Guide (Read Me)’ to understand more before beginning the import.

A B [ e |5 | e | F |6 | W [N s |

Show all

R

x

[v]

Step-By-Step Guide

Step1:  Enter employee's information.

Step2:  Make sure all mandatory fields are entered correctly.

Step 3:  Once all information are entered completely, go to 'File’ > 'Save As'.
Step4:  Save as'CSV (Comma Delimited)'.

Step5:  Upload file in e-Payroll.

eI S E R RIS
D

o

|3 13]5%]

P
|S

/

|

Import Employees Template Sample | Guide (Read Me) O] HEE|
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A
Full Name

B
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Step 6: Hover to sheet named ‘Import Employee Template’ and enter all information in the template
by following the instructions given. (Note: Employee whose details are invalid/incomplete will be

rejected and not be imported.)

C

D
Country of Origin

E
Residential Status

3
ID Type

G
1D Number

H
Date of Birth

I
Marital Status

J Py

Disability

staff ID Nationality
|

1
2
3
4 P 1
5
6
7
8

Enter Staff ID
Staff ID should be
unique, not
duplicated, and
without special
characters.

)

3

Import Employees Template

Sample

Guide (Read Me) [©

Step 7: You may refer to the sheet named ‘Sample’ for an example.

A
1 |Full Name

B
staff ID

C
Naticnality

D
Country of Origin

E
Residential Status

3
ID Type

G
1D Number

H
Date of Birth

|
Marital Status

Disab|

2 |Wong Poh Lim

OHO01

Malaysian

MALAYSIA

Yes

New IC

951209172891

199111711

Single

No

3 |Mohammad Alif

0OHo02

Malaysian

MALAYSIA

Yes

QidIc

233453521

1990/08/18

Single

No

4 |Georgia Smith

UK003

Non-Malaysian

IRELAND

No

Passport

AS279018

1980/06/01

Married and Spouse is working

5 |Mughilan Jegathesan

OHo04

Permanent Resident

INDIA

Yes

Passport

AE9200182

1982/12/11

Married and Spouse is not working  [No

‘-l

Import Employees Template
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Step 8: Click File > ‘Save As’.

ImportEmployecTemplateV.1 (6)xlsx
Good evening

~ New

a o
E Take a tour Drop-down list
s
Blank workbook Welcome to Excel Drop-down tutorial
Recent  Pinned

Print
Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.

s
ShaE Recover unsaved workbooks
Export
Publish

Close

Account

Feedback

Options

- Excel Julian Wai Cheong Chun

Getstarted with Get 10 know
Formulas Power Query
Formula tutorial Power Query tutorial

Step 9: Click “CSV UTF-9 (Comma delimited) (*.csv) and click ‘Save’.

CSV UTF-8 (Comma delimi
e ANIL Uata | nlj
Single File Web Page (*
B 20210417 CAE Web Page *.
) ccel Template
I New folder Enabled Templat
I PRD Checklist Sl
Text (Tab delimited)
l Sprint & i e Hxet)
XML Spreadsheet 200
x " Microsoft Excel Micra Excel 5.0

Organise =

(Space delimit
h) )

) (*.prn}

o2 Network : 5-DOS) (".csv)

Jata Interchange Format) (*.dif)

File name:

Save as type:

Strict Open XML Spreadshe
OpenDocument Spreadshe

» Hide Folders
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Step 10: Click ‘Choose File’.

ﬂg[i KWSP SEASON FLORAL ARTS CENTRE

= EN | BM Exit ePayroll X
& epr EPF Number: 015593350 | y
Employ == e

Add Multiple Employees X

Payrol|
Please click Back to update employee infermation.
ADD MULTIPLE EMPLOYEES +

Click HERE to download the template

Yearly Forms L Select file that contains bulk employees *
Filter Bf " & Archived 5= Ust B8 card
. Choose File | Bo file chosen
Transactions (E=00=eli el
€8V File s required

Settings
{ BACK X
T ———

Start adding your employee(s) record.

Import from existing EPF contribution record (only available once during initial setup)

Step 11: Select the saved .csv file and click ‘Open’.
Open
< v A l Downloads » MNew folder (2)

Organise = Mew folder

I Desktop -

A

E Documents o

B Pictures - x
B 20210417 CAB Fe

B Newfolder IrmpartErmple
. PRD Checklist Ternplatel1.1.

. Sprint &
B Creative Cloud Fil
OneDrive - Cyber
B This PC

é\ Metwork

File name:
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Step 12: Click ‘Import’

Add Multiple Employees

Please click Back to update employee information.

Click HERE to download the template

Select file that contains bulk employees *

( Choose File | ImportEmployeeTemplateVl.1.csv

BACK X

Step 13: You will be informed of the Success & Failed count after importing. (Reminder to ensure all
information are accurate before importing, else the employee will be rejected when importing.)

Add Multiple Employees

Please click Back to update employee information.

Click HERE to download the template

Select file that contains bulk employees *

Choose File | ImportEmployeeTemplateVl.1.csv

| Total Success: 6 Total Fail: 0 |
BACK X
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Step 14: Click ‘Back’.

Add Multiple Employees

Please click Back to update employee information.

Click HERE to download the template

Select file that contains bulk employees *

Choose File | ImportEmployeeTemplateV1.1.csv

100

Total Success: 6 Total Fail: 0

Step 15: You are able to view all your imported employees.

SEASON FLORAL ARTS CENTRE
EPF Number: 015593350

I

Filter by Department ~

Payroll

Name o Gross Salary Department

Yearly Forms

ALVIN THAM WENG SAN

Transactions Swoor RM 8,000.00 -
Settings
DIANA YONG PEI LING 500000
swoo2 RM £.000.00° -
SANDRA LEE SIEW LAN
RM 2,400.00 -

SWO005
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Email
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& Archived

8 List
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Incomplete
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Step 16: Click onto employee name hyperlink to view/edit their information.

M kwsp _ SEASON FLORAL ARTS CENTRE

=
W err EPF Number: 015593350

Filter by Department v @ Active

Payrol|

Name o Gross Salary Department Email

Yearly Forms

THAM WENG SAN

Transactions ! RM 8,000.00 -
Settings
DIANA YONG PEI LING 500000
Swo02 M o0
SANDRA LEE SIEW LAN 10000
Swoos RM 4,400.00 -

(Disclaimer: This User Guide is subject to change from time to time)
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