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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. 

 

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. 
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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. 

 

 

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. 
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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.) 
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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. 

 

Step 2: Enter employee name. 

Step 3: e-Payroll displays relevant results. 
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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. 

 

Step 2: Enter employee’s staff ID 

Step 3: e-Payroll displays relevant results. 
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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. 

 

 

 

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

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

 

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. 
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Step 4: Enter ‘Identification Document’ Number. 

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

 

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. 
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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. 

 

 

 

  



      e-Payroll User Guide 

Page 11 of 82 
 

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). 

 

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) 
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Step 3: Select Nationality. 

 

Step 4: Select Country of Origin (if nationality selected is Non-Malaysian or Permanent Resident).  

 

 

  



      e-Payroll User Guide 

Page 13 of 82 
 

Step 5: Select Residential Status.  

 

Step 6: Select Identification Document Type. 
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Step 7: Enter Identification Document Number. 

 

Step 8: Enter Date of Birth.  
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Step 9: Select Gender. (Optional) 

 

Step 10: Select Religion. (Optional) 
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Step 11: Select Ethnicity. (Optional) 

 

Step 12: Select Marital Status. 
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Step 13: Select Disability. 

 

Step 14: Enter Mobile Phone Number. (Optional) 
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Step 15: Enter Email Address. (Optional) 

 

Step 16: Enter Preferred Communication Channel. (Optional) 
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Step 17: Enter Permanent Address. (Optional) 

 

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. 
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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. 

 

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) 
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2.4.2.2 Employment Details 

 

Step 1: Click ‘Employment Details’ tab. 

 

Step 2: Select Job Title. (Optional) 
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Step 3: Enter Job Title. (Optional) 

 

Step 4: Select Department. (Optional) 
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Step 5: Select Highest Education Level. (Optional) 

 

Step 6: Select Specialization. (Optional) 
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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) 

 

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. 
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2.4.2.3 Salary Details 

 

Step 1: Click ‘Salary Details’ tab. 

 

Step 2: Select Salary Type  

Step 3: Enter salary amount. 
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Add Compensations 

 

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

 

Step 2: e-Payroll displays input page.   
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Step 3: Select Compensation Category. Compensation Type associated with selected Compensation 

Category will be displayed after selecting Compensation Category. 

 

Step 4: Select Compensation Type. 
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Step 5: Enter Amount. 

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

 

Step 7: e-Payroll adds compensation onto employee. 
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Step 8: Click ‘Edit’ icon to edit added compensation. 

 
 

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

customized payroll item/compensation in Payroll Settings. 
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Deleting Added Compensation   

 

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

 

 

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. 
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Salary Payment Method 

 

Step 1: Select Payment Method. (Optional) 

 

Step 2: Select/Enter Bank Name, Employee Bank Account Name & Employee Bank 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. 

 

2.4.2.4 Contribution Details 

 

Step 1: Click ‘Contribution Details’ tab. 
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Setting Up EPF Contribution 

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

 

Step 2: Enter employee’s EPF Account Number. (Optional) 
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Step 3: Add Voluntary Excess (if applicable). Leave blank if not applicable. 

 

 

 

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

 

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

 

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

 

 

Setting up EIS Contribution 

 

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

 

 

  



      e-Payroll User Guide 

Page 38 of 82 
 

Step 2: Enter New IC Number. Only New IC Number is accepted for EIS contribution, please make 

sure input is correctly entered. 

 

 

 

Note:  Switch toggle to ‘Opt Out’ if employee is not contributing to EIS. 
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Setting up IRBM Contribution 

 

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

 

Step 2: Enter File Type. 

Step 3: Enter employee Income Tax Number.  
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Step 4: Enter Inland Revenue Board Malaysia (IRBM) Branch. (Optional) 

 

Step 5: Determine if employee’s Income Tax is borne by employer. Select ‘No’ if not applicable. 
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Note:  Switch toggle to ‘Opt Out’ if employee is not paying any Income Tax. 

 

 

Add Deductions 

 

Step 1: Tick checkbox if employee is paying Zakat/Tabung Haji/PTPTN. 
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Step 2: Enter related input fields. 

 

Adding Other Deductions 

 

Step 1: Click ‘Add Other Deduction’ button. 
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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) 

 

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

              in Step 3. 
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Step 5: Enter Amount. 

 

Step 6: Enter Remarks (Optional). 

 

 

  



      e-Payroll User Guide 

Page 45 of 82 
 

Step 7: Click ‘Add’. 

 

Step 8: Deduction is added successfully onto employee. 

 

 

  



      e-Payroll User Guide 

Page 46 of 82 
 

Step 9: Click Edit to edit deduction.  
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Deleting Added Deductions 

 

Step 1: Click ‘Delete’ to delete deduction. 

 

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. 
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2.4.2.5 Family Details 

 

Step 1: Click “Family Details’ tab. 

 

 

Adding a Spouse 

 

Step 1: Click ‘Add Family’ button. 
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Step 2: Enter Nationality, Name, Identification Document Type & Identification Document Number. 

 

Step 3: Select ‘Spouse’ at Relationship. 

Step 4: Enter/Select Date of Birth, Spouse’s Disability & Spouse’s Employment Status. 
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Step 5: Click ‘Add’. 

 

 

Step 6: Click ‘Edit’ icon to edit family member. 
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Adding a Children 

 

Step 1: Click ‘Add Family’ button. 

 

Step 2: Enter Nationality, Name, Identification Document Type & Identification Document Number. 
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Step 3: Select ‘Children’ at Relationship. 

Step 4: Enter Date of Birth. 

 

Step 5: Select ‘Child Status’ & Children PCB Deduction Percentage. 
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Step 6: Click ‘Add’. 

 

 

Step 7: Click ‘Edit’ icon to edit family member. 
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Deleting Added Family Member 

 

Step 1: Click ‘Delete’ icon 

 

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. 
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2.4.2.6 Previous Employment Details (TP3) 

 

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

 

Adding TP3 Items 

 

Step 1: Click ‘Add TP3 Items’ button. 
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Step 2: e-Payroll displays input page. 

 

Step 3: Select items from Primary Category. 
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Step 4: Enter Amount. 

 

Step 5: Click ‘Add’. 
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Step 6: Click ‘Edit’ icon to edit added TP3 item. 

 

Deleting added TP3 Item 

 

Step 1: Click ‘Delete’ icon 
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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. 
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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. 

 

 

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

 

Step 1: Click ‘Save’ button. 

 

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

 

 

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. 

 

Step 2: Click employee name hyperlink. 
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Step 3: e-Payroll redirects to particular employee details. 

 

 

Step 4: Update information. 

Step 5: Click ‘Save’. 
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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. 

 

Step 2: Click employee name hyperlink. 
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Step 3: e-Payroll redirects to employee details. 

Step 4: Click ‘Archive’ button. 

 

Step 5: e-Payroll displays input page. 
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Step 6: Select Reason. 

 

Step 7: Enter Last Day of Work. 
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Step 8: Enter Additional Remarks. (Optional) 

 

Step 9: Click ‘Archive’ button. 
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Step 10: Employer should notice that archived employee is not in ‘Active’ Employee Listing anymore. 

 
 

Viewing archived employee details 

 

Step 1: Click ‘Archived’ icon. 
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Step 2: Click archived employee’s name hyperlink. 
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Step 3: e-Payroll redirects to archived employee details. 

 

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

 

Step 2: Click archived employee’s name hyperlink. 
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Step 3: Click ‘Unarchive’ button. 

 

Step 4: Update required information. (Staff ID, Employment Start Date & Salary amount) 
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Step 5: Click ‘Save’. 

 

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

 

Step 2: System popup input page. 

Step 3: Click ‘HERE’ hyperlink to download file template. 
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Step 4: Open the Excel file template downloaded. 

 

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

 
 

Step 7: You may refer to the sheet named ‘Sample’ for an example. 
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Step 8: Click File > ‘Save As’. 

 

Step 9: Click “CSV UTF-9 (Comma delimited) (*.csv) and click ‘Save’. 
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Step 10: Click ‘Choose File’. 

 

Step 11: Select the saved .csv file and click ‘Open’. 
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Step 12: Click ‘Import’ 

 

 

 

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.) 
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Step 14: Click ‘Back’. 

 

Step 15: You are able to view all your imported employees. 
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Step 16: Click onto employee name hyperlink to view/edit their information.  

 

 

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


