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1. GETTING STARTED 

1.1 To Login 

User can go to thinkHR home page to login to the system.  Following is the home page for this 
system.  

 
Step 1: Enter username and password. 
Step 2: Click on “Login” button to proceed.   
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1.2 t-Payroll 

Payroll module is the module to perform all the payroll process, payroll transaction, payroll task 
and etc. Payroll enables capturing payroll information, particularly monthly pay, e.g. allowances, 
deductions, overtime rate and salary updates and much more.   
 

 
Step 1: Click on the t-Payroll Module and the Payroll main page will be displayed. 
 
2.0 Payroll Tasks 
 
This module enables to do payroll batch entry and process employees’ payroll process from 
beginning to closing.   

2.1 Transaction Update 

This module enables employee salary setup to be updated in a batch and also by individual.   

2.1.1 Salary Update 

This module enables individual employee salary details to be updated.  This includes current 
salary update, previous salary and an overview of the salary information. 
 
To View or Update One Employee Salary 
 
Step 1: Select Payroll Cycle 
Step 2: Select Cutoff 
Step 3: Select the Pay Sequence 
Step 4: Click on “Search” button and the following screen will be displayed. 
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Step 5: Click on the employee no link to view or update specific employee salary information. 

 
Step 6: Update the data 
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Step 7: Click on “Re-Calculate” button to recalculate the changes. 
 Click on “Save” button to save the data. 
 Click on “Cancel” to cancel. 
To View or Update One Employee Bonus 
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Step 8: Update the data 
Step 9: Click on “Re-Calculate” button to recalculate the changes. 
 Click on “Save” button to save the data. 
 Click on “Cancel” to cancel. 
 
To View or Employee Previous Month Salary 
Step 1: Click on the Previous Salary tab. 
 
To View Employee’s Information 
Step 1: Click on the Information tab. 

2.2 Payroll Processes 

The Payroll Processes is to process employees’ payroll.   
 
To Process Payroll 

 
 
Step 1: Select the Payment Frequency (Once Per Week, Twice Per Month, Once Per Month) 
Step 2: Select the Payroll Cycle 
Step 3: Select the cutoff 
Step 4: Click on “Process Period Now” to process payroll and the following screen will be 
displayed to show how many employees was processed. 
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2.3 Bonus Run 

This module enables employees’ bonus to be processed.  It defines the bonus rates and how this 
extra payment can be made to the monthly salary of the employees. 
 
To Process Bonus Run (Manual) 
 

 
 
Step 1: Select Bonus Code, then chooses the bonus method, in this case Manual. 
Step 2: Key in the Bonus Rate for Monthly Rated Employees or the Bonus Rate for Daily Rated 
Employees 
Step 3: Key in Pay Sequence 
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Step 4: Click on “Continue” button and the following screen will be displayed. 

 
Step 5: Click on “Process Bonus Now” and the following screen will be displayed. 
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To Process Bonus Run (Base on Month) 
 

 
Step 1: Select Bonus Code, then chooses the bonus method, in this case Base on Month. 
Step 2: Select the payroll Month and Year as the reference for the bonus, then key in the Bonus 

Rate for Monthly Rated Employees or the Bonus Rate for Daily Rated Employees 
Step 3: Key in Pay Sequence 
Step 4: Click on “Continue” button and the following screen will be displayed. 

 
Step 5: Select the Prorated Bonus method. The following shows the methods available. 
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Step 6: Select the Basic Salary Based on method. The following shows the methods available. 

 
 
Step 7: Click on “Continue” button and the following screen will be displayed. 
 

 
Step 8: Click on “Process Bonus Now” button and the following screen will be displayed. 
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Step 8: Click on �� Save�
  button to save the records and the following screen will be displayed 
to show how many employees was processed. 
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2.4 HRDF Run 

HRDF Run is the process to process HRDF need to contribute by employer for employee training 
fees.  The contribution percentage is set in the company general screen.  The HRDF result can 
only view on HRDF report.   
 
To Process HRDF 

 
Step 1: Click on “Process” button and the following screen will be displayed. 
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2.5 Auto Bank 

Auto Bank facility is used after all the salary payments have been set and company pay 
employees’ salary by direct bank into the bank.   
To Process Auto Bank 

 
Step 1: Select Bank, Company Bank, Payroll Cutoff Period, Payment Frequency, Payment 

Period, Date, Payroll Cycle and Pay Sequence. 
Step 2: Click on “Generate” button and the following screen will be displayed. 
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Step 3: Click on “Open” button to view the file directly. 
 Click on “Save” button to save the file. 
 Click on “Cancel” button to cancel and close the pop-up window.  
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2.6 Closing 
Closing is the process to close current payroll period and to beginning the next month payroll 
period.       
 
To Process Closing 

 
 
Step1: Click on “Process Closing Now” button. 
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3.0 Payroll Utilities 

Payroll Utilities module comprises a few payroll facility which makes payroll task much more 
convenient.  The below screen showed the payroll facility under the payroll utilities menu. 
 

 
 
3.1 Employee YTD Update 
The Employee YTD Update enables to update each individual’s Year – To – Date payroll record.  
To Update Employee’s Payroll 
Step 1: Key-in the Year and click on “Search” button and the following screen will be displayed. 
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Step 2: Click on the employee no link and the following screen will be displayed. 

 
 
Step 3: To make changes, just select the text box and the following screen will be displayed.  
 NOTE: Those showing 0.00, no amendment can be made, as there wasn’t any record. 
Step 4: Click on “Update” button to save changes made and the following screen will be 

displayed. 
 Click on “Cancel” button to cancel the update. 
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4.0 Payroll Reports 

Payroll Reports is the module to generate all kind of Payroll reports.   

4.1 Month-To-Date Reports  

Month-To-Date Reports has the payroll monthly reports that very often used by user.  The below 
screen showed the reports that can be generate under the Month-To-Date Reports menu. 
 

 
 
To Generate Payroll Detail report 
Step 1: Click on the Payroll Detail report and the following screen will be displayed.   
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Step 2: Select the Payroll Month and Payroll Year. 
Step 3: Select the Payroll Cycle. 
Step 4: Key in Pay Sequence. 
Step 5: Click on “Generate Report” button to generate report.  
 
**NOTE: The process of generating report under Month To Date are similar, therefore, only 

process of generating Payroll Detail Report will be discussed. 

 

 

 

 

To Show Detail: Check this box if want to 
show the Allowances, Deductions, 
Overtimes, Leave and Bonus on the 
reports.  
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4.2 Analysis Reports 

Analysis Reports has the payroll monthly reports that not often used by user.  The below screen 
showed the reports that can be generate under the Analysis Reports menu. 
 

 
 
EPF/SOCSO/PCB/VOL EPF Report: 
Step 1: Click on the EPF/SOCSO/PCB/VOL EPF Report and the following screen will be 
displayed. 
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Step 2: Select the Payroll Month and Payroll Year. 
Step 3: Select the Payroll Cycle. 
Step 4: Key in Pay Sequence. 
Step 5: Click on “Generate Report” button to generate report.  
 
**NOTE: The process of generating report under Analysis Reports is similar; therefore, only 

process of generating EPF/SOCSO/PCB/VOL EPF Report will be discussed. 

4.3 Year-To-Date Reports 

Yearly-To-Date Reports has the payroll yearly reports.  The below screen showed the reports that 
can be generate under the Year-To-Date Reports menu. 
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YTD Payroll Detail Reports: 
Step 1: Click on the EPF/SOCSO/PCB/VOL EPF Report and the following screen will be 
displayed. 
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Step 2: Select the Start Month, End Month, Start Year, End Year. 
Step 3: Select the Payroll Cycle. 
Step 4: Key in Pay Sequence. 
Step 5: Click on “Generate Report” button to generate report. 
 
**NOTE: The process of generating report under Year To Date Reports is similar; therefore, only 
process of generating Year To Date Payroll Detail Report will be discussed. 
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4.4 Common Government Reports 

Government Reports has the reports that can generate the government form from system and 
can be use to submit to government.  Government reports are group to 4 main groups, EPF 
Reports, SOCSO Reports, Income Tax Reports and Others Reports.  The below screens showed 
the reports that can be generate under the Government Reports menu. 
 

 
 
 4.5 Other Govt Reports 
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5.0 HOW TO LOGOUT 

5.1 Auto Logout 

If the screen is left idle for 30 minutes onwards, the session would expire and user would need to 
re-login again.  

5.2 To Logout 

  
 
Step 1: Click on the “Logout” from the top left corner of each page. The following home page 
screen will appear. 
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6.0 SUPPORT INFORMATION 
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