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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.

think iR

ThinkPayroll

1
1+-Claim

>

DN o EvaDex powered by Techmode Berhad

This is the new concept everyone
has been looking for in web-based
human resource. - Leena

This could turn out to be one of
the best human resource
management system onlfine - b thinkHR - Hu

i an Capital Management| A5 a b
Alexi -

Salutions product and modu embrace the 1 souree
we rc open source

This entire concept is outstanding. read more» read more»
- Micheal Saw

This concept is simply brilliant! -
Weng Soon

This entire concept is brilliant. -
Jeff Tan

REVOLUTIONARY. - Frannie Loo
Brilliant! - Paul

Site Map | Privacy & Security | Contact Us
Copyright 2008 EveDex Solutions Sdn Bhd hts Reserved,

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

“Your Open Source Professionals”
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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.

W e
e 2 2 2 k™ 3 £ a 3 g

Seourity +HR Payroll +TMS tTraining  tClaimMedical tleave tAppraisal  tCompetency +ESS tCarespondence
P = Soacksiitn
> = Basic Salary T56,724.70 T96,724.70
= - Company
| Chanae Company _|Emtis e
Change Fassword = TR 77.800.00 7780000
A e Ul | Overtime .00 0.00
Gross Pay E78.524.70 B78,524.70
Transaction Update 3 )
Deduction T7,700.00 T7.700.00
Payroll Processes. s 5% 5
Bonus Run Bonus EPF 26100 B2534.00
Hecktay EPF 014400 90,144.00
AR S0Cs0 e =
Increment Process Bonus Tax (PCB) 10,952.00 085300
HRODF Run Income Tax (PCB} T 37047.00
Auto Bank Bonus Nett Pay 705,309.00 705,305.00
Acc System Export Nett Pay B70,941.00 £70,941.00
Closing
e
Bonus EPF (R) 96,702:00 96,702.00
Payrell Reports IR 92,343.00 %3080
s0cso 242440 Z.434.40
HRDF .00 0.00

Copyright 2005 EuoDex Sdn Bhd. All Rights Reserved  Designated trademarks and biands die the property of their respective owners
The use of this website constitutes scosptance of the EvoDex Sdn Bhd. User Agreement end Privecy Policy.

tep 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.

“Your Open Source Professionals”
User Guide 3 Private & Confidential
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ThinkHR
“‘R Period : January 2008 - admin1
3 a y 3 £l 3 =]
Seourity +HR tPayrall +Training  +ClaimMedical tLeave tAppraisal tCompetency +ESS t Correspondence

Satary Updiate

*Indicates mandstory fisids.

Change Company
Search Key l:l Search Field All Search With Contain
Leonen ]
Payroll Task:
Salary Update

Transaction Update 3

Payroll Processes Payroll Cycle

Bonus Run
Back Pay ~Cutoff (1
Pay In Advance
Increment Process
ERFHELY ‘Bonus Pay Sequence D
Auto Bank
Acc System Export Search
Closing

Payroll Utilities

‘Payroll Reports Employee Name Payment Rate [1oin Date ___[Confirm Date Incremant Date |Resign Date |

‘Pay Sequence |ﬂ ‘

0008 Chew Poh Cheng Monthly 02/07/2007 02/09/2007
0008 Tan Bee Bee Monthly 01/02/2005  01/03/2008
oo10 Ahmad Faizal Manthly 02/01/2007 02/07/2007 20/01/2008
0011 - Siti Alianna Monthly 02/01/2008
0012 Chan Foh Chu Monthly 12/12/2007 12/01/2008
0013 Al Shah Hourly o1/01/2007
0014 Mor Fazilah Abduliah Manthly 01/03/2000
i} Steven Ramanny Menthly o1/03/2007
0018 Hamdan Menthly 1z/08/2007
8017 Sherieen Menthly 18/04/2006
Viewing 1 - 10 of 196 <c<c < 123456789 > > 3|

Copyright 2005 EvoDex Sin Bhd, All Rights Reserved. Designated trademarnks and brands ar= the property of thalr respedtive owners:

Tha use of this website constitutes scoeptance of the EvoDex Sdn Bhd. User Apreement and Privacy Policy.

Step 5: Click on the employee no link to view or update specific employee salary information.
um TPe(hli:‘::':l.JRanuary 2008 - admin1

3 2 | 3 £ ) 3 g )

Security tHR +Fayrall +THS +Training  t.Claim/Madical tleave tAppraisal  tCompetency +ESS tComespondence

Salary Updte

c Com #Indicates mandstory fizkds.

Change P: d M N 21 4
r Salary Update ] Bonus Previous Salary Information
Payroll Tasks
EmpNo000S  |empnamelTan Boe Bee Montn] Jaru=ry  Payroll Cycie] 1T
3

Transaction Update

Payroll Processes Salary Update

Bonus Run Basic |6019.40 [ show PCB Contribution [ Unlock Statutory

Back Pay
Increment Process L]
HROF Run A allow:ir:‘:phone | || 100.0” 10” 1UU'D| Wages Employee Empl
Auto Bank D HSE [ Housing Loan | Il 1000 10]| 100.0] gy [ s30000] | 593.00 [ |
Acc System Export
Closing [TypelCodelDescription _[Effective Date [Rate ___Junit _______JAmount_____[EEAN. | p219.40] | 1475 |:

D -
AT e [oomns || sood]| WL e [ ]
D HSE [ Housing Loan ||03/01/2008 || 100.0]| 1.0/| 100.0] oL

0GR [ cartosn [03/01/2008 || 3000 | il woo] e L 610000 | 00| []

[Pease select v | [Pease sekct v | 'Add - Delete

EPF [] VOLEPF [¥] SOCSO [¥] PCB

Nett Pay |4985.70 Gross Pay (651940 Re-Calculate Save Cancel

Copyright 2005 EvaDex Sdn Bhd. All Rights Reserved. Designated hademarks and brands are the property of their respedive awners.

The use of this website constitutes acceptance of the EvoDex Sdn Bhd. User Agreement and Privacy Policy.

Step 6: Update the data

“Your Open Source Professionals”
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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

I ) ThinkHR T
“ Period : January 2008 - admin1

=, % 3 % .
) a ) al B 4 e gl 3 g N
Seourity t+-HR t-Fayrall + TS tTraining  t-Claim/Madical tLeave t-Appraizal t-Competenoy +ESS t-Corespondence
Salary Update
5 = s
P Indicates mandatory fizks.
Change Password b [ o r h T4 b |
_ f salary Update [ | f— Salary | Information
Payroll Tasks
EmpNo000S  lempnamd TanBee Bee ontn]Jaruzr,  Payrol
Transaction le 3
o G Cycl WMTH
Payroll Processes
Bonus Run
Back Pay
Pay In Advance

Increment Process
r:qmmm Basic |6000.00 [] show PCB Contribution [] Unlock Statutory

Auto Bank Bonus Employee Employer
Acc System Export

Bonus

o [Type |Code |Description |Effective Date |Rate |unit |Amount I3 [ eooooo] | 66000 | 720.00|
[Pesse e ] ) OGS pes [ _seese] [ _wews] [ 0w
VOLEPF | 000 | noo| | 0.00]

NettPay [#428.00 Gross pay 600000

Copyright 2005 Evolex Sdn Bhd. All Rights Resesved Designated trademads and bsands gre the propesty of their respecdtive owners.

The use of this website constitutes acoeptance of the EvoDex Sdn Bhd. User Agreement and Privacy Policy.

“Your Open Source Professionals”
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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

-I l ThinkHR
“ Period : Janusry 2008 - admini

L) a 3 2 i LY £ 3 3 g

Security +HR tPayrall £TMS tTraining  tClaimMedical  tLeave tAppraizal  tCompetensy +ESS tConespondence
Payroll Procsssing

s e
Payroll processing for the month of January.

T |
*Payment Frequency | Once Per Month
Transaction Update 3
¢ Per Month
Payroll Proceszes. ;
Monthly Time Attendance
Bonus Run “Payroll Cycle |Prorate Basic
Back Pay
Pay In Advance
Increment Process
HRDF Run oA @
Auto Bank ‘Pay Sequence l”
Acc System Export ~
Closing Payroll Control [] epr [¥] volerF [7] s0c50 [ Income Tax
Process peroanow  Acancea search

Copyright 2005 EvoDex Sdn Bhd. All Rights Reserved. Designated tademans and brands are the propesty of their respective owners.

The use of this website' constitutes scoeptance of the Evolex Sdn Bhd. User Agreement and Privacy Policy.

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.

“Your Open Source Professionals”
User Guide 6 Private & Confidential



think iRt

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)

m ThinkHR

“ Period : Janusry 2008 - admini

L) a 3 2 i LY £ | 3 g

Security +HR +Payroll LTHS tTraining  ClaimMedical tLeave tAppraizal  tCompetensy +ESS tConespondence

Bonus Run
(o e el |nicates mandstory fisits
Bonus run for the month of January.
Payroll Tasks
L

Transaction Update [3

Payrdn Processes & st
Aee R (O Base on Month
Back Pay Bonus Processing Options =Month
Pay In Advance Sear t
Increment Process
b «Monthly Rate
Auto Bank -Pay Sequence |1
Ace System Export [[] include Resigned Employees
Closing

Mock Bonus Runi Changes are Mot Saved into SALARY ENTRY

Copyright 2005 EvoDex Stn Bhid, All Rights Reserved. Designated trademaris and brands si= the property of thair respective cwners:

The use of this website constitutes acceptance of the EvoDex Sdn Bhd. User Agreement and Privacy Polioy.

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

“Your Open Source Professionals”
User Guide 7 Private & Confidential



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.

“Your Open Source Professionals”
User Guide 8 Private & Confidential



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.

“Your Open Source Professionals”
User Guide 9 Private & Confidential



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.

“Your Open Source Professionals”
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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.

“Your Open Source Professionals”
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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.

“Your Open Source Professionals”
User Guide 12 Private & Confidential



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.

“Your Open Source Professionals”
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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.

“Your Open Source Professionals”
User Guide 14 Private & Confidential



2.6 Closing

Closing is the process to close current payroll period and to beginning the next month payroll

period.

To Process Closing

Stepl: Click on “Process Closing Now” button.

User Guide

“Your Open Source Professionals”
15
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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.

“Your Open Source Professionals”
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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.

“Your Open Source Professionals”
User Guide 17 Private & Confidential




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.

“Your Open Source Professionals”
User Guide 18 Private & Confidential



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

rts.

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.

“Your Open Source Professionals”
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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.

“Your Open Source Professionals”
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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.

“Your Open Source Professionals”
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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.

“Your Open Source Professionals”
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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.

“Your Open Source Professionals”
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44 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

“Your Open Source Professionals”
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5.0 HOW TO LOGOUT

51 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.

“Your Open Source Professionals”
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6.0 SUPPORT INFORMATION
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