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1. Introduction: PayEasy payroll and HRM system

1.01 Help system

Help Index:
e To access a help topic, choose Help > Index > F1, and select the topic from the Topics list on the
left.
e Todisplay a See also topic, click on the blue underlined text along the top of the PayEasy+HR
Help window.
PayEasy Help. File Size: Data 8MB, App 227TMB
Select rom 221 topics: Sesalsn Learning PayEasy+HR
| y ] 2o ®
| [Activiies for D aly Processin P 0
x-‘«dld aln employeg & Topic  [Introduction to PayEasy+HR | PayEasy II:la
Adjust Leave
Adjust loan
Adivst records Help Index
Adjustrrients far the makith . o
Advertize Jobs » Select a help topic from the Topics list in the left panel. S fﬂ‘.;:i’;ﬂ___”“"““u
x}}!acate hifts » Todisplay a See also topic, click on the blue text along the top of this window. HERTS

Context sensitive help:
¢ Most data fields have balloon help — place the mouse pointer on the field for it to appear:

¢ In any form, press function key F1 for context sensitive help. el sl
e Click on the LYJ button for specific help. Lisar name =)
Fazcveard | Py
Learn about PayEasy+HR: Enter your password,
e Open the training file TrainingPE.mde to see what data to enter, —“J'“'”““"ﬁc::“.“‘E":"“'"
and what the reports look like. T

Assistance:

e If you experience problems with this software, send the developer an email: select the option Help
> Email Error report.

¢ Did you forget your password? Contact info@payeasy.co.tz and mention your company’s name,
phone number.

¢ Note that PayEasy+HR software comes with a three months’ free helpdesk included. After that,
you will need to have a support agreement: www. payeasy.co.tz/support

1.02 Navigation buttons

Purpose Navigations buttons let you move between records.

Current Last Number
record record of records

Record: [E] [ 2 (- J1]kH

New
record

Previous Next
record record
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1.03 Menus

Purpose Use menus to select options.

PayEasy has nine menu tabs:

e Home File management commands for backing up and restoring your company
file.
Options that affect all data like reset, recalculate, post and others.

e Dataentry Enter employee data.

Configuration of drop down values, rates (for example: PAYE table).
Set user rights

e Payments

e Statutory Make outputs, such as salary slips, summaries, official forms for TRA,
pension funds, banks, and others

e Summaries

¢ HRM Processing Included with an HR license. Enter Human Resource data.

¢ HRM Reports Included with an HR license. Make outputs for Human Resource
management information.

e Options

e Help Options for assisting users with using PayEasy.

Ribbon Commands may be greyed out and inaccessible because either:
e The current month was already posted.
¢ Your rights do not allow you to access these options. Set user rights with Options > Users

.'t!n ca 3 @ N
W
- Home Data Entry Payments Statutory Summaries HRM Entry

o WBEy T g g e g

COpen Data Back Restore QuickBooks Make Recalculate  Set Reset  Post
File - F5 up IF Export File || payroll - F9 Current
File Montn Sreyed

In this menu commands (or “options”) are referred to as Tab > Group > Command, for example
Home > File > Backup

If the resulting form has its own tabs, and is divided in sections, then the complete reference may be

like:
Data entry > Data > Employee Info > Tab: Personal > Section: Education

1.04 Function keys

Help F9 Recalculate

Employee info F10 Basic salary calculator
Payroll for month F11 Compress

Backup F12 Calculator

Set Month 3] B0 B Open File

Detailed Overview report CTRL+P Qi

Spelling Checker G HETE | ock PayEasy

Configuration S REAR Users
SlallFEi s Validate PayEasy
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1.05 Learning to use PayEasy+HR

Purpose Provide guidance in learning to use the PayEasy software
Menu Help > Tools > Learning PayEasy

Learn about PayEasy’s options by studying help screen, running an audio visual demos
session, and trying out your skills in a selected entry screen.

Learning PayEasy+HR

Tick "Done" as you have studied a feature. Brsel

E Keep track of your progress in learning PayFasy+HR. Frirt

B = available

Area Feature Help Video Try Dane
system itout  7/so
Using the interface Registration of the software [ | | A
Ways of getting Help [ ] 1 | | O 0
Exit from the software | | 1
Move between records, make @ new record | | 1 |
Learn about the date farmat used l
Learn how to insert pictures | | I O
Program Configuration  Enter Company data [ | | |
Enter PAYE data [ | | |
Cat tho NI narrantana ] Ll R

1.06 If you experience problems

If the software produces errors:

e Choose to see the answers to Frequently Asked Questions: Help > Help Index > FAQ1, FAQ2

e Choose Help > Email Error Report. See section 5.2 for instructions.

¢ Send an email to info@ payeasy.co.tz and ask for assistance. Note that PayEasy+HR
software comes with a three months’ free helpdesk included. After that, you will need to have
a support contract: www. payeasy.co.tz/support.

1.07 Network

The software can be used

stand-alone or multi-user

on a network. To make it
multi user:

e Use the Windows
Explorer to copy your
DataPE.mde file to a Usor: R
shared drive. PayTasy

e Link toit using File > program
Open.

User: Server:
PayEasy paykasy
program = Data file

Note: the company data file
DataPE may have been

User:
renamed. = b

PayEasy
program
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1.08 Multiple companies

The software can be used for multiple companies. You need to purchase a license for each
additional company file.

To open another company use the Home > Open Data File option — refer to section 2.07.

1.09 Calculations for the payroll

This is the algorithm used in calculating payroll values:

Calculate Overtime

BasicPerHour = Basic / Hours in month

TotalOverTime = OT rate144 * OT hours14.4 * BasicPerHour
Calculate Gross

Gross = Factor * Basic + TotalOverTime + Earnings Taxable - Deductions Taxable
Calculate Pension

PensionBase = Basic for ZSSF, Gross for all others.

Pension Employee = EmployeePercentage * PensionBase

Pension Employer = EmployerPercentage * PensionBase
Calculate Taxable

Taxable = Gross - Pension Employee + Housing Taxable + Loan Taxable
Calculate PAYE

PAYE = Offset + Percentage * (Taxable - LowValue)
Calculate Take Home

Take Home = Gross - Pension Employee - PAYE - DeductForLoan — Deductions + Earnings

1.10 Date format

PayEasy requires the date format to be dd/mm/yy. If your PC is set to another date format, for
example US with mm/dd/yy, then change it as follows:

Start

Settings

Time and Language and Language
Region

Set regional format to "English (Tanzania)"

Regional format

Current format: English (Tanzania)

English {Tanzania)

Use the / symbol as a date separator. So you would enter the year’s last day as 31/12/18 and
not as 31.12.18 or 31-12-18.
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1.11 Download Updates

Updates are posted on the web:
www. payeasy.co.tz/payeasyupdates

The files are:

e Program file - PayEasy.accdr
e Help file - PayEasyHelp.mde
e User manual - Manual.pdf

To update:

¢ Downloading the file HRM_updater.exe,
e Exit from the PayEasy+HR software.

e Run PayEasy_updater.exe

If you are using a network, copy the three
downloaded files to the program folder on
each client PC: C:\PayEasy

Updates do not delete your data. It
changes data structures and adds data
tables.

Client Q)
Program file PayEasy accdr
Help file PayEasyHelp mde
Server

Drata file DalaPE.mde

Client
. Program file PayEasy.accedr
Client Help file PayEasyHelp mde
Pragram file PayEasy accdr

Help file PayEasyHelp mde

Program file PayEasy accdr
Help file PayEasyHelp. mde

PayEasygdglfd Payroll and Human Resources Software
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2. Home Options

2.01 Set Month

Purpose To choose the active month.
Menu Home > Month > Set Current

e This option sets the month for payroll
processing.

o The selected month is displayed along the top
of the screen.

e Only if you select the current month, the
payroll options on the Data Entry menu can be
selected. Below you see that payroll entries
cannot be changed for April 2017 which had
already been posted.

a0y O e T
) et
— Hume Creilu Enlry Paymenis Slalulory Sunemars Ak By

Tl Szl prdimeniy

2.02 Recalculate Payroll

Select a month [press F1 for help]

HM Repails

$

Caplions Hilp

March 2017
February 2017
January 2017
December 2016
November 2018
October 2016
Sentemher 201A

FY rmpiopee intn om Lesve Requnst
54 Appraal Saares
2 wamthiy o

[hla Colleelizr

Purpose  To refresh all calculations used in PayEasy

Menu Home > Month > Recalculate Payroll

Recalculating . ..

I
28 %

e Use this to update the payroll with changes made in the Employee form, or configuration

values.

Overtime, Leave taken, Loan or Advance will remain as you had set them.
To reload default values for all fields, select the option Home > Month > Reset. All values for

this month are reset to their standard values.
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2.03 Reset Payroll

Purpose To load the default values for this month.

Menu Home > Month > Reset.
e Use this option to set all fields to their default Reset Payroll [press F1 for help]
values.
¢ Any changes that you made to Overtime, Leave
: Reset payroll for CAUTION:
taken, Loan or Advance will be reset. this month. When you reset this month's
. . payroll, all salary |n_f0rmahon is
e Torefresh all calculations select the option Home el
> Month > Recalculate Payroll, but keepin
tor. Overtime, Lo Beset
changes you made to Factor, Overtime, Leave

taken, Earnings or Deductions.

2.04 Make QuickBooks IIF file

Purpose  To export the monthly accounts’ summary to an IIF file that can be imported by
QuickBooks

Menu Home > File > QuickBooks IIF
Options > Setup > Configuration > Tab: Docs, Scores

1. Select the menu Home > File > QuickBooks IIF You see to which folder the IIF file will be
exported.

Make a QuickBacks TIF file. [press Fl for help]

Make an IIF fie for QuickBooks.
Lol Fle: C:\PayEasy\PayEasy.if

[ Makes | [ ext |

2. To change the destination folder, select Options > Setup > Configuration > Folders, Localize
and select the path:

QuickBooks IIF path C:'\PayEasy) Browse |

3. To import the data into QuickBooks:
a. Log on as the administrator
b. Select Single user mode: File > Single user mode.
c. In QuickBooks, import the PayEasy.iif file with File > Utilities > Import > IIF files...
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2.05 Make Export file

Purpose To make a data file to be imported by the optional PayEasy Integrator software.

Menu Home > File > Make export file

Options > Setup > Configuration > Tab: Company

The optional software “PayEasy Integrator” imports data

files from several PayEasy company files.

e To make such a data file, select File > Make export All monthe

file. Select either all months, or a single month.
Data files for all months may be large.

e Each data file must have a uniqgue number
corresponding to a company file, in a range of 1
Configure this number in Options > Setup >
Configuration > Tab: Company.

2.06 Post Month

= Export data [press FL for help] &3

Expart Mode

Export the complete data
set with "All months™,
For a smaller fie size,
May 2017 El choose "Select 2 month”,

@ Select a month

[ epot | [ Exit

9 Integrator. m;mber 1

Purpose To permanently store this month's payroll information.

Menu Home > Month > Post

e Use this option after you have printed all
payroll reports and are sure no more
changes are needed.

e After posting the payroll, that data can no
longer be changed! You are asked to enter
the word “yes”.

o Click Post Month:
o The current payroll is recalculated, and
stored.
o The payroll information for the next
month is automatically initialized.

e You may view the reports of previous months
with the option Home > Month > Set Current.
You cannot change payroll values while in
previous months.

When you are using PayEasy+HR in demo
mode, you are unable to post the month, and
continue with a next month. You will have to
register & validate it first using SHIFT+F12.

FostKlamh [press F1bor hedpl

Type YES' I this b, CALTION
¥ E; Fake cure =l usercore

:—.P_, amd clck Fust Munts e

i | AFEF Wi e POt T
L]
==

ments papm L s b
LOMSE be ecicdl

[Parst Maonth Exit

Dema mede restrction t: ’ ']

i , PayEmspwHR s in demo mode, soyou cannot post,
D yoou wanit to register PayEssy- HA?
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2.07 Open File

Purpose  To open another data file.
Menu Home > File > Open Data file

e Use this to option to:
o Use another data file
o Use a data file placed on a server, shared by others.

e To select a data file:
o Click Browse, and select the file.
o Click “Link to Data file”

w Select a PayEasy Data filz X
™ » This PC » Llocal Disk (Z:) » PayZasy » Deta - '] Search Cata

Organize = New felder ==~ O o

~ Mame Date modified

3 Quick access
3 TrainingPE.mde 15
[ Desktop —
) @ TrainingPE - Copy.mde
~Clients 2 Select your data filemde

MDE Datzbase
VIDE Datzbase
MIDE Datzbase

PayEasy 17, A2 _Payroll.mde Microsoft A VIDE Datcbasc
L Google Drive @ AL _Payoll - Copy 3).mde Microsoft A MDE Datebase
Program Files ‘Z AL PayrollA.mde Microsoft & VIDE Datzbase
WerkShopBa:# , o >
File name: | TrainingFE v| PayEasy Data files (*.mde) ~
Tools = Cancel

o If thefile is located on another PC, it may take up to a minute to link.
e You have re-logon.

2.08 Back up

Purpose To make a spare copy of the data. Before backing up, the data file is compressed.
Menu Home > File > Back up

Before backing up, make sure that all users are logged off!

e The data is stored in the data file. Its
standard file name is DataPE.mde.

3ack up the company file

} Nesurannn: N 1sers NI Iraphot FayFasy’

° The BaCkUp path is setin OptionS > Setup = Make sure that all users are legged off

> Configuration > Tab: Docs, Scores

[ Backup I | Exit

e The backup file receives a suffix consisting

of the date and time, for example: Backups

DataPE_180126_1135.mde was created on | pariidamer | s lsesgions

26" January, 2018, at 11:35 hrs. —————

Backup path  Ci\Users\MD'\Dropbox|PayEasy) —

e To restore the file, see the next section.

e Set a back-up reminder in Data entry >
Configuration > Tab: Folders
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2.09 Restore data file

Purpose

Menu Home > File > Restore

To return data of a previously made backup.

Before restoring, make sure that all users are logged off!

e The data that is used by the
software is stored in the data file,
called DataPE.mde by default.

e The backup files have suffixes
consisting of the date and time.
For example:
DataPE_200408_1143.mde was
created on 8th May, 2020, at 11:43
hrs.

Restorz a Backup file. [press F1 for help]
Get Company Backup from:

¢ Backup file
= Backup folder

TrainingPE_180313_0944,mde
C:\PayEasy\Backups)

Restore Company Backup to:
(] Restored file TrainingPE.mde
5 ﬁ Folder for restore |C:\PayEasy)

If you are sure to restore, yes
then type in "YES'

Browse

Browse

Restore | |
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3. Data Entry Options
3.01 Employee info

Purpose 1. To enter employees' information for reference.
2. To supply information for payroll reports.
3. To track employees' information over time.
Menu 1. Data entry > Data > Employee Info
2. Define entries in pull down fields: Options > Setup > Configuration.
e Options in pull-down lists are managed in Data % =mustbe  Datzcfbith *(22/01/1966 |

' . fille:d ity MNatienality 3 Tanzania
Entry > Configuration. [=]

e Tabs are displayed or hidden as set in Users >
Employee Info tabs

e Fields with a blue asterisk must be filled in.

¢ Run the “Missing” report by clicking

List Missing Fields ‘ to find incomplete fields.

e To attach reports, click on the blue arrows and  Seanped docs = |Docs\AttendanceProcessing, docx
browse to the target document. _
¢ To add a photograph: open a picture of
approximately 100x 120 pixels in an editor
program. Copy it with CTRL+C. Select the
picture box in the employee info window, and
paste it with CTRL+V.

) E [pteas % =]
e  Only users with the Sysop level see the Stats Pad
Deceased 0]
button. Only Delete employee who were E e
added by mistake. Maternity leave fesg
e When Employees leave employment, make Pensioned No
. . . . . Sick Leave Yes
them inactive with the Status field: Study fTraining leave Yes
Terminated Mo

3.01.1 Employee info - Codes

Purpose  Codes used for employees; the Admin Code, the Clock Code

Menu Data Entry > Data > Employee Info
e Every employee should be assigned Codes
an Admin code, and if attendance Admin 2 M-001
clocks are used, a Clock code also. Slock " |1901

e The Admin code may consist of up to
10 alpha-numeric characters.

e Depending on the Clock model, Clock
codes are often numerical only.

NOTE: The Admin code is compulsory.
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3.01.2 Employee info - Status

e The Status field captures the current Category
employee status in ;’LTJ %k Employee - full time -Mamt w
. il 5 Z:] Pos |!
Data Entry > Data > Employee info - = ~
status Paid
(ther ACIvils Deceased Mo
End of contract No
Maternity leave Yes
TN On Post
Pensioned Mo
Secondary | Resigned Mo
O-Level | SickLeave Yes
Ibaru Sec,| Study Training leave Yes
Terminated Mo
o Edit the status fields in Options > Setup > Active Employment status - K| 2
Configuration > Tab: Employment. _#| [ Deceased
, . N [0 End of contract
The act/ve.tlc.k box mt#cates whether an — Mateity eave
employee is included in the payroll, and ] 0On Post
receives salary. __| [ Pensioned
| [0 Resigned
Sick Leawe
] S Training leave
Bl D|ﬁclr_ if sheuld be included on the payroll

3.01.3 Employee info - Type of contract

Purpose  Set the type of contract.

Menu (1) Data entry > Data > Employee info.
(2) Options > Setup > Configuration > Tab: Employment

e The Type field captures the type of contract in
Data Entry > Data > Employee info:

Category Filter Search names, Codes
IR Y = rriployee - full ime -Marnd e Status | Active V First
? Status ¥ | contract notes Process Finger Print
Employee - full tme -Support Minimum 45 hrs/week Fixed Yes
Crher Arfvise Seasonal Daily Yes

Employee - full tme Mamt

e The process field determines how salaries are calculated:
o Fixed: for monthly processing
o Monthly: for monthly muster roll processing
o Daily: for daily muster roll processing, using finger print scanners
o Confidential: Fixed, and only visible when logged in as Sysop.

e Edit the Type fields in
Options > Setup > Configuration > Tab: Employment

Type of contract Motes Proczss Finger Confi- WCF .4
Printing dential Category
Employee - full time Mamt Fixed |. | [] |permanent |-
Employee - full time -Support Minimum 45 hrs fweek Fixed | [] |permanent |..
Seasonal Daily |+ [] |Temporary |
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3.01.4 Employee info - Withholding tax

Purpose  Pay Withholding Tax for foreign consultants

Menu (1) Options > Setup > Configuration > Tab: earnings, deductions.
(2) Data entry > Data > Employee Info > Tab: Financial

Monthly fees for foreign consultants (individuals not companies) are paid with 15% withholding tax.
They are not subject to PAYE, and pension contribution is optional.

To configure this: @Q@\«, s

1. In 0,0 tions > SetuP > Deductions —D gfcjﬁecfi:'r:guage Type Qty ¥ f“’@&%\ﬂ?&
Configuration > Tab: earnings, Withholding = - resident %GR | 5.00
dedUCtionS Create a dedUCtion Withholding tax - foreigner SGR 15.00
“Withholding Tax”, choose 15% of

Gross salary:

2. To skip paying PAYE, check the Do not pay PAYE
tick box “Do not pay PAYE” in
Data Entry > Data > Employee
Info > Tab: Financial:

3. Set a recurrent Deduction for the 3 Recurrent Deductions
employees with Withholding Tax
in Data Entry > Data > Employee
Info > Tab: Employment Details:

Withhclding fax - resident e

4. Print monthly reports with
Statutory > Monthly Payments >
Withholding Tax.

5. Print semi-annual reports with
Statutory > Semi-Annual TRA
Statements > Withholding Tax.

3.01.5 Employee info - Picture / Logo

Purpose  Paste pictures and logo into forms.

Menu (1) Data Entry > Data > Employee Info > Tab: Personal
(2) Options > Setup > Configuration> Tab: Company)

Pictures / graphics are set in two places: ReEspatt pcture
Display mode

o Employee’s photograph.
o The employee photograph is used in the
report “Employee Info sheets”.
o To add a photograph:
=  Open a picture of approximately 100x 120
pixels in an editor program.
=  Copy it with CTRL+C.
= Select the picture field in the Employee
Info window, and paste it with CTRL+V.

Set Clip

Print ID cards

Single Al
[J Mo company name
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¢ Organization’s logo. =]
o The logo is printed at the top of all reports. I FE'F:W;;'Z I Qs::.; ||
o To add a logo:
=  Open a graphics file of a logo of

approximately 100x 500 pixels in an -
editor program. M ABC I-td-
=  Copy it with CTRL+C.
= Select the picture box in the Configuration
— Company window, and paste it with
CTRL+V.

Logo

3.01.6 Employee info - Contracts

Purpose Record employees’ contract data

Menu (1) Options > Setup > Configuration > Tab: Financial
(2) Data Entry > Data > Employee Info > Tab: Employment Details

e Select Employee entry form
Options > Setup > Configuration > Tab: Show single contract E
Financial and tick Show single contract
to use only one contract, or leave it
unticked to record multiple contracts for
each employee.

e Enter contract data

Contracs Rearert Time
ﬂ =i s lilke, specifiuation, dexciplion mﬁllu‘urm:nlkw,ﬁr:d: Rewnienl Eavings [3 Rewr ol L Seduclues @ Leave, days, bous
b | Peried # 02/25/2005 | 24 011172025 | |RLZLTO |Tia rswor L Courcing L B - 5 [La [oas] R
Zagic salary 3k 725 [ 1,000,000 | | [Housng Atewanosate =] [Fes Marthly leave | 2,33
“actor <0700 Advises manzgerent on loca s
_ i e werses, s = = =] | ot s a0c
Btaze of werk [ [HQ ManzgeTent:Senior = [ | LAy manth 353
I=partm=nr Salee Manager T
Siend Heac QJalters [=] =] =] | o
* | 2eriod * - | Edit | ﬂ - w o1 i5 Brnualleave | 000
Josic salory % 725 [w] b1 - ’z 'z' Munlily leave | 0.7
Sactor — 10000 B = ’i |i| Feurs fmend | 0,000
of >
A H = 5] | e ;:uurm 0.0
" = = [<] | Purafday 00

e When using multiple contracts, only the
most recent one can be edited. Previous
contracts can only be viewed.

3.01.7 Employee info - ID cards

Purpose  To produce a single ID card, or ID cards for all employees.
Menu Data Entry > Data > Employee Info > Tab: Personal

e Click Single or All to select one, or all ¥ ABCLrd.  ABC Ltd.
cards. —

e Print with Ctrl+P P.0. Box 1156, Arusha
Uhuru Rd 55

4255 27 2907777
1D # M-001
Jina: Frad Masawe
Cheo Coordinator
cha kazi Tarehe ilirotolsra:
Sahihi Mwajiri: 2503/ 2018 Sa hili Mwajiriva:
Valid uniil:
25103/2021
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3.01.8 Employee info - Licenses

Purpose Define additional licenses for employees
Menu Data Entry > Data > Employee Info > Tab: Personal
Options > Setup > Configuration > Tab: Documents

e  On the Personal tab sheet of employee Info,
there are two pre-programmed licenses: Driver’s
License, and Passport.

e You can add three licenses by selecting
Options > Users > Configuration > Documents >

Licenses

Drivers License
Passport
Advertizing

H-246801

Document types, for reminders:

Type 1 Advertizing
Type 2
Type 3

3.01.9 Employee info - Employment Details

Document number  Expires on

AD12345678 15072015
A513534150 30/08/2018
15/06/2008

Purpose Enter contract information.

Menu Data Entry > Employee Info > Tab: Employment Details
1. Select _ Centacts
Data Entry > Employee Info > Tab: m ‘ # ‘ ‘ | | = |
Employment Details Period sk D2/o6/2003 | - [31/12/2008| e e
Basicsalary s TZ5 || 1,000,000
2. There are three possible stages of records, as Factor 1.0000
shown in the picture from top to bottom: Place of work / HQ:Management:Senior B
Department
a. Previous contract. It can no longer be e Head Quarters [v]
edited. Periad & oyoy2008| - [3y12/2010| ETN
b. Present contract. It can be edited. Basic salary # TZS 1,200,000
c. New contract. As soon as it is edited, it Factor 1.0000
becomes the Present Contract. Place of work [ HQ:Management:Senior B
Department
Branch Head Quarters E|
Period * - | Edit |
Basicsalary s T75 || i}
Factor 1.0000
= -
Branch [=]
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3.01.10 Employee info — References, Next of Kin

Purpose Record References, Next of Kin, Dependents
Menu Data Entry > Data > Employee Info > Tab: References, Next of Kin

Enter these data items:

Next of Kin (1 & MNest of king # Emergency conlacts Wilage info, Previous emploer
2) relationship B rother Village of arigin wamgungo
. name: John Masawe Chairman of Yillage | Josephal
Vlllage Info physical address Olorien, Arusha Sub-village of crigivn | K. alinz
postal addiess PO Box 123123, ansha Chairman sub-village | Siwemsa rmusa
phote 0784123456 Villaae of Father M yamgongo
email Village of Matter

Yillage of Spaouse Marangu

Reference References
(1&2) name M1 Mmbaga name Ace Computers Ltd
Previous phyzical address physizal address | &|CC Conference Centre
Embplover postal address PO Box 27432 poital address PO Box 1243, Arusha
ploy phane 0767 246 975 phane
email jsmmbagaEamal. com email
Dependants —_ Spouse Dependants
Spouse W arne Spouse Catherire Mazawe M arne R elations hip Sex D.oB. Do ke
Dependants _ “wife v p |Jahn M asawe Son o (Male o 20701 1811203
. [ ate of Marriage 01./01/2000
C h | | d ren D ate of Bith, Death 07./011921 Anna b asame Daughter w Female . | 071272014
Physical address Njirn
Postal address PO Box 12345 * 5 s
Phane 0767 123 456
E mail Cathhdazsawe"grail com
Femarks

3.01.11 Payroll for month

Purpose  Edit entries in the active month's payroll for the employees.

Menu Data Entry > Adjustments > Payroll for the month.
Payroll for ronth. [VEAD THIS 5 THE TRAIM MG FILE, DO NOT ENTER YOLUR COMPANT DATA L
Se.Fals Frd Eratname ™ L Y P I—
2| Fmployees 7 Owerlime Hourr  Leave, Fadlur : Earminux OQuanlily  Unil  Amwunl ? Dhetdu v Quanlily Uil Amwunl ? Deuusils

[ AM-001 St = BT -5 g Men [ossescesg | Chead [occais

R o — O | e T S0.030.00 T2 50900] [ = 0 '.'J:: =d7"4""'= :;::"" oez12

o0 B - 0.00 0] [Advanses = BU LU0 128 B0 LLD O TIE
e g acier 0333 5 [T ” ™ 0| LsD U

[i]
™ 0.0 a : 0.0C 0
0.00 o = vuL u

To add or remove an employee, use Data Entry > Data > Employee info.

e Use the factor field for employees who worked less than a month: upon recruitment or
termination.

e Annual Leave taken: enter the days taken in the month.

e Overtime: select a rate, and hours for that month and rate. The hourly overtime amount is
calculated from the basic salary and the hours worked per month., as entered in the Employee
info form, Employment details tab.

e Select and edit Earnings, Deductions as required.

e By default, the first bank account receives the full take home amount. If there is a second
bank, you may enter an amount in it.
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o Once posted, the payroll cannot be updated anymore, see Post month.
o Inthe bottom of the screen results for the selected employee are shown.

¢ In the bottom of the screen the summary for the selected employee is shown.

( Surnmary for Fred Dedisrtinns

[Amrs M3zawsa in FHa~five Razi~ £19,950 | TavAHE Renefite PAYE 0| Pancions and nzuranzes Razr 1.200,000 Rrougkt farward | 37,21 Aic # 004600200200
TZ5) Ovetme 116,823 | Housing 51 000 Drhers exed 0| nssF Grass 505,683 Farred TEsS (547,105
Others taxed 60,000 | Loar 0 Others aftzr e 50,000 Taxablz &77,185 Tacen Aic [T6384T7 221
Others afier tax 0| In Kind 0 [] Loan Balance 060,000 (Carried ‘orward uso o
Total £06,683 | Total sioo0|  Tetal 119,668 Exit Net Fay EA7,196

3.01.12  Payroll for month - Factor

Purpose 1. The factor allows you to issue only a fraction of the monthly salary. Factor affects
the basic salary, and leave earned values.
2. Used to yield the effective days worked for casual workers.

Menu Data Entry > Adjustments > Payroll for the month.

21 Employees ? Owvertime Hours Leave, Factor

This factor is always set to “1.0000’ except:

e When employment started or ended Ll Sonaes v ﬁ] . —5
. ublic Holiday |~ . ? Leave 10, 0

during the month, so that Factor can be ittt | 000
~|_0.00] 7] Fackr

entered as a fraction representing the
days employed in that month. If an
employee starts working on June 17",
then

Factor = (30-17)/30= 0.4333

e When an employee has been on sick
leave for more than 65 days, and the
basic salary is reduced with 50%.

e When an employee has been on sick
leave for more than 130 days, and the
basic salary is reduced from 50% to

0%.
. %o before |1 A d {0 | % for the rest of his
e Click ™ to use the Factor calculator. == May, and
. Ed 1
In the example on the I'Ight, the 21 Employees Overtime Hours Leave, Factor
R o, Standand we | 2.00
employﬁe receives 50% salary before Putic gy L | 8.00] [Pl
May 15", and no salary after that. Fred »| 0.00
| 000 2] Facer

will receive an Effective Basic salary of
0. 4333x Basic

Lontracts

e The factor can also be used for part-

_ 7 124 =6
time employees. Use Data entry > _
Period %k 01/01/2009 | - 31/12/2010
Data > Employee Info > Tab: : & 515,500
Employment Details to set the factor
for an individual employee: | Piace HQ:Management: Senior
Branch Head Quarters w
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3.01.13  Payroll for month - Deposited

Purpose  To select on what account what amount should be deposited.

Menu Data Entry > Adjustments > Payroll for the month.
e The deposited amount for the first bank account is 1 Deposits
calculated to be equal to the Take Home amount. ;’;5" gf;iﬂ'ﬁfm gﬂ:; gggg;‘i
AlcE 1658437321 Notes
e If there’s a second account, you can enter the whole UsD  [750,000
amount or part of it. The other account’s amount is

adjusted so that the total remains equal to the take
home amount.

e If one of the accounts uses foreign currency, the
summary in the bottom of the window displays the
converted foreign amount.

In this example, it uses the Exchange rate set in Deposited
Options > Setup > Configuration > Tab: Financial AE'C : Egﬁﬂﬂﬂsman
TZS 250,000 2,300 = USD 109) fa | oearat

3.01.14  Payroll for month - Overtime

Purpose Configure the overtime types and their rates

1
2. Set overtime for employees, for the month

Menu 1. Data Entry > Adjustments > Payroll for the month.
2. Options > Setup > Configuration > Tab: Financial

e Overtime is calculated as Rate x Hours x 7| Overtime Hours
(Basic salary / Hour) | 2.00
e Overtime types are selected in the Data w| 800

Entry > Data > Payroll for month form, and

0.00%
the overtime hours are entered there also.

200.00%

Pulblc Hobday

e The hour per month information is entered in Time
Data Entry > Employee info > Tab: ? e
Employment details. Annuallcave | 23,00

Monthly leave 2,33

Hours fmanth 195,000
Days [ month 26.0
Hours [ day 7.5

e The Overtime rates are entered in Options > e PEmpIT-TiaT RAm Coiz EEW[RY
. 8 description langusge
Setup > Configuration > Tab: Employment Hone akuna 0.00% | X lwl| L1
Standard Kawaida 150.00% N |o| [
Public Holiday Likizo ya umma w00 P O
7 Might Usiku 00.00% | |- [
= 0.00% «| [
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3.01.15  Payroll for month - Leave

Purpose  To record employee Annual Leave.

Menu Data Entry > Adjustments > Payroll for month > Field: Leave
e Enter the number of leave days taken in the current month in Leave
the Leave field. Brought forward 5593
Carned 208
e The summary shows: Taken 450
Carried forward 751

o Brought forward: leave brought forward from the previous
month. This value can be changed through Data entry >
Leave adjustment.

o Earned: value entered under Data Entry > Employee info >
Employment details.

o Carried forward: leave carried forward to the next month.

3.01.16  Payroll for month - Footer

Purpose  Add footers to pay slips

Menu Data Entry > Adjustments > Payroll for month
e Add a footer message to individual ? Deposits
pay slips, in the field as shown Ale#  [opasogesgasy | ChqZsal [000246
here: TZ5  [?459522 Cha #adv (000212
Alcg 1698437321 Notes
LSD 15,000 Femowved

Achievemeni bonus

[IT FREETTIT Prrr [EEIENTETe

o Footers appear like this:

TAKE HOME: 308,067
Bankalc 010031 4759500; 308,087
LEAVE:
B rouaht forweard 548
Eamed 1.83
Takenthis montc 0.0o
Camied forward: 732
Removed achiewement bonus footer
I have recewed my salary
28 indic ated ahove: — | signature
Date: area
Name:
Signabure :
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3.02 Loans

Purpose 1. To record loans issued, and their monthly deductions.
2. To adjust recorded loans.

Menu Data entry > Data > Loans
Loans [V[EJAD|
Employee Issue Date Loan Amount Loan Balance Number  Monthly Remark Basicsalary  Balance Transaction
of Months ~ amount / Basic Type
Mary Consolata Fulani |~ || 15/05/2017 | TZS 500,000 500,000 12 41,667 TZ5 | 3840000 078 Issue
Peter loshua Lema ~ | 13/053/2017 | TZ5 300,000 300,000 4 50,000 TZ5 | 200,000.00) 1.00 lesue
E}l ony Mosha ~ | 13/05/2017 | TZ5 200,000 575,000 8 71875 TZ8 E72,00000 086 Adjustment

e The Issue date must be in the current month.

e The Monthly Amount is calculated as Loan Amount/ Terms.

e The Monthly Amount is shown in Data Entry > Payroll for Month, and can be edited.

o To adjust a loan, select an Employee who has a loan running. Enter a negative or positive
amount with which to adjust.

3.03 Student Loans

Purpose  To produce HESLB monthly schedule
Menu (1) Options > Setup > Configuration > Tab: Earnings, Deductions
(2) Data Entry > Data > Student Loans
(3) Summaries > Loans > HESLB
e Select

Options > Setup > Configuration > Tab: Earnings, Deductions.
Add a deduction HESLB, and make sure to tick Student loan.

& 55 &
; s
Deduction a@% & ‘f.a‘d- s
Deductions - other Bnguage Type Qty @ AE o =i
HESLB HESLE Yo w 15.00 |:| |:| D
. Select Data Entry > Data > Student Loans, and enter student information.
53] Student Loan Info. |VIE| | | = = E
Fird —
Employee name =] |ndex number |FK
Emiployes mame Student name Index number PF jCheck mo Inistitution ‘Year Entry Year Exit Balanice BJF
} [Fred Amos Masawe = |Fred Amos Masawe 7854545987 ABC1234 IAA Arusha 2000 2003 2,300,000
Hamisi Mo Juma | » | = [Iuma Hamisi B7OTE4ETE DEF3834503 Mzumbe University 2010 2014 12,400,000
Peter Lema ~ | = [Peter Lema 54380980958 9609725233 [AA 2010 012 1,800,000
HESLB LOAN MONTHLY REPAYMENT SCHEDULE
L4 SeIeCt {10 be submitted duly compietad with every payment to HE SLB}
Summaries > Loans > HESLB, WANE OF ENPLOYER: 4B 5 1od EMPLOVER 4ESLB CODE NOr AR 1231367200
enter footer fields, and run the POSTAL ADDRESS: P00 Ras 1156, Ancn
. TELEPHOME: +295 27 2907777
report. EMAL: info@aoc. co.tz PAYROLL MONTH: May 2017
PAYMLCNT DCTAILS
[S/H0 IHINE € W UHE R FECHECKND NARF [IF | [BANFF ARIOWNT EDHCE=1 [CHNTS TARDING: Hal ANEF
T [etesns [DET?334509  Tlwnisihuma 2333445
21 34380030938 080G 252 33 Petar Lema 1,620,040
i [BC2A Tred Aves hlesawe 0,726,065
TOTAL DEDUCTIONS
Paminby crequene:.. SN parza:...... USUIE Cpagney. AR L
HESH hecept uo laswes PVE7SS0 vatzoriecept:  LOOI2NE pecaneg e Jon
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3.04 Time sheet

Purpose  To produce time sheet reports, employee wise and project name wise
Menu Data Entry > Data > Time Sheet

e Enter a date, select employees  Timeshee:
and record how many hours

X Search w Print | |01/05/2017 || 31/05/2017 Delete
they worked for each project.
Date  |07/05/2017
Mame Project Mame Hours KA
ielred Mdosi « | |Project & ~ 2
\elired Mdosi | Project B o 3
i&lred Mdosi « | |Project C ~ 15
Caroline kacha | [Project & v &}

e Set a date range and click .
Print, to produce these reports: QK ABC Ltd. ABC Ltd.

Timesheet by Project

Project name Project code Hours:

Project A 329872985 10
Project B 420480984 3
Project C 5379854 9.5

"% ABC Ltd. ABC L td.

Timesheet by Employee name

Employes name Hours:

Alfred Ndos 6.5
Anna Tarimo B
Caroline Macha 8

3.05 Pension Receipts

Purpose  To record the pension receipts and dates, to produce the end of employment report.
Menu (1) Data Entry > Pension receipts.
(2) Reports > Pensions > Pension Receipts NSSF or Pension receipts All

o  Select Data Entry > Pension receipts to enter Receipt data

Pension Receipts  [V|EJA|D|

= .9
Maith Pension Type Receipt Number Receipt Date Code
June 2016 ~ | |INSSF | 0924565 03/07/2016
July 2016 « | INSSF « | 0998087 05/08/2016
b | |August 2016 « | |NSSF N 1003098 04/09/2016
September 2016 |+ | NSSF w | 1080987 03/10/2016

e To produce a report select Reports > Pensions > Pension Receipts NSSF or Pension receipts
All.

e  Select the employee, and then run the report.

Tarehe w3 michanga

Tarehe va Kuacha Kazi:

bivezi wa Kiasi chamchango  |Ma yaRisti Tareheya Risiti  |[Mambarni iliyotumika
Mich=ngo HSSKCam.E) kLt ums mich sngo
[January 2008 527,600 |LE2afE o5/ oz zoos
February 2008 527,600 [179598 oaf oz En0s
Pacch zo008 527,600 [1908098 s/ 0dr 2008
Fpril 003 57,600 |L0s0As 0z 05/ 2003
Play zoos 527,600 [10ld2l o2/ 0E/ zo0s
2,648,000
£zhihi
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3.06 Leave adjustment

Purpose To change the stored values for Leave brought forward.

Menu Data Entry > Adjustments > Leave Summaries > Loans > HESLB
e Adjust leave to: Leave Adjustment [V]EJA|D|
o Set balances when starting the Employee Affred Nidos — TEe
payroll system.
o Make corrections. Year Month BfF Earned Taken C/F
3 2017 April 199 183 [EN| 382
e After making changes for the Earned 2017 March 0.6 183 0.00) 190
7 2017 February 0.33 1.83 2.00 0.16
and Taken fields, the_values are e — 000 1s3ll sl o033
recalculated automatically. 2016 December 213 1.83 3.6 0.0
201a Novemher n_30n 1.83 n-nn 213
3.07 Loan adjustment
Purpose To change the stored values for Loans.
Menu Data Entry > Adjustments > Loan Adjustments
Only use this option to make minor changes!
This option is best left to the Sysop only.
This form has no input validation
o Change, add or delete loan entries, even in months before the current month.
Loan Adjustment  |V|E|A|D]
Employee Judy Mangi ~ First Lelete Add Row
Dale Transaction Type  Loan Amount  MaonthipAmaurt  Terms  Curetcy Remark
] [ 01012008 | Issue = 010,000,010 o0 10.00 | 125 o
| 310172008 | Deduchion v -50,000.00 TZ5 | o
| [31/01/2008 | Deduction |+ HLO00 10 75 |
29/02/2008 | Deduchon o -50,000.00 TZ5 |
| | 31/032008 | Deduction | FOLO00 00 25 o
30/0442008 | Deduchon W -50,000.00 125
| [31/05/2008 | Deduction | E0L000 00 25 |
L 30/0E/2008 | Deduchion v -50,000.00 TZ5 | o
|| [31/07/2008 | Deduction | E0L000 00 25 |
| | 31/092008 | Deduction | -50.000.00 T25 .
L 30/0942008 | D eduction s -50.000.00 TZ5 |
[p| (1070972012 | lssue - | 150000000 25000000, 500 [EE .
L 010952014 | ddiustent | 200.,000.00 340,000.00 5.00) TZ5 | o
| [31/032017 | Deduchion |+ 340,000.00 125 |
| 30/04/2017 | Deduction ~ -340.000.00 TZ5 | o
Balance amount: 1,020,000.00
Ext
e Select an employee, and edit details.
e To delete a line, select it and click Delete.
e To add a line click Add, and find a new line in the bottom of the list.
PayEasygdglfd Payroll and Human Resources Software Page 26 of 73



3.08 Foreign currency — Exchange rates

Purpose  To adjust the exchange rates
Menu Data Entry > Adjustments > Exchange Rates

e In Data Entry > Exchange Rates enter the foreign Exchange Rates for May 2017 [VIEIA]D]

currency to the home currency exchange rate:

Curency  Cunency/TZ5 List || Delete

UsD o 2.300.000000
UGX [~ 0500000
r | - 0000000

See eschange rates o wew bot ootz

Exit

3.09 Attendance

Use the attendance options with biometric scanners.

3.09.1 Attendance - Clock selection

Purpose  To select the finger print reader that is used, and the location of its attendance

database.
Menu Data Entry > Attendance > Connect FP File
1. Select the path and file name of the 3 Connest o firgerprine file ==

attendance database that is

generated by the finger print reader.
2. Select the finger print reader model.
3. Click Link.

File e et VA m 00 ek [r—

Raader (28200 e [ ke

Eail

Currently two readers are supported.

Model: Typical location of the finger print database file:
Sagem C:\Program Files\Biometrics.co.za BioTime 4.0\BioTime4.mdb
OA200 C:\Anviz\Database\Att2003.mdb or C:\Anviz\Att2003.mdb
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3.09.2

Attendance - Configuration

Purpose
Menu

Set configuration for finger attendance control

(1) Data Entry > Attendance > Import/Edit
(2) Options > Setup > Configuration > Tab: Employment

e In Data Entry > Employee info:
o  Toinclude employees in finger Status | contract notes Process | Finger Pri
P Employee - full ime | minimum 45 hrs v Yaily es
print list, select.an employment B — Daily No
type that has Finger printing = Yes.
o To have employees’ salaries be
calculated by attended hours,
select an employment type that has
Process = “Daily”
e In Options > Setup > Configuration > Tab: Employment set:
o Em p|oyment types Type of contract Hotes Frocess  Finger Confi- WCF |
Printing dential Category
Employee - full ime minimum 45 hrsfweek Fixed EI il Permanent
Employee - probationary full t Fixed |Z| 7 Permanent
o  Standard working hours, and Overtime -
define the depar’[ments Fanth Hows/ Days/ Place of work [ Department methed |_,
Morith Mot oy Morithly [ |
Jaruary 195 28
Guards Monthly | |
;Bb'fw 1;; g; Administrators Manthly | |
AET =T Management M atithly | |
oM Support staf Morithly [ |
hap 195 | = orthy (]
June 7% Y

e In Data Entry > Attendance > Shifts > Tab: Configuration-1 set:

o Activity categories 8
Activity Code Payable >
for Process = Daily =Y
=22 52 e
o % 5o 3
‘GE ': — 2 33
FpgTan
=
[ 1}
Absent without info Al 0.0% o
Annuzl Leave LA 100, 0% i
Ak A el LA Sl Tl ol T
o  Grace times and Minimum Minutes/day
Overtime. Minimum Overtime Grace Time Start L
. G Time End bU1]
means how many minutes afterthe == "
. . . Mimimum Overtime 20
end of a shift overtime is
; Maximum Overtime 120
recognized.
Seconds
lgnore added 300

docks within

e In Data Entry > Attendance > Shifts > Tab: Weekly Timetable set working hours and lunch hours

for each department. Timetables are used in the Shifts table.

Double-click copies fields vertically | Copy bon to Tue . Fri | | Copy Monta Tue .. Sun

Place of work / Department Monday Tuesday Wednesday Thursday Friday Saturday Sunday
WWork Lunch Work Lunch Work Lunch Work Lunch Work Lunch Work Lunch work Luncl
Arusha (08:00/17-00| | 13:00| 14:00 | |08:00] 17-00| [13-00] 14:00/ |08:0017-00| [13:00] 14:00| |06:00| 1700 |13:00| 14-00] |08:00 1700 | [13:00 [14:00
Arusha:Logistics 08:0017-00| | 13:00| 14:00| |08:00| 17:00 13:00{ 14:00| |08:00 (1700 | 13:00| 14:00/ 08:00| 17-00| [13:00 14:00 | 08:00|17:00| 13:00 | 14:00
Arusha:Production 08:00|17:00| |13:00] 14:00| |04:00| 17-00| | 13:00/ 14:00, |08:00|17:00 |13:00/ 14:00/ |08.00| 17.00| |13:00) 14:00| | 08:00|17:00| [13:00 [14:00| | 08:00 17:00 08: 00| 17-00
Arugha:Production: Cleaning 08:00(17-00| | 13:00| 14:00/ 08:00| 17-00| 13-00{14:00] |08:00(17-00/ |13:00| 14:00/ (08:00| 17-00] [13:00] 14:00 | 08:00(17-00| [13:00 |14:00
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3.09.3 Attendance - Import records

Purpose  To import data from the finger print software into PayEasy
Menu Data Entry > Attendance > Process Attendance Records

o The calendar shows what dates are available Import and Edit finger print data
in the finger print data.

e Select a date. Tu We Th Fr Sa 5u Mo
. . . . . 22 | < f2011] 5 | s= 01/02/03 04 |05|06 |07

o If that date is available in the finger print data, 08 0910|1112 13|14

H 15 16|17 |18 (19| 20|21
you can press the Import & Edit button. TnlEE T s

|Impurt&Ed\t | | Remove | 29 |30

Fridsy November 25 {Week: 48)

° If that date iS UnaVaiIabIe in the ﬁnger pl’in’[ Import and Edit finger print data
data, the button changes to “Fill’, and
attendance records are listed as the standard Sundzy December 3 (Weki 49) 1y fr sa 5u Mo Tu We
. 0102|032
In and Out times. &l @
e Click Remove to delete the importation for
that date, so you can re-import it. 2930
3.09.4 Attendance - Adjust records
Purpose  Adjust daily records for finger print failures
Menu Data Entry > Attendance > Process Attendance Records > Import/Edit
¢ Adjust actual times for miss-recorded finger prints, or set the category.
Attendance
Date  31/065/2017  |wWednesday May 31 o
Fll
[=] [+ | Scheduled time |Recorded time  Adjusted time
Department Team Code Employes In Out In Dut In Out  Category
B | Factory 19340 Mam Fulani 0700 | 1600 || 000 | 00:00 0000 - 0000 W El
Factary 1985 Jonathan Lucky 0700 | 1600 0700 | 1547 Og:00 | 1547 ' E|
Factany 13968 Tony Mosha 0700 | 1600 || 0857 | 16:00 | 0657 | 1640 ' E|
Factory 1980 Caroling Macha 07:.00 | Ten0 || 0T | 1203 || 0e3T | 1253 W]
Factory 1985 Judy Mang 0700 | 1&00 nr03 | 1547 0703 | 1547 W E
e To update the factor for the month, click “Close and update payroll”
Managemeatt 1993 Charles Kambandka 0200 | 1700 | OO0 | O0:00 || 0000 O%O0 || W |
Management 1930 Lucy Mollsl 0000 | 000 0e0d | 1E:6E || 0000 O0:00 L E|

Close & Update | | Exit - don't Update
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3.09.5 Attendance - Public holidays

Purpose  To compensate employees with leave days for working on public holidays

Menu Data Entry > Attendance > Public holidays
e Enter public holidays as shown above [ =1 public Holidays. [VIEAD] x|
o To compensate a public holiday with one [ L
leave day, make the multipliers ‘1.00° [ impont |
o The leave days earned is increased with the Date  Holiday [ ==
days compensated. T¥]| 01/05/2017 |Labour Day
H H 01f01/2019 |New Year
° Cl|gk the Import button _to download the public 1| L2/01/2015 |zarciber Revoiuton
holidays from our website. — || n7i0a/2019 Karume Day
19/04/2019 |Good Friday
" || 21,/04/2019 |Easter Sunday
" || 2z/04/2013 |Easter Monday
|| 28/04/2018 |Union Day
|| o4ios/2015 [ Fitr
07/07/2019 |Saba Saba Day
|| v8/o8/2019 |Nane Mane Day
11/08/2019 |Eid El Haj
~ || 14/10/2019 |Mwalimu Nyerere Day
| 10/11/2013 |Mauld Day
] 09/12/2018  |Independznce Day
—_ || 2s/12/2015 |christmas Day
| 26/12/2019 |Boxing Day
Ea
3.09.6 Attendance - Shift Timetables
Purpose  Define shifts.
Menu Data Entry > Attendance > Shifts > Tab: Shift Timetables

o Define shift names, working hours and mealtimes.

s

E&] Shifts
I Weekly Timetable | shift Tmetables | Allocations I Individual Shifts | Team Shifts I Configuration -
Name TimelIn Time Out Meal imes IEI
Weekday 0800 1700 1300 14:00
Saturday 0&.00 1300
Securitp Day 0E:00 18:00
Securibty Might 15:00 oeE:00
Factaory Night 22:00 Ok:00
Factaom Morning 0E:00 14:00
Factary Afternoon 14:00 2200

e These shifts are used in Individual Shifts and Team Shifts.
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3.09.7 Attendance - Shift Allocations

Purpose  Set Shift type and Shift team for all employees
Menu Data Entry > Attendance > Shifts > Tab: Allocations

e Select an employee and set the Shift type:
o Team. Each employee belongs to a team assigned, below tab: Team Shifts.
o Individual. Shifts are set daily for each individual employee, below tab: Individual

Shifts.
o Weekly. These Employees don't do Shifts. Their hours are set in tab: Weekly
Timetable.
5] Shifts
Weekly Tmetable | Shift Tmetables | Alocations | Individual shifts | Team shifts | Configuration - 1 | Configuration - 2
E| Admin Clock  Emplovee Tupe Shift Team
Drepartmerit code code  name
| Factary b-002 1908 Hamizi Mo Juma Team [ | [Fantone (v
B | Factary 0-001 1902  Peter Lema Team Z Factory-& Z
Factom 0-003 1919 Dorothwdnna Peter Team El Factond IE‘
F actany 0.004 1921 Godwin T, Muris " eekly (=]
F actory 0-006 1940 Mary Fulani weekly ] v
Factary 0-0oe 1953 Stanley Mgeda W eskly = v
Factary 0-009 1954 Kennedy Swai W eekly Z z
Guards 0-007 1951 Emanuel Mmbaga Indhidual El EI
Guards 0.0z 1966 Alfred Mdosi Individual EI
Guards 0-01& 1313 Fred Msangi Individual = v
Guards 5001 1907 Haika Masawe Individual = v
Guards 5002 1967 Auwgusting Osujaki Indridual Z z

e Set a shift team, if any.
Use Teams in Team Shifts, and set in Shift Configuration — 2.

3.09.8 Attendance - Individual Shifts

Purpose  Set time tables for employees who are not member of a Shift Team
Menu Data Entry > Attendance > Shifts > Tab: Individual Shifts

e Select a Date and a department, and click Show List.
e Assign a time table for each employee.
o Enter aninterval. Click Copy to Period to copy the settings for the department and date to that

interval.
3] Shifts
Weekly Tmetable | Shift Timetsbles | Allocations | Individual Shifts | Team Shifts | Configuration - 1 | Configu
Date ovmseny | (<] Copy to Peiiod | [ Deele |
Department | Guards [«] ) | T |
Shows Lizt
Place of Work / Department  Hame Timetable
Guards Alfred Ndosi Secunty Day [=]
Guards Bugusting Dsuaki Secunty Day El
Guards E manuel Mmbaga Security Day El
Guards Fred Msangi Sacurity Hight [=]
Guards Hailka Masame Security Might El
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3.09.9 Attendance - Team Shifts

Purpose  Set time tables for Shift Teams
Menu Data Entry > Attendance > Shifts > Tab: Team Shifts

1. Select a month and year.

2. Enter a date. Copy it down by either:
a. Double-clicking the cell below it

b. Clicking the arrow button, and enter a final date for the copied range. Click OK.

| ju] 4 || LCancel |

3. For each Team, select a timetable. Copy these down by either:

a. Double-clicking the cell below it

b. Clicking the arrow button, and enter a date range to be appended to the end. Click OK.

S ecurity 2 01/05/2017|[15/05/2017| | OK | | Caresl |

8] Shifts

Vieekly Timetsble | Shift Timetables | Allocations | Individual Shifts | Team Shifts | Canfiguration - 1 | Confi

Month ay [=] vear 2017

Date IE Security-1 EI Security-2 E’ Factory-A E F:

p | 0A05/2017 m Security Day EISEE‘:L.IH[_I,I Hight E| Factony dftermoon E|Fat:tn|_l,ll
02/02/2017 Tue | | Secunty Day | | Security Might [ |Facton dftermoon [+ |Factomt
03/05/2017 “Wed| |Secuity Day [ | Security Might [+ |Factory &ftemoon [+ |Factapt
04/05/2017  Thu | |Security Day IZ| Security Might E| Factang Aftermont E| Facton t
05/05/2017  Fri | |Securty Dav | o | SEcurity Might |+ |Factorg Aftermoon | [Factong b

06/05/2017  Sat | | Secunty Day EI Secunty Might El Factony Aftemoon El Factopt
07052017 m Security Day El Security Might E| Factony dftermoon E| Factompt
N0FE I T | kdman | (D mm ariba Wil | PSS TH o | S -, | I SO}

4. Sundays have a red background, Public Holidays have a blue background.

3.03.10  Attendance - Working Days Configurations

Purpose  Configure working and off days for all employees.
Menu Data Entry > Attendance > Shifts > Tab: Configuration - 2

e Set working and off days for all employees.
e Click the Down arrow button to copy the selected setting to all records.

s

5] Shifts
Weekly Timetable | Shift Timetables | Allocations | Individual Shifts | Team Shifts | Configuration - 1 | Configuration -2
[ | Asddmiry Clack  Employes Wiotking days: El Shift Team
__ Depaitment code code  name Mo Tu'we Th Fr %a Su 1 |Security-1
p | Factorp b -002 1908 Hamisi Mo Juma v ¥ ¥ F F " 2 [Secuinz
] Factop 0-0m 1902 Feter Lema ¥ ¥ ¥ ¥ F & 3 [Factot.
] Factanp o40a3 1913 Dorathy Anna Peter ¥ ¥ ¥ ¥ ¥ & 4 [FactomD
] Factory 0004 1921 Godwin T. Munisi ¥ ¥ ¥ ¥ ¥ & 5 [FactowC
Factarp 0-00& 1940 Mary Fulani v ¥ ¥ F Fl & & Office
Factory 0005 15953 Stanley Nooda V] ¥ ¥ ¥ ¥ & 7 -
Factone 04003 15854 Kennedy Swai ¥V FFE FE gl
Fartan i T9RR oo Manai = 7
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3.03.11 Attendance - Reports

Purpose Print attendance reports
Menu Summaries > Attendance > ...

PayEasy produces attendance reports:

e List Irregular records. Lists employees with only one, or no finger print recorded for that day.

e List Late In, Early Out. Grouped by Place of Work / Department, lists employees who arrived
late, or left early, showing minutes. A grace period is considered, that you set in Data Entry >

Configuration > Employment — 2.

e Muster roll analysis — by hours

E mplayee fpgent |Annud  ADWoRk [Bresz |Dedud |Metemity|Non Snom |Sik [Teming [Teweing|Unpsid [Totds  [Ovenmime
WMol |Leswe  |@A00% fiesaing hours | Lleme  [Woking |Lemee  |@900% [@100% | @100% |Leme @150%
e |@100% @100 Day  [@i0% @t
@0 B200%
(1000] Mary 0.00 0.00] 15035 0.00 000, 0.00] 2457 0.00 0.00 0.00 0.00 0.00| 21535 20.35
[1005] Hellena 0.00 160.00 818 0 DI]| 0.00 0.00) 0.00) 0.00 0.00 0.00 0.00 0.00{ 168 18| 0.00
M AAINT Lo n nni nnn 1741 ﬂFII'II n ool nonn "}JQ’}I nonn nonn n .nn nonn a7 nnl 17609 nnn

e Muster roll analysis — by activity

Employee 01 |02 |03 |04 |O5 (06 |O7 (08 |09 |10 |11 |12 |12 |14 (15 |16 |47 |18 |19 |20 |21 |22 |23 (24 |25 |26 (27 |28 (20 (30
Th | Fr | §a | Su Mo [ Tu [We [Th | Fr | Sa | SufMe | Tu We|Th| Fr |&a| Su|Me|Tu ‘'We|Th |Fr | Sa| Su|Mo| Tu |[We|Th [ Fr
[1000) Mary w wo(w o |w w N woow W W W W M N w M woww wo|w M wWoowW W wo(w M w M
£8.22|827|8.22|232|2 45 (000|222 (220|835 |8 38 [B27(8.17 827 |0.00 |8 27| 2232|2282 20|220|2 32 |8 40(0.00 (818|817 |8 32 B3B8 [8.27(822(8.22|000
(1005 Hellns L& LA (LA N HooLAa |La LA (N L& (L& LA | N Mo|LA LA LA LA LA LA (N [LA (LA LA LA LA | M MW N
8.00)500({8.00]000]0.00[8.00[8.00|8:00]0.00)8.00 |5.00(5.00000]0.00(800]|&00|&00)600J800)8:00)0.,00)5.00|8.00(5.00]{800(5.00]{0.00)|000)215(000
TR Wi Tw L B D D T Dae Taee 1o lwae ow Jom Tee Dow Tnr lowe Twe D Die Dtae Tewe Daae e Dae Twe Twr Twe e T w

¢ Time recording differences; showing you differences between recorded and adjusted times.

Date Code Name Recorded Adjusted Difference
Time In [Time Qut| Hours || TimeIn [Time Out] Hours
09412012518 P otina 00:00:00 | 00:00:00 0.0 07:00:00 | 16:00:00 9.0 9.0
0941 1/2012[622 Restuta 00:00:00 | 00:00:00 0.0 07:00:00 | 16:00:00 9.0 9.0
AGH 4 4 e Atarnaoi na-24-a0 | AE-ER-AR G4 AT-AR-AA | A8-f-An an na
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4. HRM Entry Options

4.01 Recruitment

Purpose

Menu

Track and record the recruitment Process
HRM Entry > Recruitment > . . .

PayEasy’s recruitment modules are:

Job Analysis

Job Description

Advertise

Process applications

Evaluate, Appoint, Employ

Identify and determine in detail the particular job duties and
requirements and the relative importance of these duties for a
given job. Job Analysis is a process where judgements are
made about data collected on a job.

A document that describes the general tasks, or other related,
and responsibilities of a position. It may specify the functionary
to whom the position reports, specifications such as the
qualifications or skills needed by the person in the job, and a
salary range.

Track the methods and dates of advertising a job. Archive the
advert’s text, and print an advertising record.

Track status of applications. Link applicants with adverts. Print
applications list.

Track candidates’ evaluations. Set application stage and
outcome. Generate an employee record. Print evaluation list.

e Onboarding Plan and track new employees’ onboarding process.
4.01.1 Recruitment - Job Analysis
Purpose Identify and determine in detail the particular job duties and requirements
Menu HRM Entry > Recruitment > Job Analysis

Enter header info: Code, Job Title, Sources.

To add or edit job titles, click on the Edit button.
Select either Worker or Task Orientation.

Click the Print button to produce a hard copy.
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=3 Job Analysis

Search Job Titles
Search Codes

Code

Job Title
Created By
Authorized By

Orient ation

Ernawledge

Skills

Ahilities

Other

Characteristics

Minimum Age

Record: |E| 1 |I||W]|E] of 2

=1 B ==
[=] | Delete I
El | Print I
TA-023
Sales Manager |z| | Edit |
JP Date Created 28/09/2017
Fhd Date Authorized | 29/03/2017
Worker El

Required education: Bachelar's degree

Required relevant work experience: 5 years

tanagement of financial re sources; Financial analusiz; Training requirsments analysis

Direct the team's focus, set goals, look at data, motivate and help create training oppartunities.

Required languages: English (Spoker: uent | writken: fusnt]

il M axirum Age 5 ‘ears Worked 5

4.01.2 Recruitment - Job Description

Purpose Describe the general tasks and responsibilities of a position.

Menu HRM Entry > Recruitment > Job Description
e Enter header info: Code, Job Title, Sources.
e To add or edit job titles, click on the Edit button.
o Edit Details.
e Click the Print button to produce a hard copy.

= Job Deseriptions  [press FL for help]

2. Purpose,

Record: IEI

Search Job Tiles =

Search Codes [=]

Code TJ.023

Job Tite Sales Manager E
Created by HR. Maniager Date Created 16/11/2017
Authorised by  Manaager of Operations Date Autherised 03f12/2017

Job Analysis Code TA-023 El Sales Manager

Tasks Detzimines annual unit and grozeprofic plans Flace of wiork Arusha

Implements national 5 ales programs E e Managemart Jurior Lavel
Duties Establishes sales objectives Salary Grade 04

Salary Range 2k

Roles Maintains zales volume, product mix, and zeling price Working Hours 45 ek,
Pzt Emiplayment Type Ermplaves - full time
Essential Duties  Establishes and adiusts seling prices by monitoring Minimum Education  Bachelor

Gosts, compatition. and supoly and demand. e —
Scope
1. General.

ABC Ltd, encourages employees to assume responsibility, and to waork unsupervised,

ABC Ltd, employs a Sales Manager to monitor and direct the flow and administration of our goods for sale, maintain optimurm

1 [ [M]eH]ef 2

=]

R E]
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4.01.3 Recruitment - Advertise jobs

Purpose  Track the methods and dates of advertising a job.
Menu HRM Entry > Recruitment > Job Analysis

e Enter header info: Code, Job Title, Sources.
o Edit Details.

e Click the Print button to produce a hard copy.

=3 Advertize

P | Sesrch dob Tite [=]
Search Yacancy Code =

‘Yacancy Code Ah-023

Job Title Sales Manager E Code: TJ-023

Created By JP Date Created 294105201 7

Authonized By M5 [ ate Authaorized 30042017

Fiecivitment Type External El

Media Iedia Type Media M are Ihzertion Dates -
Mewspaper EI Daily Mevas 2511 0ct 2007 L
wiebsite EI wir abc. coukz az of 27172017 1
Recruitment Hgency E| Headhunters TZ Led. as of 2172017

= <
Deadine Date 30142017
Advert

e you an adwverticing gales leader with a terific reputation for developing and motivating the best talent? Do pou congider youreell &
coach and & mentor in wour surrent anganization”? Do yau have atrack record of success at driving top sakes results and building
paitnarships?

ABC Lid. i hiring!

We are looking for an analytical thinker whe has experience, and wil be excited to, develop and srecute sales shategies. tactics.
plans, processes. spstems and programs for our inside sales organization. ‘we need a leader who can work. and thrive in a fast pace
envimnment and ullize their great communication skills to manage a team

IF o ha_ve astong reputation for managing @nd scalin_g high_per_fmmance $_ales teams and have atalent for respanding effectively ta
market dirsction. caonsumer need and competitive postions this might be the job for yaul

Record: |E| 1 |Z||E|E of 1

4.01.4 Recruitment - Process Application

Purpose  Track status of applications.
Menu HRM Entry > Recruitment > Process Applications

o Enter criteria to select Job adverts.
e Set the status of the application.

e Click on a Candidates button to enter applicants.

-5 Process Applications E@
[~
Code Job Description Type L ocation Status Candidates | Reset |
P |[8023 [Sales Manager External Amizha Fublished [ | EI -
A 45 Transpaort Coardinatar Bath Mashi Publizhed EI III
Y098 Drivvest External Mashi Clased E' III
Wa012 Office Attendant External Moshi Canceled El EI
W56 Transport Coordinator Both M oshi Mew EI III

e Enter Candidates’ info,
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e Click on a Details button [»] to enter applicants’ details

-5 Gandidates e S]] | candidate Details ==
Bint._| » —
AyvH23 Sales Manacer P - ik
Fusl Mainzs Friies Eniai Cale Slage Drelaix te of hith CI1/2171380
Last Mame applizd Outcone L el E'
@|John 076 2" 3 156 john.ruziEgmal. com 121207 Inited -
rushi I g Pendng % III tionzlity Tarzavian [+
[Aria 0767 123 TED arir 2. haayo@yniail com 0712017 [rvited El EI elal Adhiess FO B 12347
F.aara Suoosasful |=] Lo Hushi
& =1 M —
4.01.5 Recruitment - Evaluate, Appoint, Employ
Purpose  Track candidates’ evaluations. Appoint employees. Make employee records.
Menu HRM Entry > Recruitment > Evaluate, Appoint, Employ
e Select a candidate and adjust Stage, Outcome.
e Click Evaluation [*_ and enter rates for Evaluation types.
e Click Employ [* to convert this Candidate into an Employee.
e Click print to list the evaluations.
..ﬂ Fnoress Faaloahinne S|S0 7T N sl i Fusinrion = ]
: Fimt I -
T I: = :I :| F .Jn.'-l I N
Uy Jzb sscpaon ml by i Home Slzge Lndzanss L=shustion Lvphoy e i
F|ei00E  Sakae e - His- Irvdeal P [2] [ B ] deeeeew: w |G 22 e |
ASNEE R =i Fog o Ligddzal [P — e B [y | MRV | w [ sl |
Ay Vergane; e e e | e T —I -l -l
T TEE  Tiereema: Doz =al= Flf=r] La=m
$ Arepnd sore vauswent s edd on amzleyse czoord bar ol Pyssid
Y Ha
4.01.6 Recruitment - Onboarding
Purpose Plan and track the new employees’ onboarding process.
Menu HRM Entry > Recruitment > Onboarding
° Select an employee’ -5 Onooarding [press F1 for helo] ==
and enter details for sratanes = (o |
each onboarding : = o )
h =alapes Alhed Mz =] Cods 0012
approaq ’ Asproach Comoany Canlast Start End Locstion Conmens [Deleta|
e Click Print for an Flidependert  [w]llomisibuma [ date 260" 172017 | 20/1" 2017 Geles Harazer =]
. . esding fve 11C0 | 1woc |Ofies
Onboardlng IIStIng Gioup noctng EFr:d Mzarg Ed:bc B4 1/2017 | 2617 22017 | Corforence z‘
linz 030 1030 |'0am
Accornpanimort |L|wdg wangi |L|d:bc 28 1/2017 [ 301 2017 HR Chhes j
tmz  OOCO 1700
% [l = -]
Juncame
Records 14 4 [ 1 [k [M]k#| o7 2
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4.02 Grievances

Purpose Process Reported Grievances
Menus HRM Entry > Data > Grievances

e Enter header info: Code, Reporter, and Supervisor.
o Edit Details under the tab Intake, Investigation, Arbitration and Review.
e  Click the Print button to produce a hard copy.

== Grievances, [V|EJA|D|

Date 19/03/2M 8
By Lucky [+]
Lerrel Head of Department |Z|

Acknowledgement

By tangi EI

Date 18/032018

Search Code [=] Search Aeportat =
Code G1805 Repoited by I ozha El
Feported wia | nterm ediany El Department HL El
Job Title DOffic:e Attendant [=]
Supervisor I azawme El
Irkbake | |rwvectigation | Arbitation I Fieview|
Feceivad Desciiption || hawe consulted my doctor and discussed with him the fact, that the combination of

excerzive workload and work place harazsment have exacerbated my asthma,
triggering my having asthma attacks. Thiz has meant that | have had to medicate more
frequently. Ae a congequence of such, the excessive uze of my inhalars is having a
detrimental impact upon my health, inducing both rapid heart beat and heart
palpitations. The cumulative effects of the aforementioned have adversely affected my
abilities and capabilities to undertale my dayto-dap activiies. This impedes both my
mobility and concentration within the: working environment. | am asking that 4B C Lid.
make reagonable adjustments to accommodate my disabilic, and acts with due
diligence to remedy the situation.

Record: IE i \I"EIE] of 2
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5. Report Options

5.01 Report Sequencer

Purpose To select reports that you want to run each month.

Menu Home > Other > Report Sequencer

The Report sequencer speeds up monthly
reporting.

e Open the sequencer window with
Home > Other > Report Sequencer

e Select the reports

e Torun asingle report, press the button
.35

e Torun all reports, click Run all reports.

e To print the reports directly without
previewing, deselect the Preview tick box.

5.02 Pension Summaries

= Report Sequencer. [press FL for help]

Open reports in the order selectad

Tabular Overviews
Tabular Overviews
Payments

Salary slips

Payments

Tabular Overviews
Payments

FPayments

FPayments

Fensions and Insuiances
Fensiong and Insuiances
Fensiong and Insuiances
Pensions and Insurances
Earritigs and Deductions
Earmings and Dedustions
HRM Reports

HRM Reports

- By Department

- QuickBaoks Manthly Qwerview
B ank Deposit advise
3 per page
Cash &dvise
QuickBooks Monthly Overview
P apment Credit Slip

- 5OL Monthly Return

- Wforkers Compensation Foim

- PPF Summan for the month

+ MS5F Repoit for the Month

+ LAPF Sumnmary for the month

- Individual Cantributions

- E arviings Summary

- Deductions Surmary

Statistics

Expired Cartracts

Fun all reparts

I
o
=
o
=
<]

£ EN EN N N KN I [ KN EN £ K/ 3 E KN EN ENEN KN

hdbdbdbdbdbdbdhdhd bdididbdididbdidbhdid ]

Purpose To summarize the monthly pension contributi
Menu Payments > Pensions > Annual Summary

e You select reports by pension provider.

ons

e The report lists gross salaries, employee contribution and employer contribution for each

employee.

2 ABC Ltd S

" PPF pensions for February 2008
Code L==t name= First name Gross Sslary Pension Pens=iaon
=1 gyl =R =37 ="1 gl oywer
1085 10%

0001 |Lema Feter Ta.E0 0860 70,550
0-002  [luma H amizi aZr.En0 93,760 53,760
0-006  (Fulani it ary 635,400 63,840 3,840
0-00% (Mgoda Stanley 336,000 33600 3,600

[l
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5.03 Loan History

Purpose To summarize loans issued, and their deductions and balances.
Menu Summaries > Loans > Summary

e This report summarizes loans information, for a single employee, or all.
e To produce a report for all employees, leave the Employee field empty.
e Loan information is entered under Data Entry > Loans.

¥ ABC Ltd ABCLL
" Loan history
Enp byee [Transaction|Transacton| Amount Terms Momhly Remark
Date Type (months) | Amount
IMasMe,Fned 0LoL/Z00s Lrue 200,00 4 300,m00.00
SLoLme Daduction -500,000.00

Halanece 15000000

5.04 Pay slips

Purpose Display or print the pay slips for the current month.
Menu Payments > Salary Slips > . . .

e By selecting previous months, you can reprint pay slips.
e Print a range of slips using the File > Print dialog box

# ABCLr,  ABC Ltd ¥ ABC 1A ABC Ltd # AEC LA ABC Ltd.
Salary slip for Mz 217 Salary sllp for May 247 Salary sllp for May 2017
Payment point:  Amsba Olfice Pay ment point:  Ansfa Ofice Paymisnt podnt:  Moues i Offce
Placs | Dept A
payrofl coos: 14 Print rd 4
Lzt nams W
Firs f naims : Ei Printer
P IvBdon N ; !
Designation: G piame: EPSON Stylus Photo R270 Series ~ Properties "
Status:  Ready I
EARNINGS: Type: EPSON Stylus Photo R270 Serieg B
Bkl Where:  USBO02 £
i
Total Ear] Comment: [Print to File
DEDUCTIONS: Print Range Copies o
3
OF] MNumber of Copies: 1= n
ToBIDedE  (Tpages  From: I:l L
TAKE HOME: 114 12 513 Collate
AN ST 11 S2558: T2 Selected Record(s)
Gmss: 345,000
Teecaie FHAIS Setup... Cancel

To print a signature box in the slip’s bottom, select Data entry > Configuration > Financial and tick
Print Footer on Salary Slips.
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5.05 Tabular overviews

Purpose Summarizes all earnings and deductions for all employees in a month.
Menu Summaries > Summaries > Standard Overview
e Use this report to check the payroll before producing pay slips.
s ABC Ltd. AN-931/67
£ ABC Ltd. e
Payroll for May 2017
Code Name Basic/ Taxable |Pension & PAYE Loan After-tax Taxable SDL Workers |Pension & Gross Taxable |Take home
E flective other insurance deduction total total Compen- | insurance
Bagic Eaminge | employee deductionz | deductions eation employer
1901 [Fred Amos Masawe 1,200,00 3290772 388, 56| 941,357 [i] 80,000 0l 174,044 6368 385,765 3867855 3530880 2456 50
519,09
[ 1902 [peter Joswatema 30000 of o 7o d 100,000 ol 1zs00] 2000] of oo  soopo0]  18san)|
5.06 NSSF Summary for the month
Purpose Display or print the official NSSF summary report for the current month.
Menu Payments > Pensions > NSSF -1 ... -3
1
MNATICHNAL SCOCILAL SECURITY FUND FORM: NS&F CCN § (MISF15)
TAARIFA Vi MICHANGO YA WAMACHAMA / MEMEERZ' CONTRIBUTICN RECORD
Jina la tajiri/Employer's name: ABC Ltd
Anwani/iddress: P.0. Box 24680 Arusha
Nankba va Tajiri/Emplover MNo.: 123456 MNarba va WNkos/Regional code: 0101
Hohango wa wanachawa kwa mwezl va Huaka UTkurasa
Statutory contribution for the month April Year 200§ Page No. 1
3/ |[Jina la Mwanachams M= hahars flarcba va Michango
No |Member's n=moe Tage Muanachama (Contributions)
Mexber No Sha Cts
1|Babu Kaaya 201,600 (34375777 40, 320,00
2[borothy Peter 386,400 [35168777 77,.280.00 |
NSET CONOG

THE UNITED REPUBLIC OF TANZANIA
NATIONAL SOCIAL SECURITY FUND

EMPLOYER CONTRIEBUTION FORM

M Aseparate kinst e Glled Bt ool oo il

o B e Tt

il oy

Employer Details

Current contribution Details

Conle bulion
wenth

Frnps oy NASF
Reg. Ho.

|I’—|2|3|“ EE

o b
[(d

RN

MY YT T

THE UM TEIFEEMUIBLE CBF TAME AN LA
P TR S LA LS UL R FUNL

INSURED PERSON'S
CONTREIEUTION EE COED

"
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5.07 Bank deposit advise

Purpose
Menu

e Bank payment advises are generated:

" ABC Ltd.

ABC Ltd
Salary deposil advise for Aagus| 2000
Bank: EXIM Bank - &rusha

T st nane Tivst nme 75 acrnant Amommt
Fulei_ Y S7sz0Td444 419,259
T T S7s060=533 439,741
Lz B Sis0612545 £17,715
Lusiey BT S7azassiic 309, 0-0
Thn i EREM s7ssTos2zz 378, 620
Tolle” B S75337a1L7 233,728
Ty = _anley
Ferer Corocny
Hwal Xennzcy
Total 1I3 3,352,704
ate: PRSP

Figantory 1:

Figaatory 2:

[Cheque nandber(s);

e Electronic copies are found in the Report folder:

£ =} L (]
|
? i A i ARG
1 D O v Aczoun: 50912609
4 Murikor of errployocs 13
8 [Tatal Saary Liroart E£,32E,558.00
R F=tteni Cate FRAEN?
i [EN Clancderc Zharteied Dark
H
4 =0 Aracum |Nere &cocunt by
mn 1 RINAZA N |[Saitima CINN31<7RARCN
12 72602000 [Molle 100737704100
12103 4N 3R 07 Rk CINNAL2R4300

5.08 Leave reports

Display or print the Bank deposit advice for the current month.
Payments > Slary payments > Bank

Purpose
Menu

o The Leave details report summarizes leave data, by month.

To summarize leave data for a year.
Sumaries > Leave > . . .

2 ABC Ltd.

ABC Ltd
Leave summary for 2009

El Name [Montn | B& [Eamed[Tahen | cf | [ 0006 [Fubnibsary wan | ooo | oo | ooo | oo

[ v Jerm, peter FEEEA R TR Feb | 000 | 000 | 000 | 000
Feb [2379 | 153 | 000 | ®8 Mar | 000 | 000 | 000 | 000
War [ 2562 [ 13 [ om [ e Apr | ono | ogo | om0 | oo
Jor | 2745 | 183 | 000 | #%5 May | 000 | ooo | om0 | oo
Wy 2028 | 183 [ oo [ 3 [ T T T
| 3101 | 185 | 000 | 28 s [ ono [ ooo | oo | oo
MEEEIITES Awg | 000 | opo | oo [ ooo
Aug (3477 | 183 | 000 | mE Tobal 0nd | oo
Total 1454 | 000 [ 0007 Pabagz, Ereruel [ Jan [ 1750 [ 000 | o0 [ 1750 |

e The Leave by month report lists leaves for each employee by month.

% ABC Ltd.

ABC Ltd

Leave by month for 2009

[first name llast name [B/F_ [earned Taken [C/F~ |
Eul
Godvin M urisi 2804 189 I
Bertha I kamba 3254 1.83 0 3477
Fred Il azawve 5.94] 2.33] 0 8.27]
Peter Lema 32.94] 1.83] 0 477
Babu Kaaya 2282 o 0 2282
Dorothv Peter 32.94] 1.831 0 .77

I Tazan [ ann

T ron

IETEEN
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5.09 PAYE Statement

Purpose
Menu

To generate the TRA report ITX215.01.E
Statutory > Semi Annual > PAYE

o Edit some of the statement’s
fields in a dialog window. Click
OK.

You then select the year, and
the first half or second half.
Click OK.

Select Vear, Half

Year 2017 |
Half 1|
Branch |Headquarters w

e The statement is produced.

A

TANZANIARFVENUE AUTHORITY

STATEMENT AND PAYMENT OF TAX WITHHELD

YEAR: [2[0]1]7]
NTRAER AR BERE

Period: (Please tick the appropriate box)
¥ From 1 January to 30 June
O FromlJuly o 31 December

Name of Employer:

C Led. |

Fo.

Postal A ddress:

Box .0. Box 113¢ Possl Gy fousha |

Name of employer: zsc rtd.

P.AY.E.-DETAILS OF PAYMENT OF TAX WITHHELD

11N|1|2|3.4\5\s.7|3|9|

SN0 NAME OF PAY  |POSTAL ADDRESS|POSTAL CITY| BASIC PAY | HOUSING [ ALLOWANCE | GROSS PAY |DEDUCTIONS| TAXABLE TAX DUE
EMPLOYEE ROLL MO AND BEMEFIT AMOUNT
1 [Fred, Masawe 11901 F.0. Box 12345 (& rusha 6068710 1] 3,350,772 9,536,405 553,642 8,582, 763 2,089,125
2 Peter, Lema 802 P.0. Box 280 (Arusha 3122400 0 459,248 3,621,648 174,588 3,446,660 587,898
3 Haika, Masave 1807 P.0O. Box 11851 [&rusha 1,008,000 o 30,000 1,038,000 103,800 934,200 36,096
4 [Hamisi, Juma 11508 PO Box 123456 (Arusha 2,550,400 78,704 167,520 2,717,520 271,792 2,573,968 337,711
5 Berdha Mbamha 1944 P N A A & rusha 1 244000 n n 1244000 4174 AD0 4 200 800 4 187
5.10 SDL Statement
Purpose To generate the SDL report ITX215.01.E
Menu Statutory > Semi Annual > SDL
e Edit some of the statement’s fields in | iwfmsson o5t e
a dialog window. Click OK. Here o engines 28C L0 "
POE e b | WE
You then select the year, and the Paad Ci —_ o
first half or second half. Click OK. e i Fusiblose ik
Bk Bl T il e F
Shesal Lecaten Ubarai=d Ergnarsn La=w
Hahae il Biirsets | Hoathatis Retad Fomicon  [OHGHTG || ok
Entis ket | Eri =
Al
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e The statement is produced.

5.11 WCF Statement

TANZANIA REVENUE AUTHORITY

SKILLS AND DEVELOPMENT LEVY
EMPLOYER'S HALF YEAR CERTIFIC ATE

YEAR: [2]o]1]7]

{To be submitisdto e TRA offics within 30 days afler the end of sxchsiz-monh calendar pariody

[EMPLOYER'S INFORMATION |
[On: J[al=[sM«[sTc Ml 7[s]s]
Name of Employer

RBC Ltd.

Purpose
Menu

To generate the WCR-3 report form.
(1) Statutory > Semi Annual > WCR

(2) Options > Setup > Configuration > Tab: Earnings, Deductions

Select the report’s period. Edit some
of the statement’s fields in a dialog
window. Click OK.

You need to have set up this:

e Select
Options > Setup > Configuration
> Tab: Employment
and set the WCF categories:

e Select
Options > Setup > Configuration
> Tab: Company
and:
- Enter WCF Reg No.
- Enter branches, if any.

e Select
Data Entry > Payments >
Employee info > Tab:
Employment Details
to assign branches to
employees:

Select Period
From Wy IE w2l 2007 [
Ml 17
FMame Gl Latzer
Dempraben CfFce Manoger
Date o | [Toaey |
o |
Type of contract Notes

Employee - full time -Mgmt Fixed |v| [
Employee - full time ~Support Minimum 45 hrsfweek Fixed |
Seagsonal Daly |-
WICF Reg Mo 9323450823
Branches
Branch Mame Street / Location PQ Box
p [Head Quarters 145 Uhuru Road 24642
Moshi Branch 170 Rengus Street 13764

Confracts
7 7 =
Period % 01012003 | - 31/12/2010
Bagic salary s 125 o 6,815,300
Factor 1.0000

Place of work [ HO:Management:Senior
tment

Branch Head Quarters

=

Frocess  Finger Confi-
Printing dentia

[ jj|Permanent
[] §|Permanent
O WTemparary

City K
arusha
Moshi
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5.12 Payslips

5.12.1 Print Payslips
Purpose Print payslips
Menu (1) Payments > Salary slips > . . .

(2) Options > Setup > Configuration >
(3) Options > Setup > Configuration >

Formats are:

3 per page: portrait, 3 columns, each
column different slips

2 per page : landscape, two columns,
each column different slips

1 per page-copies, portrait, 2 columns,
both columns same slip

On each slip you can add: (refer to their help
topics; see Options > Setup > Configuration >
Salaries)

A footer

A signature area.

Tab: Salaries
Tab: Company

[RENTRTE TS

TAKE HOME:
Bankase 0100314759500:

LEAVE:

B rought forward:
Eamed
Takenthis monthe
Carried fonward

(L ERaIE]

306,067
I0E06T

549
163
0.00
T2

Removed achievement bonus footer
Thave wed my ealary

ag indic ated ahove: signature
Daate: area
Nawwe: _ =~

Signature

By selecting previous months, you can reprint
pay slips.
Print a range of slips using CTRL+P

Set the print order with Options > Setup >
Configuration > Tab: Company

WABCLE, ABC Lid.

{ AECLIL  ABC Ltd.

‘f AEC Lid  ABC Lt

Sty o My 30T
Faymantpoint  Aseh Ofiza
Fiscs Dapt A

ety oy T My BT
Paymentpoint  Asehs Offza

Ssiay i o iy 2017

Pynantpont Arsks e

apron caan: 1 Prinl 7R
Lsstrams: M)
Fstrame:  Er  Crinter
Famsionae 43
Cosiguaton: & pzme: EPS0OM Stylug Pioto R270 Serlzg E Fropertes
Stehs:  Hzzdy I
EARMING 3. Iype EPSON Styius 2hoto R270 Serles
Buk . v
4ot wrere:  USE00Z .
Tota Ear  Commeils [Pt w File
DEDUCTIONS: Frint Range Copies o
@al . = B
Mumber ol C P id
| i ol [ 1] |E
Tuklfeds (Tipages  From: E
a2 e Callzts
. Select=c Recordis
szp., Canzel

5.13 Payslips in an Alternative Language

Place of work - Code

Purpose

Menu (1) Data entry > Employee Info > Tab:

Financial.

For selected employees, print their payslips in an Alternative Language

(2) Data entry > Configuration > Tab: Financial / Earnings, Deductions / Docs, Scores

payslip of the selected employee will be printed in the Alternative Language.

Payslip, ID card
Email
Alternative language

O
M

Select Data entry > Employee Info > Tab: Financial and tick Payslip in Alternative Language. The
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2. Alternative language translations are entered in three locations:

a. Configuration of overtime: Overtime Description - other Rate Code
Options > Setup > Configuration > Tab: ool language
Financial None Hakuna 0.00%: X |
' Standard Kawaida 150.00% N |u
3ublic Holiday Likizo ya umma 20000% P .
b. Configuration of Earnings and Deductions: Earning
Options > Setup > Configuration > Tab: Earnings _ ather bnguage Type
Earnings and Deductions. Transport Posho ya usafiri TZ5 |
Responsibility40 Posho ya wajibu40 TZ5 [«
Relocation Kuhamishwa TZ5 |
Deduction
Deductions - other language Typa
Health hill Hati ya haospitsli TZ5 |

Adjustment - non-taxed
Adjustment - taxed

c. Configuration of a translation list: &| | English
Options > Setup > Configuration > Tab: Account number

Addrese during lesve
DOCS, Scores. Adjustment - non-taxed

Adjustment - taxed
Advance

5.14 Pensions Annual Summaries

Marekebisho-yasivo na kodi [TZ5 |
Marekebisho-hulipiwa kodi | TZS |

4] Al Language

MNamba ya akaunt

Anwani wakat wa lkizo
Marekebisho-yasiyo na kodi
Marekebicho-hulipiva kodi
Advansi

Purpose To summarize the annual pension contributions

Menu Reports > Pensions and Insurances > Pension Annual Summary

e Select reports by pension provider.

e The report lists gross salaries, employee contribution and employer contribution for each

employee.
}K ABC Lid
ABC Ltd. PPF contributions for 2009
Employer number: 654321
Code Last nane First name Mumber | Basic Gross Employee | Employer Total
Salary Salary contribution | contribution
10% 0%
fo-00g el fetanley 121568 336,000 338,000 FFE00 33800 67,200
0009 [Ewal enredy hrinown 436,500 438,800 43 E20 43580 57,360
[>-010  pdanai udy Pl 32333 412,000 512,000 51,200 51,200 102 400
0011 Macha Karoling bk 252,000 252,000 25,200 25,200 50,400
0012 fudost [avrea hrknown 304,000 304,000 30,400 0,400 60,500
[>-013  Mosha Moy lrknosan 672,000 672,000 67,200 67,200 134 400
ote Jucky onathan hrinown 400,000 400,000 40,000 40,000 0,000
0-015  Mkamba Bertra hrnown 268,500 268,500 26,880 26,560 53,760
f5-002 suljaki Puguating Pty =Rty 4,000 4,000 400 5,400 18,200
[T otals: 3,265,600 | 3,336,160 333,616 333,66 667,232

PayEasygdglfd Payroll and Human Resources Software

Page 46 of 73



5.15 PPF Summary for the month

Purpose
Menu

¢ Enter Cheque information; click Calculate to get the total amount payable.

Information for PPF form

Cheque Mumber
Cheque date

Cheque amount

214560
091172011
1.030,624.00

1147 = alasm, 1=1Ta0E

FAT A

Tak 21291923, 21 0242

CONTRIBUTICHS FOR THE MONTH OF
Wame of Emplayer:

Address:

Employer's Reg strallon Kumbar:

January, 2010

ABC _td

2.2, 30x 21680 Arusna
1235

Page U= 1

Cmgue o 214300
Dale ol deue 0F 1AL
Amuer 1Az m

SiM| ¥ emborsh p
Mumber

1121 4RF

YRR

b —

Ful Mama

Stanler Ngoda
Harsl Jama

Morthly caary Memibcrs Cortribuiions

Hata Amount
1070% 38,304 00|
17% 10,023C.00)

AR2.040 00)
A4, 30,00,

Eraloy ors Contr butiors
Hale Amoart
100% RERTE
1.7% 10,002, 30

Tota Contriout on

FA.A08 OO
20,20C.C0O

Display or print the official PPF summary report for the current month.
Reports > Pensions and Insurances > PPF Summary for the month

e See also NSSF Summary for the month. To print a report for an alternative pension fund
select Reports > Pensions and Insurances > Pension and Insurance Summatries - All

5.16 Print a

nd View

Purpose
Menu

e When selecting a report, often a dialog
box pops up asking for parameters.
Enter parameters, or click OK to accept

all.

The report is displayed on screen.

To print, select CONTROL+P

Note:

o Most reports are automatically exported

to an Excel file.

e The Report export folder is set in
Data Entry > Configuration > Folders

To preview and print reports
Options > Setup > Configuration > Tab: Folders

Pzried

From May 2017 w
Flter

Empluyes [actve ~

Typ= of enntract
Fayment sont
Depariment; Place of work
Status

Mace of payment

Ean<

Employment main ‘vzl
Employmentlevel

Employment grade

Selzct Report Crieria - Leave empty forall

[press F1 for help]

Recalculate
Carrency
o May 2017 |+ TI5 |w
~ | [First

Craup by
Mo Group 1%

Salect columng

Mone
] Basiz
T Nuetive
] Howing
7] Tawable Other Camings

:| Sftel T ar Otber Zahings

7] Fension Inswance Emploves
P&yE

] Laan Ded.ction

Tasahle Trtzl Nad inkiore

Atar Tan Total Deductions

SDL

Pension Insuance Employer

Lirozs

Taxable

Take Home

] Wrrcem Campensaticn

1 Lacal Sarvice Tax
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5.17 Signature and Leave sections on payslips

Purpose Show / hide sections on payslips

Menu Options > Setup > Configuration > Tab: Company
e To add a signature section, and Salary slips
to hide the leave information, tick  Show signature section ]
these options: Leave Section Hone

LLMIL L OH] IS

e Signature and Leave sections

[REITRTEIN

appear like shown on the right. TAKE HOME: 308,067
Bankarc 0100314759500: 208,067
LEAVE:
B rought forwarce 249 leave
Ea 183 = cection
Taken this momthe 0.0
Camied forward: 732
Femoved achievement bonus footer
1 have receired my salary
as indicated ahove: signature
Date: section
Name:
Signaiure:
5.18 Signature section on reports
Purpose Show / hide a signature section on reports
Menu Options > Setup > Configuration > Tab: Salaries
e Select Data Entry > Configuration > Tab: Salaries.
e To add a signature section on reports, tick this option:
Salary slips
Show signature section +
Leave Section Mone WA
e The Signature section appears like this:
#18 [Totas wnm 0| eem| om0 amsy  Emor
Prepared by Reviewed by: Authorized by:
Date: Date: Date:
B S S I S S I S
Signature: Signature: Signalure:
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5.19 TRA Payment Credit slip

Purpose To prepare the monthly payment credit slip ITX300.01.E
Menu Statutory > Monthly Statutory Payment > PAYE

¢ A dialog window allows you to edit fields
of the payment credit slip. Click Calculate
to fill in the total amount due.

e The credit slip is produced:

— —
TANZAMA FEVENUE AUTHGRITY
DEMFTHEST oo oo e e
TP Y MTHT TAYT TAVUTHT CSMT 3 P

SRIEE HEE  LILE

Toseralac A o Tazenn

5.20 Email Pay slips

Purpose To send pay slips by email to employees

Menu (1) Payments > Salary slips > Email
(2) Data Entry > Data > Employee Info > Tab: Financial

This feature only works if MS-Outlook has been installed on your PC!

b In Payslip, ID card
Data Entry > Data > Employee Info > Tab: Email
Financial Aternative language [

tick the Send pay slip by email tick box of
employees you want to send pay slips to.

e In Data Reports > Salary slips > Email pay . ===
slips complete the optional Subject and Body
fields, and click Send to send the pay slips via
Outlook.

Subject: Pay slp

Body: Please find attached this month's pay slip

Note: while emailing, printing messages and the
emails flash on the screen.
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6 Options
6.01 Configuration

Purpose 1. Manage the contents of pull-down lists in data entry forms.
2. Record default information.
3. Record PAYE tax tables.

Menu Options > Setup > Configuration

e Select a Tab, and edit values.

Ea] Configuration. [V|EJA|D|

Recuitment CGrievances Salaries Jisciplirary Docs, Scores QuickEooks |
Company Finandial PAYE, SCL Pension, Insurance Earnings, Jecuctons Employment I Erployee Info |

=
PAYE Table name 2114 | Print tables ] [Delebe Table ] [lmpert‘rab\e] PaYT table in use E] 015 =]
-atest publshed PAYE tables
atest pubished MAYE tables SDL percantage E] a5
Minirmum Maximiim Parcantage  Offsat Delete Row 'WCF percentage 1.0
2 0.00 170,000.00 0.00 0.00
170,000.0C 360,000.00 9.00 0.00 : C
380,000.0C 540,002.00 20.00 17,100.00 StidilaabicEeneisloleioss
540,000.0C 720,000.00 25.00 £3,100.00 Add non-monetary berefi to  Taxable [=]
TI0,000.00)  99,399,593.00 an.nn <&, 100,70
* .00 .00 .00 .0 Loan benefit m knd
Statutory interest rate 12| %
| Record: W 4 10 af10 | b M F i Search | Exceeding mentrs kasic 3

e Inlists:
o Add entries by scrolling to the bottom of the list, and enter data.
o Delete an entry: select the entry by clicking to the left of it, and press the
Delete button.

Currency  Show  Rate E

Cents

k| [TZS [}
usD 4500

UGX (]
*l | & 0

exchange rates

Home Cumsncy 725 [w|
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6.02 Configuration - Company Info

Purpose  To change the company logo
Menu Options > Setup > Configuration > Tab: Company

Canfiguration. [V|F|a(0]

Disciplnary Docs, Szoves Quidaacks

covpany Financis! PAYE, SD_ Zersion, Inzwance Earringz, Ceductionz Emgloyment Erployzz Info ecruitment Grizvarces Salzries
Oraxizationin Sacry sios Loaa
Hame Urganizabor 4 | TERIRE] Show sgnaturc seztion. =

Leavz SecIon Mers o L,

Address Ll ru R 556 e T ) ABC I td
Piot Murrber 234 [
Hlock HuTber KK
PrIANK V.0 Bow 11ke heports
Clw [ Towmn arusha

Smow aignature sachon
Soown chnck: (seann=-) ~vie ]
¥hona - frer 1258 37 23507777 Sl el |

County Tanzanz

Phnn= - seood ot /s 125A% BLtrerze -epars A

Phonz - third +755 ARS PR Llcenses

Fai +257 27 2503300 - playee ey form

Freil ¥ RAJErATM KR By U

i '3:’5':“3“5 .(ﬁﬁ S single contiact |2 ] 7 [PV IR TR TR ITE Y
ke 2 o= dodk (pcarner) code | IR Lizes= STEFEARCE T4

rw 122155760 Sy o

. LLdidsaed Cilbers

WCF RewHo 9823923 _

HESL3 emloy= cce AR 120456793077 Lee Hill Teans ]

Integrato" rumser 1 POF prnter drives ot Rescer PO
rinter

e Organization info.
¢ Note that the name of the organization cannot be changed.
e Salary slips.
e Show signature sections: tick to add a signature section to the salary slips.
¢ Hide leave section: tick to remove Leave section from the salary slips.
e Order: set the sorting order in which the pay slips are printed.
e Reports.
e Show signature sections: tick to add a signature section to the printed reports.
e Show clock code: add clock code. Only tick if you are using biometric scanners.
o Filter reports: Display a report filter each time you make a report.
e Employee Entry forms.
e Show single contract: tick if you don’t want to track contract history.
e Use clock code: only tick if you are using biometric scanners.
e Others
e Show reminders: automatically show reminders when starting PayEasy.
e Logo
e Add a company logo that is used in report headers.
e Licenses
o Registration key: show PayEasy registration code.
e HRlicense: enter HR license code.

6.03 Configuration - Import employees data

Purpose  To import employee info from an Excel sheet.
Menu Options > Setup > Configuration > Tab: Company

Use this option when starting to use PayEasy+HR. Import employee info from an Excel sheet
into PayEasy+HR.

1. To create an Excel file, empty except Import Employee data
for the mandatory column headers, |uake File | | Import |
click the Make File button in the
option Data entry > Configuration >
Tab: Company. This makes a file
c:\PayEasy\EmployeeData.xls.
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2. From one or several source Excel A = C
sheets, copy data below the 1 |Altcode lastname first name
appropriate column headers ;

10

3. Save and close the Excel file c:\PayEasy\EmployeeData.xls.
4. To import the data, click the Import button in the option Options > Setup > Configuration >
Tab: Employee Info. Data imported can now be seen with Data Entry > Employee info.

5. The fields Nationality, Pension, Type  ImpertEmployee data Make File
and Status are entered -
automatically, as the table displays
at Options> Setup > Configuration >
Tab: Employee Info:

Import

6. Any entries encountered in the spreadsheet for the fields Bank1, Payment Point and
Currency1 that are not in the pull down lists for Banks, Payment Points and Currencies
will be automatically added to these lists.

Note: After importing, check the records in Data Entry > Employee Info, and the records in the
pull-down tables in Options >Setup > Configuration > Tab: financial.

6.04 Configuration - Foreign currency

Purpose Pay employees in foreign currency

Menu (1) Options > Setup > Configuration > Salaries
(2) Data Entry > Data > Employee Info > Tab: Employment Details
(3) Data Entry > Data > Employee Info > Tab: Financial

e In Options > Setup > Configuration > Salaries select a foreign currency, if you are using scales.

Grade Level Curre- Basic 7
ncy  Salary

132 |.. Management Executive Lewvel .. USD | .- 1,131

13 |.. Management Executive Lewvel .. USD |- 1,226

14 .. Management Executive Lewel o USD | 1,271

15 .. Management Executive Lewel |.. USD |.. 1,338

16 .. Management Executive Lewel |.. USD |.. 4,804

e In Data Entry > Data > Employee Info > Tab: Employment Details, select a foreign currency if you
are not using salary scales.

Contracts

? 5’; =i Joh title, specification, description 2 Emiployment Lewel, Grade
Period *k 01/01/2009 | - [31/12/2010 m Sales Manager A Management Executive
Basicsalary % USD |. 4,804 Level v
Factor 0.5000 Adviges management on local

issues: permits, licenses, others | ™
Place of work / HG:Management:Senior v P 16 =
Department Sales Manager
Branmch Head Quarters a

e In Data Entry > Data > Employee Info > Tab: Financial make foreign currency accounts.
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Banks

r .
Account 1 Account 2

Bank name Barclays Bank Biarclays Bank o
Bank Branch Arusha Arusha v
Branch Code 777953 FEFECE]
Account number 904590830590 1698437321
Accountmame  Mr, and Mrs, Masawe
Currency 175 o 50 w

' y

6.05 Configuration - SDL

Purpose  To set the SDL percentage

Menu Options > Setup > Configuration > Tab: PAYE, SDL
Options > Setup > Configuration > Tab: Earnings, Deductions
Data Entry > Data > Employee Info > Tab: Financial
Summaries > Summaries > Tabular Overviews > . . .
Statutory > Monthly statutory Payments > SDL

Set SDL to the percentage required: PAYE table in usa 7 2018 -
SDL percentage 2| +5 |
WCF percentage 1.0

If your company is exempted, set
the SDL percentage to zero.

If your company is not exempted =
y pany pted, Secondary Salary ] 2
but some of your employees are,
disable the SDL contribution for
them in Data Entry > Employee Info
> Tab: Financial:
This Ievy./ is tgbulated and o f @ 6_{;&.
Summanzed n the reportS “Tabular Eamniinys - :JU'IEde'I(.ILIdud Tepe  Qly & *\‘9{9 qy{@' SDL
; ” Tiarrparl Pozho ye usaliri TES | 10,000,00 HCOO Tiaveling Allover e
OVerV]eWS . PayEaSy produces the Rezponsbilty40 Posho vz watlbL4) 125 vl 400200 BT T R ) any Other Alomance |«
Relocaicn Kuramshwa 15 || sooco00|[ 1 1[0 111 |any other alonance |
SDL monthly Return ITX219.01.E Long service mshinrefu 1e5 o] Lawenw OB E O M| ey
Adiistment - non-taxed  Marekebsho-vasiyo nakodi 145 .. wOgCcoad Any Uther Alonance |-
adjistment - taved Matekehshn-huiriva kadi 75 |o. mmOF C OO Any Other Alowanee
. Humng Alawarceéllc  Poshn v ny mhaii 75 o enonion|F B C O O | Hesig Alwarce
To match the earnings that you Wi Almwrarea®i;  Grcn oz ms mmhamn e W an kA LA T C1 FyS e Evv—

defined with those the in SDL
Monthly return form, select these in
Options > Setup > Configuration >
Tab: Earnings and Deductions:
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6.06 Configuration - Scales: Grades and Levels

Purpose
Menu

Grades and levels allow using salary scales.
(1) Defined in Options > Setup > Configuration > Tab: Salaries.

(2) Used in Data Entry > Data > Employee Info > Tab: Employment Details.

The salaries are based on a matrix of Grades and Levels as shown below:

Main Management Operations Support
levels -
Levels — Executive Junior Senior Junior Skilled Unskilled
Grades | Management Management Operations Operations Support support
1
2 Basic salaries are entered here
3
etc.
e You can name the Grades, Main levels and Levels.
Main levels g Main level Level Must Be Unique Grade Grade Level Curre- Basic
¥ K KK
— Sal
} | Management » | Management -~ Management Executive Level ] - L EEY
Operatl.ons Management - Management Junior Level | o1 #| 02 . Unskiled Production v |[TE5 [w| 227,700
Production Operations . Senior Operations - 02 03 .. Unskiled Production w |TZS o 242,500
= - Operations - Junior Operations I 04 | Unskiled Production w125 || 257,100
Production + Skiled Production — g: 05 | .. Unskiled Production w |TZ5 |« | 268,500
Production + Unskilled Production — 06 06 | .. Unskiled Production w |TZS wr 283,200
Management ++ Management intermediate level | o7 07 |~ Unskiled Production ~ |TZ5 .| 297,500
¥ - I os 08 |.. Unskiled Production TZ5 | 312,400
| 09 09 |- Unskiled Production w |TZS o 326,300
T 10 |- Unskiled Production v [T25 o] 341,500

e Basic Salaries are entered in the table Grade > Level > Basic Salary.

o When selecting a Grade and Level for an employee, the basic salary is filled in and cannot be

changed. To manually enter a basic salary, set the Grade to ‘-, or click the unlock button

Contracts

7 = 7 Job title, specification, description 72 Employment Level, Grade
& Period 3 01012009 | - |31f12/2010 . : i . Sales Manager A Management Executive

- | Level
Basicsalary %k 175 . 5,815,300 ~
Factor 1.0000 Advises management on local "

issues: permits, licenses, others

Place of work f |HQ):Management: Senior - P 01 kit
Depar tment Sales Manager y
Branch Head Quarters “

6.07 Configuration - Disciplinary

e

Purpose
Menu

To record misconducts of employees, and their consequences
(1) Defined in Options > Setup > Configuration > Tab: Disciplinary

(2) Used in Data Entry > Data > Employee Info > Tab: Disciplinary.

¢ Name the Misconduct Lev

els:

Misconduct kK
Level D
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Define Misconducts, and assign a Level  Misconduct K|

Misconduct Level to them: T A Elhleglects duties so as to endanger himselffherself or others or
property, and/for fails to comply with safety instructions

A E|Cnmmits assault or uses inappripriate language at work, in the
course of work, and/or in front of dients

A EICDmmits zssault on employer, employer's family

Define Consequences for each Level Conssquence @

Misconduct Level: A El 1st breach = Automatic summary dismissal at first
occurrence of any one of these offences

B El 1st breach = Written warning

B Ellnd breach = Reprimand

B |« |3dbreach = Severe reprimand

e A disciplinary record:
Date Memncuct Consaguarca EXpIry Warnng Temmiaccn Berafite warnng letoars _ayar ket
Hancled by Status Lasour Office letkcrs Trade Uniar lctiers
S0/11/2018 Fals t complete Istbreach = Uscuss dunng superusion 3112010 z
HR Marcger Annz B M natice L= )
e Disciplinary report:

¥ ABC Ltd. ARC Ltd.

Disdpline
Perlod A0 - 0210472022
Code Hame Job title Date | Handled by Misconduct Consequence Expiry Dismisszl | Temination
Warning be nefits
-0 Frac AmoaMmave  [Trammor Cogdretor | J00SDIT [Uremmaerl.  |Vsedakdol whizstvok  |bibresch —Auiansic foami et o bz m ot sslary
[ sy ol misssl o S |5 i s
T oJmerse o &y T F
[foze oferpes

6.08 Configuration - Export Reports

Purpose  To export reports to Excel for further processing.
Menu Options > Setup > Configuration > Tab: Folders

e Most reports are automatically exported to a folder of your choice, whenever you open them.
e The file name and path is displayed at the top of the screen:

|+ == Ch\Paykasy\Reportsh TabularOverview xlsx - ABC Ltd. [May 2017-20.09-C:\PayEasy\Data\ TrainingPE.mde]

e The previous copy, if any, will be overwritten, unless you renamed it.
o To set the export folder, use Options > Setup > Configuration > Tab: Folders, Localize.

== Configuration, [V[EJA|D|

Company Employee Info Financial
PAYE, SDL Pension, Insurance Earnings, Deductions
Eacl{up path C:VPayEasy\Backups),
Report path C:'PayEasy\Reports)

6.09 Configuration - PAYE

Purpose  Select, or add a new PAYE table
Menu Options > Setup > Configuration > Tab: PAYE, SDL

o The Pay-As-You-Earn deduction is calculated from a table, updated every other year or so by
the TRA.
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PAYE Table name 2015 Print tables Delete Table | |ImpertTable
Latest published PAYE tables

Minimum Maximurm Percentage Offset Delete Raw
3 0.00 170,000.00 0.00 0.00
170,000.00 350,000.00 5.00 0.00
360,000.00 540,000.00 20,00 17,100.00
590,000.00 720,000,00 25,00 53,100,00
720,000.00)  99,999,999,00 30,00 98,100,00
* 0.001 0.00 0.00 0.00

Record: 4 4 100f10 F H & i Search

e You either download the latest table from our website, or you enter them manually.
o To download, click on Import Table. Make sure that you have an internet connection.
o To enter a table manually:

= Make a new table — click on @

= Give your table a name (in the example above: “2014”)

= Enter for each income band the Minimum, Maximum and Percentage. The
values are found on page one of the PAYE booklet, or click the link Latest
published PAYE table, to see the correct table on our website.

= Select the table that is currently used in the payroll

PAYE table in use 7 2016 "

6.10 Configuration - Earnings

Purpose To define and use employee earnings.

Menu (1) Options > Setup > Configuration> Earnings and Deductions
(2) Data entry > Data > Employee Info > Tab: Employment details
(3) Data entry > Adjustments > Payroll for month

Define the Earnings in Options > Settings > Configuration > Tab: Earnings and Deductions

e

%
O
o0z
]Din:v
T %, %,
o

Earning
Earnings - other nguage Type Qty
Transport Posho va usafiri T2 | 10,000.00
Responsibility<0 Pasha ya wajibu9n TZ5 | 40,000.00

L PP [T T T cAn Ao nn

sDL =
Traveling Allowance v
Any Othier Allowance | o

T -

2

JEIE
JEIE]

e The name of the Earning is set in the column Earnings.

e Tick ‘recurrent’ if the earning should be added each month.

In the type column, indicate if the quantity of the next column is either % of the basic salary,
% on Gross salary, a fixed value in TZS, or a number of days.

Tick Taxed if the Earning is taxable. Note that % on Gross cannot be taxed.

Tick In Kind if the Earning is not paid out.

Deduct Next: the advance will be deducted next month.

Not Fixed: will not be contribute towards WCF.

e To set arecurrent earning for an employee, select Data entry > Data > Employee Info > Tab:
Employment details:

r Recurrent Earnings

I w10 .15

Transpont o

e Adjust recurrent Earnings and add other Earnings in Data entry > Adjustments > Payroll for
the month.
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6.11 Configuration - Deductions

Purpose Define and use employee deductions.
Menu (1) Options > Setup > Configuration> Earnings and deductions

(2) Data entry > Data > Employee Info > Tab: Employment details

(3) Data entry > Adjustments > Payroll for month

Define employee Deductions with Options > Setup > Configuration > Tab: Earnings and deductions

Deductions

advance

Chodawu

Saccos

Health bill

Adjustment - non-taxed
Adjustment - taxed
Tpawu

Tanecrn navmeant

Deduction

- other Enguage Type
Advansi TZ5
Chodawu aGR.
Saccos TZ5
Hati ya hospital TZ5

Marekebisho-yasiyo na kedi TZS
Marekebisho-hulipiwa kodi  TZ5
Tpawu BoGr

Malinm s Taneern e

I KN KN CHEN ENER E

&
Ef o Fy

Qty '¢k~"’<}}"-ﬁgr S

0.00] v
2,00 |
0.00] |V
0.00
0.00
0.00
2.00 |
nonnl [cr

e The name of the Deduction is set in the column Deductions.
e Tick ‘recurrent’ if the Deduction should be added each month.
¢ In the type column, indicate if the quantity of the next column is either % of the basic salary,

% on gross salary, a fixed value in TZS, or a number of days

e Tick Taxed if the Deduction is taxable. Note that % on Gross cannot be taxed.

e To set a recurrent Deduction for an
employee, select Data entry > Employee
Info > Tab: Employment details:

e In Data entry > Data > Payroll for month
you can adjust recurrent Deductions and
add other Deductions.

|E| Recurrent Deductions

HESLE o

Sancns ot

[2] Deductions qty Unit  Amount

=

-5 (e |

Loan

178

Chodaviy

2.00

HiGR

12,768

Adwance

50,000.00

TZI5

50,000

PayEasygdglfd Payroll and Human Resources Software

Page 57 of 73



6.12 Configuration - Copy Earnings and Deductions

Purpose To copy the Earnings and Deductions of the previous month.
Menu Date Entry > Configuration> Tab: Earnings, Deductions

e Earnings and Deductions are automatically entered on these options:
o Post month
o Reset payroll

Earnings and Deductions  Copy ]  Adjust with Factor []

o When the tick box Copy Earnings and Deductions has been:

o Ticked, Earnings and Deductions of the previous month are literally copied to the
current month. Any calculations as configured in the Earnings and Deductions are not
considered.

o Un-ticked, only the recurrent Earnings and Deductions are entered, and amounts are
calculated as configured.

e Earnings and Deductions are adjusted with Factor when Adjust with Factor has been ticked,

6.13 Configuration - Pensions and insurances

Purpose  To define pensions and insurances

Menu (1) Options > Setup > Configuration > Tab: Pension, Insurance
(2) Data Entry > Data > Employee data > Tab: Financial

Pensions are defined in Options > Setup > Configuration > Tab: Pension, Insurance

i

Pension [ Employee  Employer Employee Employer Minimum  Topping up Employer Regional On Taxed Totals
Insurance Contribution Contribution Contribution Contribution Pension Base — method number code Basic on

% Y% Amit Amt Amt Payslip
El HSSF - 10.00 10.00 0 0 0 v 123456 0101 O g
o o o - - - -~ —

o NSSF and PPF are based on the Gross Salary, unless you tick the On Basic box.
Zanzibar pensions are based on the Basic Salary. Pensions are not taxed (refer to
Income Tax Act 2006 Section 61 Sub-sections 1 & 2), but insurances are.

e Enter pension and insurance information for employees in Data Entry > Employee data >
Tab: Financial. Select Fixed Amount for employees who contribute pensions abroad.

o To show built up pension on pay slip, tick Totals on Payslip

Pension and Insurances

? Name Fixed Code number Balance |
amount brought farward
Pension *® NSSF - D 12345678 8,704,373.00

o These pension reports are available under Reports > Pensions > . . ., provided they are
listed in the configuration:

NSSF; PPF; ZSSF; GEPF; LAPF; NHIF; PSSSF
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6.14 Configuration - Housing Benefit

Purpose  Calculate the Housing benefit

Menu (1) Set in Options > Setup > Configuration > Tab: PAYE, SDL > Housing Tax
(2) Data Entry > Data > Employee Info > Tab: Financial

Factors: Taxes

BP = Benefit Percentage* Company Housing 7
EC = Expenditure Claimed by the Company Expenditure Claimed 50,000
MVR = Market Value Rent Market Value 50,000
RP = Rent Paid by Employee el 0

Housing Benefit = min ( max ( BP, EC),

MVR ) - RP
In 2018 BP is 15% of the Gross Salary, excluding the Housing benefit in kind
Housing Benefit. Housing Tax 2| 15 %

6.15 Configuration - Backup reminder

Purpose  Set automatic reminders for backing up
Menu Options > Setup > Configuration > Tab: Folders

PayEasy+HR can remind you to back up your data, when you exit from the program.

1. Select Options > Setup > Configuration > Folders, Localize

j Cenfiguration. [V]EJA|D]
Compary 15
Recruitment Gr
Export File Locations
Report path C:\PayEasy Rep
QB IIF path C:\PayEasy Rep

Backups

Remind aftar 5 |sessions
2. Enter the number of sessions after which you want to receive a backing up reminder
3. Special settings are:

a. Remind never: 0
b. Always remind: 1
c. Automatic Backup, after each session.

4. Set the maximum number of backup files that you want to store. If this would be exceeded,
then the oldest backup file is deleted.
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6.16 Configuration - QuickBooks

Purpose
Menu

Configure PayEasy+HR, so that its IIF file can be imported into QuickBooks
Options > Setup > Configuration > Tab: QuickBooks

1. Select Options > Setup > Configuration > Tab: QuickBooks

2. If you use QuickBooks with account numbers, enter these in the Account Number column for the
general items

3. In the Name column, enter account names exactly as they appear in QuickBooks.

4. Optionally enter a Memo.

Account Account Type Account info, exactly as used in QuickBooks Mema
Number Hame
Gross Salaries Expense &010 Gross Salaries Staff salary for the month
PAYE Payable Qther Current Liability 2010 PAYE Payable PAYE on behalf of employees

Pension Payable Other Current Lisbility 2020 PPF Payable PPF an behalf of employees

5. In the Earnings and Deductions tables, enter account numbers if you use those.

Earnings Type Account # Deductions Type Agcount #
Relocation 175 118181 Advance T7S ~ 11220
Adjustment - non-taxed TZ5 w9160 Chodawu %GR .. ||2070

Leave Advance TZS w3172 Sacms TZ5 P ZU?II
Tranenart) e Haalth il 7S

6. Make sure the names of Earnings and Deductions match exactly those in QuickBooks. To
change them in PayEasy+HR, select Data Entry > Configuration > Earnings and Deductions.
7. QuickBooks, open the chart of accounts with CTRL+A.

6.17 Configuration - Hours and Days per month

Purpose
Menu

To set the working hours and days per month.

(1) Options > Setup > Configuration > Tab: Employment
(2) Data Entry > Data > Employee Info > Tab: Employment details

e The Hours per month value is used to calculate overtime amounts.
e The Days per month value is used in calculating Earnings or Deductions if these are
based on days.

Hours and days per month can be set in two places:
1. Options > Setup > Configuration >

Month Hours / Diaps /

Month  Maonth
Tab: Employment. y— o
February 171 19
Here you set the default values for all | March 19 | 2
employees. A 1w | 2
bdan 197 9

2. Data Entry > Data > Employee Info > Time

Tab: Employment details. mmwﬁ?,‘;i'& hetrs
Here you set the values for an
individual employee. If you set these
to zero or empty, then the default
values are used for this employee.

Annual leave | 23.00

Monthly leave  2.33

Hours fmonth 195.000
Days fmonth  23.0
Hours [ day 7.0
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6.18 Configuration — Report Codes

Purpose  Add report codes to reports.
Menu Options > Setup > Configuration > Tab: Docs, Scores

o Define Report codes in Options > Setup > Configuration > Tab: Docs, Scores.

Report Name Report Code
Tabular Overviews - Detaled Overview aM-521/87
Tahular Overviews - Dual Currency AM-931/88
Tabular Overviews - By Cunercy BM-331/39

e The report codes appear at the top of report:

AN-531/87

% ABC Lid. ABC Ltd.
Payroll for January 2011
Conde Hlarme Esasdo / O Rifime [Howsing & | Taxahle | Afterbax | Penslon & FRYE Losan &L
Emasinse L ccm amar amar A EURNA 08 asduston
ERE Eansris | EmmmQE | Enmmange | &emp oy ss

e NOTE: You cannot add codes to official forms, such as for tax and pension authorities.

6.19 Configuration — Donor and Project Codes

Purpose  To categorize employees by Donor and Project Codes.

Menu (1) Options > Setup > Configuration > Tab: Financial
(2) Data Entry > Data > Employee Info > Tab: Financial
(3) Summaries > Summaries > Project, Donor Analysis

1. To configure Donor and Project codes, select Options > Setup > Configuration > Tab:

Financial
Donor Code kK Project Code Project Mame K
b |GEZT 3598753985 Office
w5011 2373a0d Field
SHy4S 430400304 Mane

2. To assign Project and Donor codes to employees, set them in Data entry > Data >
Employee Info > Tab: Financial.

Project Accounting

Project Code Ratin (%] Donor Code
b | 353875385 [«] 60 |GEZ1
430480364 40 |5Hv45
1 n

3. Set the payment ratio for each Project code.
4. Select Summaries > Summaries > Project, Donor analysis for a report.

T3

ARC Lid.
¥ ABC Ltd. _ |
Project [ Donor Analysis for September 2012
Proj ect Code Donor Code Gross
s ARCES001 10110 3811
[T ARLC-Z 5001 011 207,850
[ET-CRE IGO0 101113 112350
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6.20 Users - Users

Purpose
Menu

e Set User names, passwords and access
levels.

¢ Note that the access level in the first row,
Sysop, cannot be changed or deleted.

e Set expiry duration, minimum password
length, password strength.

e Click Make password to generate a random
password.

e The access levels and their options are set
below the tabs Program Menus 1 and 2.

e The SysOp access level has access to all
options.

e When your password has expired, enter a
new password.

e The password should be of sufficient length
and strength.

o Click Make password to generate a random
password.

e After logging in the number of times set in
‘Lockout threshold’, with a bad password,
the user is locked out.

e The systems operator is to set a new
password for this user.

To provide controlled access to the program’s options.
Options > Setup > Users > Tab: Users

Users [V|EJA|D|
Users  DataEntry Rights Reports, Home, Cptions Rights  Employee Info Tabs  Logs, Audit Trail
Password Strength Length % Delete Fassword rues
User Expires after days 3650
Expiry warnng days E|
User name Pzssword Level Days
valid Minimum length g
1234 1334 Sysop | 36 Minimum strength
Janc Hed1Hod1 Opcrator ~ | 3585 Lockout threshold
Gloria Glir1a2020 HRM | 3585
ErESTT

Lkers | PPN MEAUZ | Procram Mesus 2 | “rplopee 'rb Taks | | age, Audt Tral |

e il (i & E: ) 3
drmin Ops
Mznu Ostios vicw edt od dol | viow edi acd dol |dew cdb odd del |vioo sdb odd dol
Diata Enfry Adverdz GGG RERIEEEEEE GG G
ata Entry Lemnect iz bngamrnt Hie Y Y s Y o Y
Dl Enilry Buau=le, ppoiil, Smpbiy FME AFA[FAMAF[AAFMREREF R
53 Eny Job Anavae [ ot Y O Y Y Y
Fomta Py T=h Desephon T I EE TG
L=t Entry Onzozrdng HE SO0 E[DSES[0HEF E
Pomtn P —
- -
Rimma Tanrsned
Tl ys rerves o
iawm
SRR T
Pl proraveand
rur
[ p—— fe—tigl

Three bad lxg ws,
This acccun i suspended,
frzde the Syreme Oparster to unloek =
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6.21 Users - Rights

Purpose Control access to the program’s options, and access to Tabs in the Employee Info
form.

Menu Options > Setup > Users > Program Menus 1/ 2

o Data Entry Rights: select access levels to user groups.

o View: view the record, and cannot make changes
o Edit: edit records.
o Add: make new records
o Delete: delete records
Users |V|EJAID|

Users DataEnfry Rights  Reports, Home, Options Rights  Employee Info Tabs  Logs, Audit Trai

| Fayrol Il RM Il Admin [ Operator |

Menu Optian uiew edt add del | wiew edt sdd del [wiew edt add del [wiew edit add del

Diata Entry Connect to Fingerprint File M Oogg O OO O00O0gOongoood

Data Entry Process Attendance Records O O0OOggdg O OO I I I I O I O I O

Data Entry Public Holidays OO Qg g O g g O O0do|jgndgg

Data Entry shifts OO0 I I O O 0 R

¢ Reports, Home, Options Rights: Set access rights to options on the Reports, Home, Options

menus

Users |V|EJA|D]|

Users DataEntry Rights Reports, Home, Options Rights  Employee InfoTabs  Logs, Audit Trail

setal: [ e = = -
Menu Option Payroll | ‘ HRM | ‘ Admin ‘ Operator
Data entry - Employee Info | Sensitive Finandal m O
Hamie Back up [
Home Post manth ] ]
Home Recalculate Payrol M =] =] =

e The SysOp access level has access to all options.

¢ Employee Info Tabs: tick in the columns of the user groups, to give access to the
corresponding tabs in the Employee Info form.

-

Users |W|E|A|DY

Users DataEntry Rights Reports, Home, Options Rights  Employee Info Tabs | ogs, Audit Tral

setall: fiF i = = =

Tabs in the form Sysop | Payroll HRM Admin | |Operator
Employee Info

Personal [ [l
Financial ] O] [l
Employment details [ O |
references, next of kin O O
Health 0 L]

e Users, and their Passwords are defined in the passwords table, under the same option Data
Entry > Users
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6.22 Users - Logs

Purpose
Menu

Display, and remove logs
Options > Setup > Users > Tab: Logs, Audit Trail

e PayEasy+HR records software events in a log, with entries amongst others:

o Login o Post
o Bad Password o Backup
o Reset Payroll o Software errors
% ABC Ltd poe L
[
- Event Log
User name |Event Dateand Time |[Company Month |Data File
1234 Log in 7I0TI2011 - 10:43.07 |ABC Ltd 2009 |CoPayEasynHRH_training.m db
1234 Log in 070712011 - 02:05:41 [ABC Ltd 82009 |C:\PayEasysHRM_training.m db
[ Alax Resst Payroll 06/07/2011 - 09:24:22 |ASA Computers Lid. 72041 |C\QBbackupi\gh2iid Paymilmde
[ Alex Log out - No backup 040712011 - 10:07 55 |AZA Computers Lid. 72041 [CAOBbackupiqbiibd Payrollm de

o To display the report, select he Data entry > Users and click the Event Log Report button.
e To delete all log records, click Delete Logs.

Program Logs

?

Show Logs

Delete All Logs

Delets Log-ns

e The software automatically deletes old logs when they exceed 1,000.

6.23 Users — Audit Trail

To track data entry changes. Can only be accessed by the Sysop.
Options > Setup > Users > Tab: Logs, Audit Trail

Purpose
Menu

e  When Audit Trail On is ticked, all data entry changes are recorded.
o The number of records can be limited to a range of 500 to 10,000.
Audit Tral
Show Audit
Delete Audit
Audit Tral On /]

Audit Trail Size | 10,000

e Click Show Audit to see the Audit Trail; use the top row to filter the Audit Trail:

2] Audit Trail [press F1 for help] (E=RECR="|
S 2 Erint
[+ 24/04/2014 [ | 26./04/2074 [ & ] [=] [=] [=] [=]
Achion Liate lime: User Farm Identiher Field Uid v alue MHew Waue Fieset
24,04/201 4 15:38:40 1234 Loan Adjustments. Emaloyee Marre:
24,04/204 154147 123 Loan Adjustments Emaloyee Mare:
MEW 24/04/2014 16:42:32 1234 Loan Adjustmonts. Ernolopos Marre: Basu Faaya
EDIT 24,04/204 154243 1234 Loan Adjustments. Emaloyee Marre: Baou Kaaya tranzacionT ype Addjagtment
EDIT 240472014 15:42:43 1234 Loan Adjustments. Eroloyee Marre: Baou Faava TianzactionDate 30:09/2008

e Click Reset to permanently erase the Audit Trail.
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e  Click Print to print the Audit Trail:

% ABC Lrd.
ABC Ltd. Audit Trail

DaEte Bnge- 34042014 - 26:04.2014
Acdion D= Time  |User Farm [[denifi=r Pl jd Vale hevr Ve
ST | 247042014) 153200 |42y Lo & guimera Errploy s Bk 5 s Ky oot pfmonr J30000 Jad
ENIT [24/0402014( 153200 |aw o & cjLamary iy mm Bormac B s Kmm farm 5 1

6.24 Authorization

Purpose
Menu

The sysop allows users to post the month, to open or close reports and data entry
Options > Setup > Configuration
Options > Setup > Authorization

The Authorization option is only available to users with Sysop access levels.
Enable the Authorization function in Options > Setup > Configuration, Tab: Company, Section:
Reports.

Reports

Show signature section [F]

Show dock (scanner) code =]

Autharize reports o

Set authorization with Options > Setup > Authorization. Only users with adequate user rights
have access to options that you authorize here.

Authorization

Menu Tab

Data Entry

Home

Payments Reports
Payments Reports
Payments Reports
Payments Reports
Statutory Reports
Statutory Reports
Summaries Reporis
Summaries Reparts
Summaries Reports
Summaries Reports

Summaries Reports

Menu Options

All

Post month

Advances

Payments

Pensions and Insurances
Salary slips

Monthly Statutory Payments
Bi-annual TRA statements
Loan Reports

Attendance Summaries
Earnings and Deductions
Leave

Tabular overviews

Change All

Authorize

OOoooooooooC iz

Copy Settings

Your
Settings

HOMDOROOEEEERDOEE

Set the starting values for each month in the column Your settings.

When starting a new month, all authorizations are set to Your Settings.

Change All: tick or untick all Authorize tick boxes.
Copy Settings: set all Authorize tick boxes to their initial values, as recorded in column

Your Settings.
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6.25 Update Software manually

Purpose Re-apply a software update
Menu Options > Other > License, Update software

After downloading the update files, when Registration. [press FL for help]
PayEasy opens for the first time, file
structures are adjusted. If for some reason (‘, J [ Re-apply | the software update. ~Use this ption f an updating

seceion was interrupted, for
this updating process was interrupted,

example, by a power cut.
restart PayEasy and select Help > Updater, @ [ egiin ] vou oence S —

and click Re-apply_ received a license code.

least a week before you want
to process the payroll.

PayEasy will be shut down.

£ i o free PayEasy update We advise you to update at

6.26 Purge

Purpose  To remove old records from the data file, thereby reducing its file size.
Menu Options > Tools > Purge

Before Purging data, make a backup!

e All records with dates ending in the Purge old records. [press F1 for help]

year you selected will be erased when t
you click on Purge. Remove all P e
records before This will decrease the size of
and including year  the data fle.
2016 = CAUTIOM:
Before puraing, make a
backup!
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6.27 Roll back

Purpose  To permanently remove processed months from the data file.
Menu Options > Tools > Rollback

You may lose valuable data!l Make a backup before you proceed!

e This option allows you to edit a T Py ;
previous month, by permanently |
removing one or several months. ey dats i b P ﬁs‘i«?ﬁ |

e Use this option if you have e e o g iz
accidentally posted one or several e 10 b o :
months, and want to remove these. etk :1M¢$u .

— i
Holl Back Lxl 1

6.28 Registration

Purpose  Register the program, so that you can fully use it.

Menu File > Post Month
Options > Other > License, Update Software

¥

TO register: @ Registration = = 2
e Options > Other > License, Update Software
e Select File > Post Month, click Yes. Bl e
ABC Ltd.
Using the telephone numbers or email address Regstiaon key: ol D37 A4S DA
. . . 0000-0000-0000-0000 - emaill infof@guickbooks. cotz,
provided contact us for a registration code. You 8] YRR e R

will have to give us your invoice and receipt
numbers as reference.

‘Begister ‘ Ezit ‘
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6.29 Compress & Repair data file

Purpose  To reduce the size of the data file.
Menu Options > Tools > Compress & Repair

Do not switch off the computer while compressing.
Switching off the computer may result in loss of data.

The data file grows to many times its
original size while processing records and xp
creating reports. By reducing the file size: J Compress data file COPayEasyiTralningFE.mas?

-

= ':'l
FI f_hi
o PayEasy works faster. )

e ltis easier to copy the datafile to | conerss| [ o |

another location.

Compress data file, [prezs FL For halp)

Make sure that other users, if any, have
logged off. Close all open reports and
forms.

Select Options > Tools > Compress &
Repair, click OK.

6.30 Equipment Issued

Purpose  To record equipment issued to employees, and to print lists of issued equipment

Menu HRM Entry > Data Employee Info > Tab: Equipment Issued
1. Enter items issued at Data Entry > Employee Info > Tab: Equipment Issued
Dizcipiinary \weldness progremms:
Healh Traiting Wrksheos imrigrufiar Cauiomert [szued Supervision Vesirgs Apprasds Trairi needs Developmerilgss  Develoonertal tuncaling
DezTipzon /| Modal | Sarta rurber ot || Arpurt zssued on_| | Retumed cn | Remarks Raparl | Dekle |
(Al pop corpu e HP530 FEG/B500757 56 1.0C|USD . 57500 01/01/2017  01,09,2017
foml vok Mote” Fu<c k2 LU b fB 1.0 usy 1310 UL/UL/aul s
j Tockit "Stzncard” - 1.00)T25 W 12000000  11/01/2017| Mc caale bester ncuded
aptop losoo Satelcz UL/ 10J270 pRUSINF- 35 LUCUUULLD 120472017
2. To print a list of equipment issued click Report:
ABC Ltd
K ABC Lid. Equipment Issued to Fred Masawe
Desaiption Model Serial number | Qty Amount Issued on  |Returned on Remarks
leptop computer HP30 7807809676736 1.00)USD 73 01/01/2009
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6.31 Change Password

Purpose Allow the current users to change their passwords.

Menu Options > Setup > Change Password
e Change your password because it has [
expired, or it is about to expire. [ é Dass eararng:
3,650
e Enter the current password. ' :
o paremene]
opul e
wt |
e Enter your new password twice. | Hevem Pazzmars
e The password should be of sufficient length | a Days remaning
| Hana
and strength. {
]
: fhom paawnn] 17 ey [l
| oot passaaed Lengt [
i i I bed
6.32 Basic salary calculator
Purpose To calculate the Basic salary from a given Net salary
Menu Options > Other > Basic salary calculator.
[ Enter the Net Salary, either in the Basic Salary Calculstor. [press FL for help]
Employee section, or as a foreign
currency Employee: Foreign Currency:
. Net salary 500,000 UsD El 308.64
e Select a pension scheme — the ’ y Fenson | 0[] %
calculator uses the employee 14| contribution g5 54 3,10
contribution percentage.
e Click Calculate. It may take a few Calculations:
. . =y Taxable income 570,133 351.93
seconds to find the corresponding Eﬁ; N -
Basic Salary. b
Cost to the employer:
. Basgic zalary 633,481 391.04
." SOL {5%6) 31,674 19.55
Pension 63,348 39.10
Total 728,503 449,69
Calculate I [ ]
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7. Help Options

7.01 Documents list

Purpose
Menu

To access documents, by sorting and categorizing them.
Help > Documents List

o The documents are stored in a folder - for example on your server.

Documents list. [press F1 for help]

Search Documents gl 3] A Type i)l w  Key words gl 53] zl Delete
Select | Program FilestHAM 20084anual doc Technical w | UsEr manudl

Selest | serstMDADocuments\HB M Wob descriptions’3-1-2 - Metwe)  HRM | |iob degcription

Select | MProgram Files\HRM 20084 Cuick Start. doc Technical w | |configuration manual

o Click M and select the column you want to search items in, and set Match to Any part of
field and Search to All for best search results:

Find and Replace ? bt

Find  Replace

Find Whats - Find 1
Look In: Current fizld ~

Matbch: Whoale Field V

Search: Al -

[IMatch Caze  [f]Search Fields Az Formatted

A 2
e Use 24 |and ﬂ_ll to sort the lists in ascending or descending order. Click  *? lto
remove sorting.

«  Filter with the Type field: T¥PE <Al v
« Click Select | and browse to the document to be linked.

7.02 Email error report

Purpose Report errors, or suggest improvements, to the programmer.
Menu Help > Email Error report
° Com p|ete the f|e|ds and click Errail an ernor eporl. [precs F1 for halp]
"submit" to generate an email “Yourirfo
W Dae 07 w208
message to _the_programme_r. =
e Use the navigation buttons in the Y s fE
bottom to see previous error reports. EYCRET) |7 e
Tour message
Peznge hp= [Fepcr e =1
L bdenw Loama zl
| Despias | Cartadist end .
Inbis desmiisien, |2l usbmawe
siafual iaied st e b Wi I
anr pEoigied
I posils aondd @ snieershot
% [cpwe] [
Record: W 4 1of11 [ b # ok [ [semrcn

PayEasygdglfd Payroll and Human Resources Software

Page 70 of 73



7.03 FAQs

' # Question ' Answer
1 | Why are PAYE amounts wrong in | -You are using the wrong PAYE table
the reports? - PAYE is based on the Taxable income: Gross-Pension
2 | | entered employee information - You omitted to enter compulsory data — marked with *
but | cannot see this employee in | - You left the basic salary to be 0
the payroll Run Report > Tabular overview for the month > Incomplete
Employee Data
3 | I cannot change the field Basic Set the employment Grade to *-'
4 | On Zanzibar we don’t use SDL. In Configuration > PAYE, SDL set the SDL percentage to 0
Can | use PayEasy?
5 | I accidentally posted the month - Restore your recent backup.
too soon. How can | undo this? - File - RollBack
6 | | want an advance of 50,000/= - Select Data entry > Configuration > Tab: Earnings, Deductions
automatically added each month | - In the Deductions table make a line with ‘Deduction=Advance 50k,
for some employees. Is this Recurrent=ticked, Type=TZS, Qty=50,000, Taxed=un-ticked’
possible? - In Employee Info > Employment Details, select the employee and
add a Recurrent Deduction=Advance 50k
- You can see the advances after Posting or Resetting the payroll,
7 | | have lost the tab sheet In Users > Tab: Employee Info Tabs tick the Active box for
Appraisals. How to get it back? Appraisals.
8 | How can | change the name of For security reasons you cannot change it. If you really need it to
my company in the setup? be changed:
- Click on the Up-Arrow. Obtain a code from info@ payeasy.co.tz
9 | On Zanzibar, Pension is based on | To base pensions on Basic salaries and not on Gross salaries, tick
the Basic salary, and not on the the Basic Tick box in Data entry > Configuration > Tab: Pension,
Gross. What to do? Insurance.
10 | I think Overtime for Public Holiday | Change the rate in Data entry > Configuration > Financial, in the
+ Night should be 300%. Overtime table.
11 | An employee has a loan running. | The software supports only one loan at a time. Enter the name of
| want to add another loan for the | the Employee, and choose to adjust the loan.
same employee.
12 | | cannot change the rights level of | The rights’ level of the first user in the list cannot be changed, or
the first user deleted. This is done to ensure somebody keeps access to the
user setup.
13 | | have erased the data file. The - Try to restore it from the recycle bin.
program cannot start anymore - Rename your last backup file to the name of the data file.
14 | | have forgotten the password. Call 027-250 7708 or 250 8306 and ask for assistance.
15 | The installation key provided is Check and correct the date and time on your computer.
refused by the program.
16 | | keep on getting error messages. | Make sure your PC is free of viruses, spyware and adware.
17 | | am asked to confirm to delete or | A. Configure Access
to append when | run a report. Access 2007: Start the Access 2007 program.
e Macro settings: Select: File - Access Options - Trust Center
- Trust Center settings - Macro settings - Enable all macros.
e Confirmation: Menu button - Access options - Advanced;
untick the three boxes for Confirm.
B. Configuration for Vista:
¢ Right click the folder c:\Program Files\nrm 2008\
e Change the folder's security: set allow all.
18 | | dismissed an employee, and When you dismiss employees, change their status from 'On Post' to
deleted his record. Now he does 'Dismissed’. Only use Delete to remove wrong records.
not appear in bi-annual reports.
19 | | want to email salary slips to our | Version 2.24 introduced emailing of salary slips: Reports > Salary

other office in another town,

slips > Email pay slips
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8. Index

active month, 10

adjustment, 23, 26

Advance, 10

advise, 42

algorithm, 8

asterisk, 15

attendance, 15, 27, 28,
29, 33

Attendance, 27, 28, 29,
30, 31, 32, 33

audio visual, 7

backup, 13, 14, 66, 71

Backup, 13, 59

balloon help, 5

Bank, 52

bank account, 20, 22

Basic salary, 22, 69, 71

Basic Salary, 54, 58

Bi-annual, 43, 44

Calculate, 8

calculator, 69

Carried forward, 23

casual worker, 21

category, 29

Company Info, 51

compensate, 30

Compress, 67, 68

configuration, 10

Configuration, 13, 15,
16,17, 18,19, 22, 28,
33, 40, 45, 46, 47, 48,
50, 51, 52, 53, 54, 55,
56, 57, 58, 59, 60, 71

contract, 16, 18, 19

contribution, 17, 39, 46

correction, 26

Currency, 52

date format, 8

date separator, 8

deduction, 17

Deductions, 8, 11, 20, 45,
46, 56, 57, 58, 60, 71

default, 10, 11, 14, 20, 50

delete, 71

Delete, 15, 71

demo, 7, 12

deposit, 22, 42

developer, 5

Disciplinary, 54

Download Updates, 9

Driver’s License, 19

Earned, 23, 26

Earnings, 8, 11, 20, 45,
46, 56, 57, 58, 60, 71

email, 5, 7, 49, 67, 70, 71

Employee info, 15, 16,
20, 22, 23,52

Employment Details, 19,
30, 52, 53, 54,71

equipment, 68

error, 7

Excel, 47, 52, 55

export, 47, 55

factor, 20, 21, 29

Factor, 11

File command, 10

file size, 68

financial, 52

finger print, 16, 27, 29,
33

finger print reader, 27

footer, 23

foreign, 17, 22, 27, 52, 53

Grade, 54, 71

graphics, 17, 18

gross, 39, 46, 57

Gross, 8, 17, 57, 58, 59,
71

Gross salary, 17

Help, 5,7, 9, 66, 70

help screen, 7

History, 40

Housing, 8, 59

HRM, 5,9

ID card, 18

lIF file, 60

import, 29, 52

Import, 28, 29, 52

inactive, 15

info@ payeasy.co.tz, 7

initialize, 12

msurance, 58

invoice, 67

Kiswabhili, 45

Learning PayEasy, 7

Leave, 10, 11, 20, 23, 26,
42,48

Level, 54

licenses, 19

link, 13

Loan, 8,10, 11, 24, 40

loans, 24, 40

logged off, 13, 14, 68

logo, 17, 18

Memo, 60

misconduct, 54

multiple companies, 8

multiplier, 30

multi-user, 7

Muster roll analysis, 33

Nationality, 52

Navigations buttons, 5

network, 7

NSSF, 25, 41, 47, 58

Offset, 8

Open, 5,7,17, 18

Overtime, 8, 10, 11, 20,
22,71

Passport, 19

pay slips, 23, 40, 41, 49,
71

PAYE, 8, 17, 43, 50, 53,
55, 56, 59, 71

payment credit, 49

Payment Point, 52

Payroll for month, 20, 21,
22,23, 57

pension, 58, 71

Pension, 8, 25, 39, 46, 47,
52,58,71

percentage, 71

photograph, 15, 17

picture, 17

pixels, 15, 17, 18

Post, 12, 21, 58, 67, 71

PPF, 47, 58

previous months, 12

public holiday, 24, 25,
26, 27, 30, 33, 34, 35,
36, 37, 50, 51, 52, 53,
54, 55, 56, 57, 58, 59,
60, 61

pull-down list, 15, 50
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Purge, 66
QuickBooks, 60
recalculate, 12, 26
Recalculate Payroll, 10
receipt, 67

records, 5
recurrent, 57, 58
Register, 67

Reset Payroll, 10, 11
restore, 13

Restore, 14, 71

Right, 63

Salaries, 48, 52, 54
salary scale, 53, 54
scale, 52

SDL, 53, 59, 71
server, 13, 70

Set Month, 10, 12
Status, 15, 16, 52
Sysop, 15, 16
Tabular Overviews, 41
take home, 20, 22
Take Home, §, 22
Taken, 26

Time recording
differences, 33

TRA, 43, 49

training file, 5

UK date format, 8

uncompleted, 15

Update, 9, 66

User, 15, 63, 71

Withholding Tax, 17

Zanzibar, 58, 71

PayEasygdglfd Payroll and Human Resources Software

Page 73 of 73



