AutoSOA

Payroll: your onboarding guide

Built 2026-11-06 from the course's final takes.

How to use this guide: watch the lesson, then do the same with this page open.
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Your team: roles and logins

The employer

Statutory tables and the minimum
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Pay elements

Your employees

Pay rates and figures from before
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The owner's checks

Who

owner

owner
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payroll officer
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At the end you will have

a new password; the company's time zone
saved and its 12-hour clock checked

logins for Ana, Paolo, John and Mark, each
with a ready-made payroll role

Bayanihan Logistics on file with its TIN, RDO
and agency numbers; paydays the 15th and
the 30th; contributions on the first payday;
tax from the BIR table

the SSS, PhilHealth, Pag-IBIG and tax tables
added and one salary checked; the NCR
minimum wage on file

the 2026 holidays and the statutory leave
types; vacation and sick leave, 10 days each,
kept as balances

Office and Warehouse; the office schedule
(Mon-Fri) and the warehouse schedule (Mon-
Sat), 8:00 AM-5:00 PM, 10-minute grace

a rice allowance the office gets every payday,
and a productivity bonus kept for off-cycle
runs

twelve from the go-live file, after the import
refuses one SSS number typed wrong;
Cristina typed in by hand; 13 on the list

Cristina's starting rate and her previous
employer's figures added by hand; the
imported rates, year-to-date figures and leave
balances checked

Mark's Saturday 7 November turned into a
rest day on the roster, the schedule left as it is

the statutory tables and every imported bank
account verified by Teresa; the segregation-
of-duties report read
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26

Lesson

Your time clock

The payroll calendar

An employee's day

The cut-off's attendance

Overtime and leave requests

Close the attendance

The pay run

Approve the pay run

Pay your people

Email the payslips

Your payslip

Government remittances

Accounting and reports

A new hire starts mid cut-off (Carlo,
4 November)

Someone takes half a day off (Liza,
the morning of 30 October,
vacation leave)

Who

payroll officer

payroll officer

employee

payroll officer

employee,
then
supervisor

payroll officer

payroll officer

owner

payroll
officer, then
owner

payroll officer

employee

payroll officer

payroll officer

by scenario

by scenario

Min

2

At the end you will have

the warehouse's ZKTeco clock registered by
its serial number; its punches arriving on Time
logs by themselves (a script plays the clock)

November read off the calendar: the planned
paydays on the 15th and 30th, the holidays,
and the 1601-C, Pag-IBIG, PhilHealth and SSS
deadlines

John's clock-in today, seen on My Day and
My Attendance

the 26 October-10 November attendance
period, with the clock's log from before it was
connected and its pushed punches on every
timecard

John's overtime asked for; Grace's sick leave
filed; both approved by Paolo

the last open issue settled; the period locked

the 15 November run calculated in the
background; John's payslip read

the run approved with a note and posted; its
History shows Ana calculated it, and Teresa
approved and posted it. Ana's role has no
approve button

the batch built, released, its bank file
downloaded in the bank's own format, every
transfer marked paid

every payslip of the 15 November run
emailed; John's email opened in his inbox

John reads his 15 November payslip line by
line and keeps the PDF

November's SSS, PhilHealth, Pag-IBIG and BIR
remittances prepared; each agency's file and
the PhilHealth EPRS file downloaded; the
1601-C read

the 15 November journal exported; the
payroll register downloaded

A new hire starts mid cut-off (Carlo, 4
November)

Someone takes half a day off (Liza, the
morning of 30 October, vacation leave)
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28
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30
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39

Lesson

A raise from a set date (Paolo, from
1 November)

A mistake turns up after the run is
posted: void it and redo it

A bank transfer fails (Mark, paid in
cash)

An SSS salary loan is deducted
from pay (John)

A bonus paid outside the cut-off
(the warehouse's October
productivity bonus, from a CSV,
paid 20 November)

Two people swap a shift (John asks
Mark for Saturday 21 November;
Mark agrees; Paolo approves)

Someone resigns: clearance, final
pay and certificate of employment
(Grace, last day 6 November)

Guide me

Who

by scenario

by scenario

by scenario

by scenario

by scenario

by scenario

by scenario

payroll officer

Min

At the end you will have

A raise from a set date (Paolo, from 1
November)

A mistake turns up after the run is posted:
void it and redo it

A bank transfer fails (Mark, paid in cash)

An SSS salary loan is deducted from pay
(John)

A bonus paid outside the cut-off (the
warehouse's October productivity bonus,
from a CSV, paid 20 November)

Two people swap a shift (John asks Mark for
Saturday 21 November; Mark agrees; Paolo
approves)

Someone resigns: clearance, final pay and
certificate of employment (Grace, last day 6
November)

Liza Navarro's vacation leave for a day next
week, filed through Guide me one question
at a time, found pending on Leave requests



Lesson 01 - owner - 4 min - payroll-onboard-01.webm
First sign-in and the company'’s clock

At the end you will have: a new password; the company's time zone saved and its 12-hour
clock checked

Before you start: You need the temporary password your implementer sent you. Pause the
video at any time, and do the same on your screen.

’ This is the sign-in page. The owner's login
is called admin.

Type admin in User name or

]
email . A wson

Run smarter. Sell more.

Operate better. Show

nd .

Your user name is in the box.

a The first time, you sign in with the
temporary password.

Type the temporary password in

Password . Anwsson

Run smarter. Sell more.

Operate better.

The password shows as dots.

e Click Login. Qamson

Change password

The Change password page opens.



0 Now choose a password of your own.
Nobody else should know it.
Type your new password in
Password .

Your new password is in the box.

e Type it again in Password S
(repeat) . i

The two boxes match.

Home Q Searchorjumpto.

Feeaback

[Goad morning, Teresa N

e Click Submit.

Payroll

AutoSOA saves your new password, then

e HEwTen v  My0ay

Start something

signs you in.

Home shows where your work starts. The
Payroll section holds the payroll screens
for your role.

T s

You are signed in, and Home greets you by name.

syl > Payrlloveriew Q Soarchorjump o

Payroll overview

0 The payroll overview tells you what to do
next, in order.

Fooaback

©  Setup payroll before the first cut-off

Click Payroll overview .

Below are nine setup steps. Each step says
what is missing, and has a button to the
screen that fixes it.

It says Set up payroll before the first cut-off.



° The first step is the Company clock. Every — @ser . o con e BEER v © % < @

punch takes its time from it, and a new el
account starts on world time (UTC), not
Philippine time. :
Click Open Settings . e

,,,,,,,,,,,,,,,,,

° The time zone decides the day and the PO P ———— T e
Hame Settings
hour of every punch. p o v

. .
Choose Asia/Manila,
e H . Roles. Time format ®
Asia/Singapore (+08:00) in - T
e
e =
.
Timezone. e
- Rty SR

Timezone now shows Asia/Manila, Asia/Singapore.

Q The time format decides how every time o () [0 vt 5 @ ¢ @
prints: 8:00 AM, or 08:00.
12-hour, with AM and PM is ‘ B
already chosen in Time format. - Rmons s
Leave it. e

Every time in AutoSOA will print as 8:00 AM, not 08:00.

“ Click Save all.

A message says Timezone saved. Click OK to reload the

page, so that every date and time uses it.



Click OK e, [ e e ——

# Home Settings.
Show and change application setings
£ Traiing
oreaaTions Goneral  Appearance  Usormanagament  Securty  Your AUoSOABAl  Product improvement
© Payron =
= Adminisration

Roles

P—

Settngs

T i €

The page reloads, and Timezone still shows Asia/Manila.

Open Payroll, then Payroll Ot et EeEEE e R a0 2 < @

A Home Payroll overview

overview . il

©  Setup payroll before the first cut-off
Tot

© Payron
Glockin andout Before yourfirst payroll
My Day.
My Attendance
y Pay
My Toam

Neods my approval

This is the payroll overview again.

Orweson oyt » payotoveew Q searcn et e pGudeme mremex 0 R € 8
 Hame Payroll overview
B Tning
— o Setw fore thefrstcut-off
Totosm .
© payol
PR Before your first payroll
wyony
[rp— L e
ey
wy Team

Noods my approval

The Company clock step is done: Punches are read on the
company's time zone.

Qauesor [ p— Q seachocjumpto ane [@xmm IS

A Home Payroll overview
2 Taiing

P, @  Setup payroll before the first cut-off
Tot "

© Payron
Glockin andout Bofore your first payroll
My Day
My Attendance
My Pay
My Team

Open minimum wages

Guide me, at the top of every page, walks you through a
payroll task one question at a time. Lesson 39 shows it.



You signed in, chose your own password, and set the company clock to Philippine time with AM and
PM. The next setup step, the employer, is for your payroll officer. First, in lesson 2, you give your
team their own logins.

Check yourself
Where do you see what to set up next, in order?
Where do you set the company's time zone?

Why must you set the company clock before anyone clocks in?

Common mistakes

The screen says What to do

Invalid user name or password Type admin in User name or email. Type the temporary
password exactly as your implementer sent it, then click Log
in.

Passwords do not match! Type the same new password in Password and Password

(repeat). Submit works only when the two boxes match.

Every punch is read on the company's clock, and  Click Open Settings. Choose Asia/Manila, Asia/Singapore
it is still on UTC. Choose the time zone in (+08:00) in Timezone, then click Save all.
Settings.



Lesson 02 - owner - 7 min - payroll-onboard-02.webm
Your team: roles and logins

At the end you will have: logins for Ana, Paolo, John and Mark, each with a ready-made
payroll role

Before you start: You need your own login from lesson 1, and an email address for each
person.

’ Open Administration, then
Roles.

Payroll officer prepares payroll every
cut-off. At Bayanihan, that is Ana Reyes.

Supervisor approves their people's
overtime and leave. Paoclo Mendoza
supervises the warehouse.

Employee is for everyone else: clocking in
and out, asking for leave, and seeing their

own payslips. John Cruz works in the
warehouse. This is the Roles page. A role is a job: it decides what a person

sees and may do.

...... Santago

Payroll came with these three roles. Your
own login has Admin: you approve each
payroll, and check what Ana sets up.

a Open Administration, then
Users .

This is the Users page. It lists every login, and for now there is
only yours.



° Alogin is a person's own user name and
password. Start with Ana Reyes, the
payroll officer.

Click New user.

° First, her name. AutoSOA greets her by it,
and shows it on her work.

Type Ana in First name.

Her first name is in the box.

° Type Reyes in Last name.

Her surname is in the box.

o An email address is required. Password
resets go to it, and Ana can sign in with it
too.

Type Ana's email address in Email
address (here,

ana@bayanihan.example.com).

Her email address is in the box.



0 User name is what Ana types to sign in.
First name, a dot, then surname is easy to
remember.

Type her user name in User name
(here, ana.reyes).

° Next, her first password. You give her a
temporary one, as your implementer gave

you.

Turn off Set random password.

° Type a temporary password in
Password .

19 Shoud change passwerd on next ogin. ©
Aemve

@i ©

@ Lockout enatied ©

Q Type it again in Password
(repeat).

Should change password on next login.
is already on. Ana chooses her own
password the first time she signs in.

@ Lockout enatied ©

The two boxes match.



a Now her job. The Roles tab gives the
login its role.

Click Roles.

The roles are listed. User is already on: every new login gets it.

@ Turn on Payroll officer.

Payroll officer is on.

Jumv— > vsers Q searchocjump . cox  fOkeme RFemxk O 2 ¢ 8

Bimportoroxpor - ([T

= fiers | @ coumns | © || -

° Click Save.

Actve  Cromed

Oncive  ovs, 2026 Fe)

Oicive  Novs, 2026 )

G Now Paolo, the warehouse
supervisor. Click New user.

Passworo

8 Send activation ems. ©

A new, empty form opens.



G Type Paolo in First name.

@ Type Mendoza in Last name.

a Type Paolo’'s email address in
Email address (here,

paolo@bayanihan.example.com).

@ Type his user name in User name
(here, paolo.mendoza).




@ Turn off Set random password.

USER INFORMATION

@ Type a temporary password in
Password .

Q Type it again in Password
(repeat) .

@ Click Roles.

The roles are listed.



@ Turn on Supervisor.

Supervisor is on.

Click Save [N . ] B v © % < ©
o New user
£ Training g " =

Gricontimed  Actve  Crested
@ucive v, 2020 )

Ohetve  Movs, 2020 -

con v @hctive  Hov5,2026 T

e Next, John, who works in the
warehouse. Click New user .

8 Set random password. ©

18 Shouid change password on pextlogin. ©

@ Type John in First name.




a Type Cruz in Last name.

@ Type John's email address in Email
address (here,
john@bayanihan.example.com).

@ Type his user name in User name
(here, john.cruz).

@ Turn off Set random password.

The password boxes appear.



e Type a temporary password in
Password . +

USER INFORMATION

acnve
®@ e ©
D Lockout enatiod ©

@ Type it again in Password
(repeat) .

®@sce ©
@ Lockovtenatied ©

@ Click Roles.

The roles are listed.

Q Turn on Employee.

Employee is on.



e Admiisaion > sors Q Soarch orjump . e

@ Click Save.

Username. Fostome  Lastoame  Roles Emad sdaross Emlcontimed  Actwe  Crested

Ohcive  ovs, 2028 ) o

Users
vt Logs. Mendozs Oheive v, 2028 )
Visuai Settings

i S Oeive  tovs,2028 T
Notices b
Setting: -
Toresa Santago

T
Smantogs €

John is on the list, with Employee under Roles.

@ Last, Mark, who also works in the
warehouse. Click New user .

e Type Mark in First name.

8 Send acthvation emal. ©

@ Type Bernardo in Last name.

USER INFORMATION
Fustrame ©

Mark

Emailaddress * ©

Userramo+ ©

Passworo

8 Set andom password. ©

18 Shouid change password on next ogin. ©




@ Type Mark's email address in
Email address (here,

mark@bayanihan.example.com).

@ Type his user name in User name
(here, mark.bernardo).

° Turn off Set random password.

@ Type a temporary password in
Password .




Type it again in Password
(repeat) .

Newuser

Userinformation  Roles 1 Organization Units 0

USER INFORMATION

Fustrame® © Lastname® ©
Mark Bermardo

Emailsdress * © Prone number ©
mark@bayanihan.example com

Userrame* ©

markbomardo

sassworo
Set random password. ©

Password* © Password rspeat* ©

18 Shoui change passwerd n next ogin. ©

semve

®@scie ©

@D Lockout enavied ©

Click Roles.

Newuser

Userinformation Roles 1 Organization Units 0

(Give the user this ole. & user gets the combined permissions of all thir rles.

i

The roles are listed.

Turn on Employee.

New user

Userinformation Roles 1 Organization Units 0

ivo the usor this ol. A user gets the combined permisions of all thel roles.

Employee is on.

Click Save.

Adrinstation > Users Q search or jump . cox  sokeme RFemxk 0 & ¢ 8

# rome Users
Manage usrs nd prmissions. B mportor export
£ Taiing
orcuarions Q seocnusrs # Fie vy permision S emens | D coumns | &
© Payon =
User e Frtmne  Lastname  hoks ot saress Eratcomimes  Acive Cestd
fores [ — wcon @nci v 020 k0
= aaminiswoton N
Roles S e o o L — ©ncive Mo 2026 501 =
Users
ntion T Lo e [ .
Visual Settings
& owonmensers Pase Mendozs  SupsrorUser © pacogbmanihaneanlecon Orcive Mot 2025 511 -
Noties < [|e e o L
Sattings
C & wn Towss oo Aamn [ra———— @i hovs 2026
W [ [0 v eereme 1-sotsuses
T e €

Mark is on the list, with Employee under Roles.



Check - =

1s Toresa Saniogo

Ana, Paolo, John and Mark each have a login now, with their
payroll role under Roles.

You saw the three payroll roles. You gave Ana, Paolo, John and Mark a login each, with a temporary
password and their role. Give each person their user name and temporary password. In lesson 3, Ana
signs in, and puts the employer on file.

Check yourself
Where do you give a person their own login?
Where on that form do you give the login its payroll role?

Whose login approves each payroll, and checks the statutory tables and bank accounts?

Common mistakes

The screen says What to do

The Users list shows only User  Click Actions on that row, then Edit. Click Roles, turn on the payroll role, and
under Roles. click Save.

Passwords do not match! Type the same temporary password in Password and Password (repeat). Save
works only when the two boxes match.



Lesson 03 - payroll officer - 6 min - payroll-onboard-03.webm
The employer

At the end you will have: Bayanihan Logistics on file with its TIN, RDO and agency numbers;
paydays the 15th and the 30th; contributions on the first payday; tax from the BIR table

Before you start: This lesson is the payroll officer's. Ana has signed in once with the temporary
password from lesson 2 and chosen her own, as you did in lesson 1. Have the company's
registration papers ready.

0 Open Payroll , then Payroll [ Lo L N— payiot > Payrollverviow e cix 4 Gudeme g Feodbock s@c g

A Home Payroll overview

overview . o

@  Setup payroll before the first cut-off
Tot9 sewpsi

Glockin andout Before yourfirst payroll

Step 2 is the Employer: your company, as
the BIR and the agencies know it. Its
numbers print on every payslip and form.

a Click Open employers.

° Bayanihan is one company, so it adds one
employer.

Click Add employer.

The Add employer form opens.



a To see what happens when the
name is missing, click Save now.

®

Some information is missing or

notright.

PO SN

A message says Some information is missing or not right.
Under Please check: it says Type the employer’s registered
name.

° Click OK.

The Add employer form stays open, so nothing you typed is
lost.

e Registered name is the one required box.
[t must match the BIR Certificate of

Registration.

Type the company'’s registered
name in Registered name (here,
Bayanihan Logistics, Inc.).

G The TIN is the company's tax number
from the BIR. The branch code has its own

box, TIN branch code.

Type the company's nine-digit TIN
in Employer TIN (here, 245-781-
603). The branch code goes in its
own box.

The TIN is in the box.



RDO code names the BIR office the
company is registered with. It is on the
certificate too.

Type the company's RDO code in
RDO code (here, 043).

SSS, PhilHealth and Pag-IBIG each gave
the company an employer number. Each
has its own box.

Type the company’s SSS number in
SSS employer number (here, 03-
9123456-7).

Type the PhilHealth number in
PhilHealth employer number
(here, 20-012345678-9).

TIN branch code already shows 00000, the head office's code.
A branch types its own.

The RDO code is in the box.

The PhilHealth number is in the box.



IBIG employer number (here,
2001-2345-6789).

Registered address prints on the BIR

forms. Use the one on the certificate.

Type the company's address in
Registered address (here, 88
Shaw Boulevard, Pasig City).

Type the company's ZIP code in
ZIP code (here, 1603).

forms. At Bayanihan, that is the owner,
Teresa Santiago.

Type Teresa Santiago in
Signatory .

Type the Pag-IBIG number in Pag-

The Signatory signs the company's BIR

Add employer x
Rogisteredname  © Tradename ©
Bayaninan Logistcs, Ic.
Employer TN © T branch code © R00cose ©
25781603 00000 0a3
) ° o

0301234567

Regitered acress ©

Sgnatory ©

How tis company pays

Dofautt omployer ©

The Pag-IBIG number is in the box.

20-012345678-9

Snator's tte ©

st paycsy of the mantn @ Second payday of the mentn
®

& company ratrement plan pays retrement ©

-

Add employer x
Rogistered name © Trade name ©
Bayaninan Logistcs, Inc.
Empioyer TN © T branch code © R00cose ©
25781603 00000 043
° ° °

0301234567

o

20-012345678-9 2001-2345-6789

20 cote

Sgnatory ©

Defaut employer ©

The address is in the box.

Signatorys tte ©

First paycsy of the montn @ Second payday of the mentn
°

A company retrement pan pays retrement ©

Acive ©

Add employer

Rogistored name* ©
Bayaninan Logistcs, Ic.

Empioyer TN ©

25781603

T branch code © RDOcose ©

00000 043

0391234567

Rogstered address ©

88 Shaw Boulevard, Pasig City

Sonatory ©

Annuaised estimate

20-012345678-9 2001-2345-6789

2P cose

Sgnatory's tite ©

First payciy of the montn @ Second payday of the montn
)

A company retement pan pays retrement ©

Defaut employer © Active ©
.. |
The code is in the box.
%

0391234567

Regitered aciress ©

88 Shaw Boulevard, Pasig City

Her name is in the box.

20-012345678-9 2001-2345-6789

Zpeote

1603

Fiest paycay of the month @ Second payday of the montn
©

& company ratement plan pays retrement ©

N - |



G Type President in Signatory's

titl ratoann 0
icie .
— s o © e 0
o o
N e
— 08
—— Somoyaim

Prosident

Detaut empioyer © @i 0

Her title is in the box.

‘Add employer

Trade name ©

@ A payday is the day you pay your people.
The payroll calendar shows the coming

paydays from these two boxes. CsE Bt s
Type 15 in First payday of the T e )
month .

Detaut empioyer © @ et ©

The box shows 15.

Add employer x

G Type 30 in Second payday of the
month.

Rogistered name* © Trade name ©

Bayaninan Logistcs, Inc.

Employer TN © T branch code © RDOcose ©

25781603 00000 043
) ° L)
0301234567 20-012345678-9 2001-2345-6789
Rogistered acaress © Zpcose
88 Shaw Boulevard, Pasg City 1603

Sognstory © Signatory's tite ©

President

First payay of the montn @ Second payday of the montn
o

e (D
@ Contributions are the monthly SSS, .
PhilHealth and Pag-IBIG payments, shared e
by the employee and the company. R Rt ks
Government contributions picks the — e cozau

payday they come out of.
Choose All on the month's first

payday, settled on the last in
Government contributions .

Registered

Zpcote

88 Shaw Bo 1603

Sgnatory © Sinatory's tite ©

betautempoyer © (@ Acive

Government contributions shows All on the month'’s first
payday, settled on the last: each month's contributions come
out of its first payday, and the last payday settles any
difference.



° Withholding tax is the income tax you
take from each pay for the BIR.

Withholding tax decides how each

payday's tax is worked out.

Choose BIR withholding table i

Withholding tax.

@ Anyone not given an employer belongs to
the Default employer. With one

company, make this the default.

Turn on Default employer.

6 Click Save.

e Open Payroll, then Payroll

overview .

Add employer

Rogistered name ©

Bayani

ogistcs, nc.

Empoyer TN © T branch code ©

25781603 00000

Tradename ©

R00cose ©

0301234567 20-012345678-9

Registered acress ©

88 Shaw Boulevard, Pasig City

2001-2345-6789

Zpcote

1603

Withholding tax shows BIR withholding table: each payday's
tax comes from the BIR's own table. In December, payroll
corrects the year's total, whichever way you choose.

‘Add employer

Rogisteredname ©

Bayaninan Logistcs, Inc.

Employer TN © T branch code ©

25781603 00000

Trade name ©

R00cose ©

0391234567 20-012345678-9

Rogistored acress ©

88 Shaw Boulevard, Pasig City

Q soarchorjumpto cux  fGudeme Feedback O & ¢ 8

2001-2345-6789

Zpcote

1603

© poyn
Clockinandout #o0code mpyees_egsuaions Detsanampoer
Doy
N Sonbonogtcs . 257BOS 045 0 Osmn R Z8
wy pay
D R W e

Bayanihan Logistics is on the list, with its TIN. Registrations

says Complete.

Payroll overview

@  Setup payroll before the first cut-off

Q Searchorjump o cax  fGudeme gFeesvck & 2 ¢ g

Before your first payroll

This is the payroll overview again.



Check

Step 2, Employer, is done: The employer is on file:
Bayanihan Logistics, Inc.

You put the employer on file, with its TIN, RDO code and agency numbers. You set the paydays. You
chose when contributions come out, and how tax is worked out. Step 3 is the Statutory tables: the
government's contribution and tax tables. In lesson 4, you add them, with the minimum wage.

Check yourself
Where do you put your company on file as the employer?
Which box must you fill in before the employer saves, and what must it match?

Which payday do Bayanihan's contributions come out of, and where is that set?

Common mistakes

The screen says What to do

Some information is missing or not right. Please  Click OK. Type the company's name in Registered name,
check: Type the employer's registered name. exactly as on the BIR Certificate of Registration, then click
Save.



Lesson 04 - payroll officer - 4 min - payroll-onboard-04.webm

Statutory tables and the minimum wage

At the end you will have: the SSS, PhilHealth, Pag-IBIG and tax tables added and one salary
checked; the NCR minimum wage on file

Before you start: This lesson is the payroll officer's too. You need the employer from lesson 3.

Open Payroll, then Payroll
overview .

Step 3 is the Statutory tables. SSS,
PhilHealth, Pag-IBIG and the BIR each set

one, and payroll works out every
contribution and tax from them.

Click Open statutory tables .

You do not type the tables in. AutoSOA
comes with the tables in force when it
was released.

Click Add the current statutory
tables .
Each table says Not verified. Someone

other than you must check it against what
the agency published.

O rwsson JE— G x| fokame gk 0 @ ¢ 8

A Home Payroll overview h

o Setuppayr
201950t

This is the payroll overview: 2 of 9 setup steps are done.

Q) futeson S —— Q seachocjumpt cux | pokeme memek 0 R €

# Home Statutory tables

The Statutory tables page opens. Statutory means set by law.

«  /Cudeme Wk 0 2 C 8

6 tables are added: the 5 contribution tables on this list, and
the tax table on its own tab. Each one is In force.



° Check a salary works out one salary's
contributions and tax from these tables.

2500000

Use it to compare with your own figures.

Click Check a salary.

Check a salary opens.

Monthly basic pay starts at
25,000.00. Type 20000 over it. "';'; 2

Pay frequency shows Semi-monthly:
twice a month, like your payroll.

The salary is in the box.

° Click Work it out.

Your company takes the whole month's
contributions on the month's first payday,

so these are that payday's figures. The last
payday settles any difference.

This is the SSS row. On #20,000 a month,
the Employee pays #1,000.00. The
Employer column is the company's share.

Click the x at the top right.

The result shows each Fund: what the Employee pays, and
what the Employer pays.

Q Search orjump . cux  /Gudeme  § Feodback e

0 The tax table is on its own tab.
Click Withholding tax tables .

This is the BIR's table, Graduated income tax on
compensation. It says Not verified too.



— Q Soareh orjump o cux  / Cudome R Feodback s @ 8

Minimum wages

Fr—— = e @ Cotumos s

° Open Payroll, then Setup, then
Minimum wages .

Wageregion  Wagesector  Daly minoum [— o noes

This is the Minimum wages page. Payroll checks every daily
rate against it.

05> Minimum wages Q soachorjump o

° A wage order sets each region's
minimum. Bayanihan is in Metro Manila,

Minimum wages
The min wage nforcefor

the NCR. S
Click Add the published NCR -
orders .

Bayanihan is a service business with 15 or
fewer workers, so its minimum is the
lower one: #718.00, on the row for

agriculture and small retail, service or

. AnaReyes «

manufacturing.
Wage Order No. NCR-28 is In force: #755.00 a day for a
General establishment, from 2026-09-26.

syl > Payrolioveriew as

cnx / Gudeme g Feedback O ¢ g
Payroll overview

G Open Payroll, then Payroll

overview . =

This is the payroll overview again.
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Payroll overview

efore the first cut-off
n step below says what s missing and opans the screen tha ies i

o Setuppa

Bofore your firstpayroll

7. Aemsores

Step 3 says 6 tables are loaded but not yet verified
against the agency’s own published document. Teresa
verifies them in lesson 11, because whoever adds a table
cannot.

Payroll overview

efore t

o Setwp:

Bofore your firstpayroll

Step 4, Minimum wage, is done: The minimum wage
orders are on file.

You added the statutory tables, and checked one salary against them. You put the NCR minimum
wage on file. Step 5 is the Holidays. In lesson 5, you add them, with your kinds of leave.

Check yourself
Where do you add the statutory tables?
What does Not verified mean, and who verifies the tables?

Where do you put the minimum wage on file?

Common mistakes

The screen says What to do
6 tables are loaded but not yet verified against the agency's own Nothing to fix. Teresa verifies the tables in
published document. Someone who may verify them, other than lesson 11, because whoever adds a table

whoever added them, does that next. cannot verify it.



Lesson 05 - payroll officer - 7 min - payroll-onboard-05.webm
Holidays and leave

At the end you will have: the 2026 holidays and the statutory leave types; vacation and sick
leave, 10 days each, kept as balances

Before you start: This lesson is the payroll officer's. You need the employer from lesson 3, and
your company's leave rules.

Payeot 5 Payroloverview Q soarch orjump to cix  /Gudeme RFesdack O @ C

Payroll overview

©  Setup payroll before the frst cut-off
31019 setup seps are done. Each step below says wha s missing and opens the scroen that fxas .

’ Open Payroll, then Payroll
overview .

Step 5 is the Holidays. Pay on a holiday
follows its own rules, so payroll needs the
list.

7. &emorees

This is the payroll overview: 3 of 9 setup steps are done.

° Click Open holidays .

For2026,

Noleave types yet. Add the kinds of leave your company grants.

The Holidays and leave types page opens. It holds the year's
holidays, and the leave you give.

° The President proclaims each year's
holidays. AutoSOA has the 2026 list ready
to add.

Click Add the 2026 proclaimed
holidays .

Chinese New Year is a Special holiday. It
is no work, no pay, unless the company
decides otherwise.

Leave types A e satutory leave ypes | Add

The holidays are on the list. New Year's Day is a Regular
holiday: paid even when it is not worked.
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° Leave types are the kinds of leave you Quwor
give. The law sets some of them, such as prlmelg

maternity and paternity leave.
Click Add the statutory leave
types.

20260004 sat

20260409 T

205016

20260527 Wes B1AGns

Add he statutory leave types  Add

The leave the law sets is on the list. Service incentive leave
keeps a balance: 5 days a year, after 12 months of service.

° Bayanihan gives 10 days of vacation leave
and 10 days of sick leave a year. Each

becomes a leave type of your own.

Paaey dutout ©

Click Add, in Leave types. oo s 0

The Add leave type form opens.

o Type Vacation leave in Name. y—

Name " ©

[

Cote ©

Paidby detout ©

Keepa batance for tis leave ©

The name is in the box.

0 Type VL in Code. g—

P oy ot ©

Keepa batance for tis leave ©

VL is in the box: the short name for vacation leave.



° A leave balance counts the days each
person has earned, and the days they

have left.

Turn on Keep a balance for this
leave.

° Your people earn their leave through the
year, not all at the start of it.

Choose Earned monthly in How
itis earned .

@ Days a year is the whole year's leave.

Type 10 in Days a year.

a Balances kept from is the day AutoSOA
starts counting. Use the first day of your

first cut-off: 26 October.

Pick 26 October 2026 in Balances
kept from.

Earned monthly is chosen: each month earns a twelfth of the
year's days.

Days a year shows 10.

Boiances kept from

J Cxra—
I\

Balances kept from shows 2026-10-11.



When someone leaves the company, their
final pay includes the vacation leave they
did not use.

Turn on Pay out what is left on
leaving .

Boances keptrom * ©

ooz

@ Click Save. Y-

© Payron . omosmwes e Oeouarboidey  Natonwide  Proc o 1264.6.2028

© Reguarhoicey

Cockinandout
My D3y

My Atendance
My pay

My Toam

dd he satutory loave types  Add

=fmers | @ cownns | & | -

rew | -

B

e | -

Payments.

. s on o 1-7007lave s
«

Vacation leave is on the list: 10 days a year, earned monthly;
all of it carries over; paid out on leaving.

@ Now sick leave, the same way. Click

Add.
el
A new Add leave type form opens.
G Type Sick leave in Name. po—

=

Cote ©

Paig by eteut ©

Keepa balance for tis leave ©

The name is in the box.



@ Type SL in Code.

o oy et ©

Koopa batance for i leave ©

SLis in the box.

a Turn on Keep a balance for this
leave.

Addleave type

Nome+©
Scxteave

cose 0
s
Paaby dstun ©

[ T ——

Bances keptrom* ©

: ena

@ Choose Earned monthly in How
it is earned.

Sickleave
cose 0

s

Paid by default ©

Keap  balance for isleave ©
owitiseaned ©

=N

Daysayear-© A

Months befors it stats ) Batances kept rom * O

4 aenor

|

@ Type 10 in Days a year.

Poid by etaut ©

Koop  btanc for s esve ©

|

Days a year shows 10.



@ Pick 26 October 2026 in Balances
kept from.

Biances kept from

* [zzs1028

Q Unused sick leave does not carry
over. Choose Nothing carries
over in Atyear end.

Biances keptfrom * ©

ooz

Click Save . oy Q soachoxjorp o cax podame Rfwask O @ ¢ 8
ONamna e P b 0005208
wsasaen e Orooinitn  Hatsowon s .t 225
oasos s Ease Ohniiiy  Naomide P b 12045208

B2 s s W [0 pereme
Leave types

Add the satutry loove types  Add

=fmers | @ cownns | & | -

Sick leave is on the list: 10 days a year, earned monthly;
nothing carries over.

@ The law gives 5 days of Service incentive
leave a year. Your 10 days of vacation

leave cover it, so it needs no balance.

Click Edit on Service incentive
leave.

Biances kept from * ©

: o

The Edit leave type form opens, with Keep a balance for this
leave on.



@ Turn off Keep a balance for this
leave.

e Click Save.

@ Open Payroll, then Payroll
overview .

The balance settings are gone. The leave can still be filed and

approved.
cu # Guideme glFeedback O @ ¢ &
m——
r——
s Sl

= rites || @ coumns o

se

/e
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/e

/s

sem -

sew | -
QAweson Payot > Payrokovaview Q searchorjump o anx oudem Wremkk 0 2 ¢ 8
A Home Payroll overview
£ Taining

@  Setup payroll before the first cut-off
aof

Before yourfirst payroll

-

Payroll overview

©  Setup payroll before the irst cut-off

Bofore your firstpayrol

Step 5, Holidays, is done: 23 holidays are on file for 2026.
The 24th day on the list, the EDSA anniversary, is a special
working day, not a holiday.



You added the 2026 holidays and the statutory leave types. You added vacation and sick leave, 10

days a year each, kept as balances. Step 6 is the Schedules. In lesson 6, you add your departments

and their working hours.

Check yourself
Where do you add the year's holidays?

How is a Regular holiday paid, and a Special holiday?

Which day do you pick in Balances kept from, and why?

Common mistakes

The screen says

Enter how many days a year this leave gives.

Balances for this leave type have been kept since 1
October 2026, and opening balances were entered as
at that date, so it can no longer move.

Service incentive leave still shows 5 days a year,
after 12 months of service, not Not tracked.

What to do

Click OK. Type the year's days in Days a year (10 for
vacation leave and sick leave), then click Save.

Pick 11 October 2026 in Balances kept from on each
leave type, before lesson 8. Once balances are saved,
the date cannot move.

Click Edit on Service incentive leave, turn off Keep a
balance for this leave, and click Save. Do it before you
bring in your employees in lesson 8.



Lesson 06 - payroll officer - 6 min - payroll-onboard-06.webm

Departments and schedules

At the end you will have: Office and Warehouse; the office schedule (Mon—Fri) and the
warehouse schedule (Mon-Sat), 8:00 AM-5:00 PM, 10-minute grace

Before you start: You need Ana's login from lesson 2. She is signed in as the payroll officer.

‘ Start on the payroll overview. Open o= = = SR R v~ > ¢ @
A Home Payroll overview
Payroll, then Payroll overview .

©  Setup payroll before the first cut-off
401950 stop

Before your first payroll

Step 6 is Schedules. It asks for your work
schedules, because lateness is measured
against them.

This is the payroll overview. Its setup steps show what is done,
and what comes next.

a First, the departments that group
your people. Open Payroll, then

Setup, then Departments.

This is the Departments page. A department is a group of
your people, like the office or the warehouse.

° Bayanihan has an office and a warehouse. =
Start with the office.

Click Create department.

The Create department form opens.



Oepartment = ©

° Type Office in Department. e—

(=

Cote ©

Romarks ©

Office is in the box.

6 Code is a short name for exports and —
filters. It is optional. —

offce

cote ©

Type OFF in Code. [

Remarks ©

The code is in the box.

Payeel > Setp > Depariments. Q Search orjump . cax  fGudeme gfeesback 8 2 ¢ &

° Click Save.

Departments
sl R—— o ez

Payrol socurty
Time clocks
Scheduies

Holidays and eave
types

Office is now in the list.

Oepartment ©

0 Now the warehouse. Click Create po—
department.

An empty form opens.



° Type Warehouse in Department.

° Type WH in Code.

Q Click Save.

“ Now the schedules. Open Payroll,
then Setup, then Schedules.

Create department

Warehouse is in the box.

Create department
Department &
Warehouse

cose ©

[w

Remarks ©

The code is in the box.

Fayot > Saup > Deparimants Q seachorjump o co fokeme RFemxk O 2 ¢ 8

= finers || @ coumns | © ||

Oepartments
Payrol secusiy
Time clocks
Sehoduies
Hofdays and eave
types

Warehouse joins Office in the list.

aweson oy » Sain > Schedues Q searchorjomp o cx  fOkleme wRemxk 0 2 € 8
Sttuory orms iy
f— it S —— ===
= e | @ couns 3

No schedules ye.Create the working pattern your pecple follow.

This is the Schedules page. A schedule is the working week a
person follows: start time, hours, breaks and rest days.



The office works Monday to Friday, 8:00
AM to 5:00 PM. Make its schedule first.

Click Create schedule.

You give each employee a schedule by
this name, so make it plain.

Type Office, Monday to Friday in
Schedule.

Grace, minutes is the grace period: the
minutes of lateness forgiven each day.
Bayanihan forgives 10.

Type 10 in Grace, minutes .

Early-in allowance is already 60 minutes.
A clock-in up to an hour before the shift
still starts the day.

Overtime: Minimum, minutes is 30 and
Round down to, minutes is 30. Overtime
starts counting at 30 minutes past the
shift, in steps of 30 minutes. The few
minutes people stay are not overtime.

Each weekday row under Day rows
already fits the office: Start 8:00 AM,
Work, minutes 480, and a 60-minute
break. It shows Ends 5:00 PM.

Saturday and Sunday have Rest day
ticked. A rest day is a day no work is
expected.

Graca s all-or-notin 0 ©
.oy ot minutes © Assentat mawtes °
o o
mmmmmmmmmmmmm °
ppove overtime ©
30
mmmmmmm o Intoerance © Overtreak ©
Monitor breskout ®  Moritor reak in ° lgnore.
From © o
1000PM 600 AM
° ° Reauire
vork minutes.

Create schedule

outolerance ©

Create schedule

nnnnnnnn

Grace, minutes now shows 10.




Click Save.

Now the warehouse. Click Create
schedule .

Type Warehouse, Monday to
Saturday in Schedule.

Type 10 in Grace, minutes .

Statutory forms
Payments.

Schedules

Remitances.
Paytol accouning
Payralreports

setp -

o schedule

The working pattem everybody is measured agaist

Q Searchorjump o, e

/udeme RReomak 0 & ¢ 8

Ses | ©counns | O

Pay rates

Pay cloments

1 Offc,Moodsy toFricey  Punching A
W

Sattory taies
Minimum wages L
Loans

Seporaions

Roster

Payoncatencar

Enployees

Empoyers

sankaccaunts

Oepariments

Payonsocurty

imo cocks

Schodios

Hotdays and eave
types

= Adminiswation .

i €

s oW 0 v perpage

The office schedule is in the list.

Create schedule.

Scheduie ©

Grace, minutes ©

o

Undertime.
Round up to, minutes ©

Nomar ©

7 Grace s allor-nathing ©

Hat-gay ot minutes ©

e © Eary-in atowance ©

Punching v e

Hoit-day o, minutes © Absent at, minutes ©

o <] [fo

Avsentat, mnutes ©

. @xueo
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=
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A new schedule form opens.
P
sl 215 2 @raeo

Undertime.

Round up to, minstes ©

o

Overtime

Miimum, minutes ©

s Grace s all-or-nothing ©

Hat-ayat minutes ©

o

Round down to, minutes ©

Halt-day ot minutes © Absontat minutes ©

o =) llo

Avsentat minutes ©

o

. Auto-spprove overtime ©

» s w z
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ot © [m— p—
optionat 5 =
e Nonitorbreakout @ Monitorbreakin © 0 <l o S oo
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fam © 6o
Enstied © Sreak sams o aiferetal ©
1000pm 00
Horays
9 © © Requie peesence the day bfore ©
Dayrows
Create schedule
seneao 0 Nomber © e © Canyinstowance ©
7S = heive ©
Warshouso, Monday to Sturday 2 £ puncning < e :
e

Grace, mintes ©
1

Undertime.

Round up to, minutes ©
o

Overtime

Minimum, minutes ©

Grace s ll-or-notring ©

Hat.doy st minutes ©

21

Round down t, mintes ©

Halt-day st minutes © Absentat minutes ©

o 2] [0

Avsent ot mntes ©

o

7 Auto-approve overtime ©

Y 1 [la 5
Broak
Outtolerance © Intoerance © Overdreak ©
optional 3 .
o @ Monitor breskout ©  Moritorbreakin © 0 21 2 o
Ngntait.
From © w0
Ensbled © Break earns no differentil ©
1000 M 600 AM
Holdays.
(] [} ° Require presence the day before ©
Day rows
Work minutes

Grace, minutes shows 10, the same as the office.



@ The warehouse also works on Saturdays,

so Saturday cannot be a rest day.

Turn off Rest day on the
Saturday row.

@ Type 8:00 AM in Start.

e Type 480 in Work, minutes .

e Click Add break .

OTlesdn © MaxOT®  Fox ©
Ence 500PM
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0
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Add break
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480 minutes is an 8-hour day.
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A break appears on the Saturday row.
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@ The break already starts at 12:00
PM under Breaks. Leave it.

@ Its length is already 60 minutes. — .
Leave that too.
Saturday now shows Ends 5:00 PM, like
the weekdays.

e Click Save.

Q Seachorjump o

@ Open Payroll, then Payroll
overview .

Payroll overview

©  Setup payroll before the first cut-off

Bofore your first payroll

Payeet » Payroloverviow Q Searchorjump o

cux  sokeme RFemxk O 2 ¢ 8

This is the payroll overview again.



Check

The Schedules step is done: 2 schedules on file.

You added the Office and Warehouse departments. You made their schedules, 8:00 AM to 5:00 PM
with a 10-minute grace period. The office works Monday to Friday, and the warehouse Monday to
Saturday. The next step is Employees. First, in lesson 7, you add the rice allowance the office gets.

Check yourself
Where do you make a work schedule?
What is the grace period, and where do you type it?

How do you make Saturday a working day on the warehouse schedule?

Common mistakes

The screen says What to do
The Saturday row shows no Ends time Type 8:00 AM in Start and 480 in Work, minutes on the Saturday
under Work, minutes. row.

The Saturday row shows Ends 4:00 PM. Click Add break on the Saturday row. Type 12:00 PM in the first
box under Breaks, and 60 in the next.



Lesson 07 - payroll officer - 4 min - payroll-onboard-07.webm
Pay elements

At the end you will have: a rice allowance the office gets every payday, and a productivity
bonus kept for off-cycle runs

Before you start: You need Ana's login from lesson 2, and the employer from lesson 3.

Payeol > Set > Pay lements Q searchorjump o cix  /Gudeme g Feadback a2 g

Pay elements
e e a3

‘ Allowances are set up once, on
their own page. Open Payroll,

then Setup, then Pay elements.

This is the Pay elements page. A pay element is one line that
adds to pay or takes from it, like an allowance or a loan.

a Bayanihan gives each office person a rice
allowance of 1,000 every payday.

Click Create pay element.

© @sso
(#90K pool) ©

wn ©

The Pay element form opens.

° Code is short, and it never changes. The
go-live file and the reports use it. It is

required.

Type RICE in Code.

The code is in the box.



° Name is what the payslip shows. It is p—
required too. il

RIcE

Kind ©

Type Rice allowance in Name.

BiRproperty code ©

Pom—
Tue © @SSO PhHemn ®  PogrBio ©

Other benafi (P90K pool) ©

Amount difers every run ©

The name is in the box.

Pay element
Coser @

oo @sss o Phitieaith © PagBIG ©

Other benefi (P90K pool) ©

Kind is already Earning. An earning adds to pay; a Deduction
takes from it.

Pay element
) Nama - ©

et (=

Kind © mount rom ©

Earming

BRproperty code ©

Pom—
Tate © @SSO PuMen®  PagiBG O 13hmonth O

Other benafi (P90K pool) ©

Amount difers every run ©

Amount from is already A fixed amount: the same amount
each payday, set for each person.

° The BIR lets up to #2,000 a month of rice
allowance go untaxed. That is #1,000 each

payday.
Type 1000 in Exempt up to.

Earming

BRproperty cose ©

Counstowarss ©
Taxatie © S5O Pibean ®  PagiBICO®  13nmonh ©

Other benafi (P90K pool) ©

Amount ifers very run © Active ©

|

Exempt up to shows 1,000: up to 1,000 of it each payday is
tax-free.



o Above that, a rice allowance joins the w——
13th month pay and other benefits. =

Together, they are tax-free up to #90,000

Eaming

a year. ——

Turn on Other benefit (P90k
pool) .

‘o000

Pag-BiG © 13t month ©

Other benefit (F90k pool) is on.

6 Click Save. e

Q Search orjump to. cie foudeme Rresmek 0 Q ¢ 8

° The second pay element is the warehouse
productivity bonus. It is not paid every
payday, so nobody gets it yet.

Click Create pay element.

°
@roctc© @SSO PN ©®  FaiBCO  T3hmonn O

Other bensfi (P90K pool) ©

Amount ifers every o © Acive ©

o - |

The Pay element form opens.

° Type PRODBONUS in Code. —

PRODBONUS N

King ©

O @SSO Puem® P ©

Other bensfi (P90K pool) ©

Amount iters every rn © @ e ©

The code is in the box.



@ Type Productivity bonus in Name.

The name is in the box.

a A bonus is a different amount each time. —
This tick says so. wao

PRODBONUS

Turn on Amount differs every
run.

Amount differs every run is on.

@ Click Save.

Assigned to shows 0: nobody gets the rice allowance yet.

You added the rice allowance as a pay element: an earning of a fixed amount. Up to #1,000 of it
each payday is tax-free, and the rest joins the #90,000 limit on other benefits. You added the bonus



too, for runs outside the cut-off. Next, in lesson 8, you bring in your employees. The go-live file
gives each office person their rice allowance.

Check yourself
Where do you set up an allowance?
What do you type in Exempt up to for the rice allowance, and why?

Why do you add the rice allowance before you bring in your employees?

Common mistakes

The screen says What to do

Some information is missing or not right. Please check: Type a  Click OK. Type RICE in Code, then click Save.
short code for the pay element.

The Taxable column shows Yes for Rice allowance, not Click Edit on Rice allowance. Type 1000 in
Exempt up to #1,000.00. Exempt up to, then click Save.
A pay element with code RICE already exists. The rice allowance is already on the list. Click

Edit on it to change it.



Lesson 08 - payroll officer - 7 min - payroll-onboard-08.webm
Your employees

At the end you will have: twelve from the go-live file, after the import refuses one SSS number
typed wrong; Cristina typed in by hand; 13 on the list

Before you start: You need the logins from lesson 2, the schedules from lesson 6, and the rice
allowance from lesson 7. You also need your go-live file: the staff list your company filled in
before go-live.

Payict > Payroloverviow Q soachorjump o cnx  / Gudeme  § Feodback 8@ ¢

Payroll overview

0 Start on the payroll overview. Open
Payroll, then Payroll overview .

©  Setup payroll before the first cut-off

Glockin andout Before yourfirst payroll

Step 7 is Employees: Add the
employees, by hand or from the go-live
file.

a Click Open employees. Omer e =S— e rer—— e T

A Home Employees

1o works hore, and which suparvisr docicos hei equests. impart empioyees (S8

° Typing 12 people one at a time is slow. An
import brings them all in from one

spreadsheet.

Click Import employees.

Import employees opens, with two steps: Download the

template, then Choose the filled-in file.




The template is the spreadsheet to fill in.
It has one row for each person, and a

second page that says what to type.

Click Download the template.

Fill it in from your old payroll. Bayanihan's
bookkeeper has done that already.

The template is saved to your computer. The note under
Download the template gives its file name.

Click Select files..., then choose

your filled-in go-live file. e e

Joel's SSS number is a digit short. His row
says what is wrong.

Nothing is imported until every row is e

Row o

2 oo

ready. Correct the number in your file,

3 eom

and save it. moss

B-00¢
BL005
8008

BL-07  MarkBemardo _payrate, bank accoun, year-to-datefigures, 2 leave balances.

AutoSOA checks the file first. It says 1 row has a problem.

Click Select files..., then choose Fm—

1.Download the tempiate:

the corrected file.

The Also brings column says what comes
with each person. Ana brings a pay rate,

bank account, year-to-date figures, rice

Ao bings

pay rate, bank account, yea-to-date figues, ice aowance, 2 eave balances

allowance, 2 leave balances. ) e

AutoSOA checks the file. It says 12 employees are ready to
import.

o > Employoes Q Soach orjump . cne foudeme RFebak O & C 8
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The import is all or nothing. If a row had a

Employees.
a whi

Wno works et

problem, the screen would name it, and
nobody would come in.

Click Import 12 employees .

The list now shows 12 employees.



° Cristina Garcia joins the office on 27
October. She is not in the file, so you type e s
her in.

Oepartment & Schedule ©

Set-servico ogin ©

.
Click Create employee a[EES " e
""""""""
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The Create employee form opens.

Create employee

Empioyesno.- © Lastrame* ©

Middi name © Department © Scheduie ©

° Her employee number, Employee no., is
what her payslips carry. The file used BL-

001 to BL-012.

No supervisor *  Nokgn d @mo

Type BL-013 in Employee no.

™o 555 number © P

BL-013 is in the box.

Create employee

Empioyoero.* ©

Q Type Cristina in First name.
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555 number ©
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Her first name is in the box.

“ Type Garcia in Last name.

Setsenvcetogn ©
Nolage Actve ©
P Pribestnnter O PagBi0 umber ©
Dateseparaes © Paysi enail ©
‘year-mont th-day -]
i wage eamer (stautory exempt from
Empioymentstais © [RA—
probationary Futume

Her last name is in the box.



@ Type Accounts assistant in
Position .

G The department groups her with the
office in every list and report.

Choose Office in Department.

@ Her schedule is what her lateness and

overtime are measured against.
Choose Office, Monday to
Friday in Schedule.

G Her supervisor approves her leave and
overtime. In the office, that is Teresa.
Choose Santiago, Teresa in
Supervisor.

Create employee

Empioyee 0.+ ©

BLots

Mg name ©

Her position is in the box.

Create employee

Empioyearo.* ©

BLon
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™o 555 number ©
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Department shows Office.

Create employee

Empioyearo.* ©

BLon

Middio name ©
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Active ©
P— ° 5186 number ©
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Supervisor shows Santiago, Teresa.




Date hired is her first day. Her 13th
month pay is counted from it.

Pick 27 October in Date hired .

Employment status already
shows Probationary. Leave it.

Next come her government numbers.
Every government return is filed under
them.

Type her TIN, 184-356-504-000, in
TIN.

Type her SSS number, 34-2481484-
2, in SSS number.

Cristina is new, so she starts on probation.

Create employee

Empioyee 0.+ © Lastrame* ©
BL03 carcia
Misdi name © Department © Schoduie ©
offce v Offce, Monday to Friday

Supervisor ©

© @rawo

Phibieath number @ PagABIG number ©
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Her first day is in the box.
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Accounts assistant
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Bate sepacatea © Paysto email ©
20261027 ® jermonnay 8
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witthiging) ©
Employment
Position © Employmentsta w O Empioymenttype ©
Accounts assistant Probationary v Fume
Create employee
Epoyeerot© st me+ © Lastrame* ©
BLo13 cristna Garcia
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Supervsor © Selt-service ogin ©
Santiago, Teresa v Nokgn © @
Government dentifiers
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311-402-518-000

Datenirea ©

20261027

Her SSS number is in the box.




@ Type her PhilHealth number, 12-

114814804-6, in PhilHealth
number.
Santago, Teresa * Nokgn T @m0

Government identiiors
™o 555 number © Phiiath number © ___PagBIG number ©
311-402-518-000 3455123081 12-050123456-7 N
Datehirea & ot sepacatea © Poysio amail ©
20261027 ®  yearmonth -y 8

Her PhilHealth number is in the box.

Create employee

Empioyoaro.* © Fistname*© Lastrama* ©

Q Type her Pag-IBIG number, 1211-
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Her Pag-I1BIG number is in the box.

11-402-518-000 345123081 12-050123456-7 1211-2233-4455

wage her rate is checked against. The list L,

20261027 o

@ Wage region decides which minimum o

holds the regions with a minimum wage

Minimum w g0 camer (statutorty oxempt from
witheiding) ©

on file.

Choose NCR in Wage region .

e The wage sector picks the minimum saein | P8 et

within the region. Bayanihan is on the itis iy ki

lower one for small businesses, and so is
everyone in the go-live file.

Choose Agriculture, or small
retail / service / manufacturing
in Wage sector.

Wage sector shows the small business rate.



Her biometric access number is her
number on the time clock. Her punches
are matched to her by it.

Click Add, beside Biometric
access nhumbers.

Type 13 in Access number.

Click Save.

Open Payroll, then Payroll
overview .

™o 555 number © Phibieath number

311-402-518-000 3455123981

Datehired © Date separsted © Poysio omail ©

20261027 B jermonndy 8

Minimum wage eamer (statutordy exermpt from
witthaiging) ©

Employment
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12:0501234567
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An Access number box appears.
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Payeol > Set > Employess

Employees
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Q Search orjump to.
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1100113 emploees

Cristina is on the list, with her number, BL-013. The list now has

13 employees.
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Fay > payrooveview
A Home Payroll overview
£ Trining

G @ Setup payrollbefore the first cut-off

© Payro B
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My Day.
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This is the payroll overview again.
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Check

N

The Employees step is done: 12 employees, each on a
schedule.

You imported 12 employees from the go-live file, with their rates, bank accounts, year-to-date

figures, allowance and leave. Then you typed in Cristina by hand. The next step says 1 employee

has no pay rate. That is Cristina, and lesson 9 gives her one.

Check yourself

Where do you bring in all your employees at once?

What happens when one row of the go-live file has a problem?

What must be on file before you import the go-live file?

Common mistakes

The screen says

1 row has a problem. Nothing is imported until
every row is ready: correct it in the file and
choose it again.

Schedule "Warehouse, Monday to Saturday" is
not on the Schedules page. Add it there first, or
correct the spelling.

There is no login "john.cruz". Make it under
Administration, Users first, or leave the box
blank.

Also brings does not list rice allowance for the
office people.

What to do

Read the Problems column for that row, and correct the row
in your go-live file. Then click Select files... and choose the file
again.

Make the schedule on Schedules first, as in lesson 6, with the
same name as in the file. Then choose the file again.

Make John's login first, as in lesson 2, with the user name the
file shows. Then choose the file again.

Add the rice allowance on Pay elements first, as in lesson 7.
Then click Download the template again, and type 1000
under Pay: Rice allowance for each office person.



Lesson 09 - payroll officer - 7 min - payroll-onboard-09.webm
Pay rates and figures from before go-live

At the end you will have: Cristina's starting rate and her previous employer's figures added by
hand; the imported rates, year-to-date figures and leave balances checked

Before you start: You need the employees from lesson 8, and the leave types from lesson 5.

‘ Start on the payroll overview. Open o= = S R v 0 2 < @
o Payroll overview
Payroll, then Payroll overview . B

Step 8 is Pay rates: 1 employee has no
pay rate. The pay run will not calculate
without one.

Click Open pay rates LY P — =) DR v s % < ®
.
A Home [ Pay rates J

iy ‘What each person ears, from a date. mvammmnmh

The go-live file gave everyone else a pay =~ = R
rate. Ana's is Monthly: #30,000.00.

‘‘‘‘‘‘‘‘‘‘‘‘

The Pay rates page opens. It shows what each person earns,
from a date.

° Cristina has none yet. Her row says No
rate on file.

Click Add rate on Cristina's row.

The Add rate form opens, with her name at the top.



° Effective from is the first day this rate R
applies. Hers is her first day at work.

Effective from already shows 27

Howsperday ©  Days permontn ©

October 2026, her date hired. -

Resson ©

Leave it.

° Basis says how the rate is quoted. Office
staff have a monthly rate: an amount for

each month.

Choose Monthly in Basis.

Basis shows Monthly.

° Type 24000 in Amount. e—

a How it is paid says if pay follows the ————
hours worked, or a fixed salary. Office Pt

20261027

staff have a fixed salary. o

Amount*
nredmvmmvsahw | 2

Mousperday ©  Days per month ©

Choose Fixed monthly salary in
How it is paid .

How it is paid shows Fixed monthly salary.



° Reason shows on her payslip. It is T
optional. rraton-

Type Starting rate in Reason. T

260833

The reason is in the box.

Q Searchorjump o e foudeme Mfesmak 0 Q C 8

° Click Save.

pay mutipiers
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Q Her pay also needs a bank account.
Open Payroll, then Setup, then
Bank accounts .

Bank accounts. h
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This is the Bank accounts page. It shows where each
employee's pay goes.

a The go-live file brought the other 12
accounts. Cristina's comes from her own
bank document.

Click Add bank account.

The Add bank account form opens.



@ Type Cristina in Employee, then
choose Garcia, Cristina (BL-013) .

Q Type BDO in Bank.

@ Copy Account number exactly as her
bank document prints it.

Type her account number,
004120102947, in Account
number.

° Click Save.

Add bank account

Empioyee

o, o 8019

W

ok ©
Account oumber * ©

Accountname ©

Cristina is chosen.

Add bank account

Employee

Garci, Cristna (BL-013)

BDO is in the box.

Add bank account

Employee

Garcia, Cristna (8L-013)

Account umber - ©

=

Accountname ©

@ Primary account ©

The number is in the box.

Q search orjump .
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Her account says Waiting for verification.
than Ana must check it before pay goes in.

Someone other



Next, the figures from before go-
live. Open Payroll, then Setup,
then Statutory tables.

Year to date is what the old payroll
already paid and taxed each person this
year. December's tax depends on it.

Click Year to date.

Cristina worked for another company this
year. Her tax for the year counts that pay
too. The figures are on the BIR 2316 that
company gave her.

Click Add an opening balance.

Type Cristina in Employee, then

choose Garcia, Cristina (BL-013) .

Statutory tables
Cornbsions o m%, oot as datoa v

Atendance periods.
Timecards

Time ogs

Payuns

Statutoryforms

Q seachorjump o

Zouseme @Reme 0 2 ¢ 8

PG RAOGTS 67/ OME

SSSEC 58S Clruar 20260,

Etctiverom ke Computadon
20060101 Bracket e Bascon
20060101 Backetabe

Aotverfls  2026:0101(Th)  Prcentage o absse  Basicpay

Q Search orjump .

o | pern

e

e T on ey
PR P —
wor @ rusisono rsison
(PO O— f— e =
won prm—— S o
mome  wow @ ewaon suniois oo
Ve Won @opmis rrsrioc0 pse7in csmas e
‘‘‘‘‘‘‘‘ e .
[m.m o oovematmame! i rsaomso e i =N ]
Santiago, Teresa  BL-001 ©Openingbalance  $800,000.00  $820,000.00 #760,500.00 #108874.00 nou-\r -

Ana's row is an Opening balance: her figures from the old

payroll. Her Gross pay so far is #320,000.00.

The form opens.

Cristina

is chosen.

‘Add an opening balance

Empioyee” ©

‘Add an opening balance

Toxabi compensation ©

000
Witoigiog tox ©

000
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1300 month pay ©
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@ Copy each figure from her 2316. pra—— 3
Type 198000 in Basic pay . = 3 I

Basic pay shows 198,000.

Type 210000 in Gross pay e %
Garcia, Cristina (6L-013) - oo S
— —
198,00000 210,00d00 k
nnnnnnnn .
B

Gross pay shows 210,000.

.
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Taxable compensation shows 186,700.

.
Type 23300 in Non-taxable i 5
compensation = ) e
*
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Non-taxable compensation shows 23,300.

&




@ Type 12850 in Withholding tax.

e Her certificate at year-end names the
company that paid her first.
Type Luzon Freight Services Corp.
in Previous employer.

@ Type its TIN in Previous
employer’s TIN (here, 204-118-

552-000).

e Click Save.

A anopering atance x
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000
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Previous ompoyer ©
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Previous empoyers sdaress 2P code

St working there to0 ©

Withholding tax shows 12,850.

‘Add an opening balance x
Empioyea” © Your ©
v oo
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Garci, Cristna (8L-013) v oo
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previous smployer this year

previous smpioyer © Previous employers TN ©

Luzon Freight Services Corp. | 204-118-552-000 N

Previous omployers adaress ZPeode

St working there too ©

The TIN is in the box.
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Cristina's row shows #210,000.00 as her gross pay so far.



@ Last, the leave the file brought.
Open Payroll, then Leave
balances.

Ana's Vacation leave shows an Opening
of 6.5 days, carried from the file, and 7.33

days Remaining with what she has
earned since. Cristina's balances start at

zero: she is new.

This is the Leave balances page. It shows the leave every
employee has left, and the history behind each figure.

payiot > Payrollverview Q Serch orjump o cix  /Gudeme WFeedack O @ €

@ Open Payroll, then Payroll
overview .

Payroll overview h

o 2

The Pay rates step is done: Every employee has a pay
rate.

You gave Cristina a monthly rate of #24,000.00 from 27 October, her bank account, and her previous
employer's figures. You checked the imported rates, year-to-date figures and leave balances. Two
steps now wait for someone else: the statutory tables from lesson 4, and Bank accounts. Ana added
them, so Teresa, the owner, verifies them in lesson 11.

Check yourself
Where do you give a new employee their first pay rate?
What does Waiting for verification mean on a bank account?

Where do you see the year-to-date figures from the old payroll?



Common mistakes

The screen says

11 bank accounts wait to be verified, and 1 employee has
no bank account. Until then, their pay is cash.

Balances that still need an opening balance: 11. Those
employees see what is booked, not what remains, until
one is entered.

A rate needs an amount above zero.

What to do

Open Payroll, then Setup, then Bank accounts.
Click Add bank account, and add Cristina's account.

Click Enter opening balances. Click Enter opening
balance on each row, and type the days left in
Opening days.

Click OK. Type the rate in Amount (760 for Cristina),
then click Save.



Lesson 10 - payroll officer - 1 min - payroll-onboard-10.webm

The roster

At the end you will have: Mark's Saturday 7 November turned into a rest day on the roster,
the schedule left as it is

Before you start: This lesson is the payroll officer's. You need the schedules from lesson 6 and
the employees from lesson 8.

° Open Payroll, then Setup, then
Roster.

The roster shows who works which shift, one week at a time.
Each person starts on their own schedule.

a Choose Off in Mark's box under O
Sat7.

The day turns yellow. Yellow marks a day that differs from the
schedule.

Only Mark's Saturday changed. Everyone else stays on the
schedule.



You made one day a rest day for one person. A day changed on the roster wins over the schedule. In
lesson 11, Teresa does the owner's checks.



Lesson 11 - owner - 6 min - payroll-onboard-11.webm

The owner's checks

At the end you will have: the statutory tables and every imported bank account verified by

Teresa; the segregation-of-duties report read

Before you start: You need the statutory tables from lesson 4, and the bank accounts from

lessons 8 and 9. Teresa is signed in with her own login.

Start on the payroll overview. Open

Payroll, then Payroll overview .

Step 3, Statutory tables: 6 tables are
loaded but not yet verified against the
agency's own published document. Ana
added them, so Teresa is the second
person to check them.

Click Open statutory tables.

Start with SSS. Compare its figures with
the SSS circular itself before you verify.

Click -+ on the SSS row, then
Verify against source.

Open the source opens the agency's own
document, to compare with this table.

Payeol > Payrolloverviow Q soachorjumpta /cudeme mFemak 0 2 C 8

Payroll overview

©  Setup payroll before the first cut-off

Before yourfirst payroll

1. @ Company cock

The Verify against source form opens: You checked SSS
against the agency's own published document, and the

figures match.



What you checked is optional. For SSS,
name the document, so anyone can find it
later.

Verity against source

u checked SSS against the sgency's

[[sss sz meconc

Type SSS Circular 2024-006, the
contribution schedule, in What
you checked .

The note is in the box.
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Do the same for the other
contribution tables: click the three

dots on each row, then Verify
against source, then Verify. SSS

MPF and PhilHealth first.

Then Pag-IBIG and SSS EC. What you
checked is optional, so these four go
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Now the tax table. Click
Withholding tax tables.

© Payron

now say Verified.
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° This is the BIR's withholding tax table.
Compare it with the BIR's own regulation.

Click --- on its row, then Verify
against source.

The form names Graduated income tax on compensation.

° Name the regulation you checked, so P—
anyone can find it later.

Type RR 11-2018, Annex E, in What
you checked .

The note is in the box.

Payeel > Setup » Statutory tabes Q Searchorjump o Gax  fGudeme gFeedbck 8 2 ¢

Statutory tables
Contiutions and tax brackets, kept 9 dated fows,

Q Click Verify.
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Payroll, then Setup, then Bank
accounts.
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This is the Bank accounts page. Ana added these accounts, so
she cannot verify them.



There are 13 accounts, but the list shows

Q Soarch orjump . anx foudem Wremkk 0 @ € 8

10 at a time. = =

Choose 25 per page, under the e —

list. e — -
-

All 13 accounts now fit on one page.

Compare each account number with the
employee's own bank document.

Click Verify on the account's row.

If an account does not match, click the
three dots on its row, then Reject: it goes
back to Ana to correct.

A message asks: Check it against the employee's own bank
document first.

Click Yes. T =1 P
[ ]
v o .
80 004120055433 e 3 o ety | -
o B e ==
The first account now says Verified.
Do the same on the next account: ) PEER) v ¢ % ¢ @

click Verify.
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@ Click Yes.

Verify each of the other eleven the

same way: click Verify on its row,

then Yes.

Check each one against that person's own

bank document, not against the go-live
file.

A wrong digit here would send someone's
pay to a stranger's account, so take your
time.

If one does not match, choose Reject
instead, and Ana corrects the account.

That was the last one. Every account on
the list has now been checked.

Open Payroll, then Setup, then
Payroll security .

Your own login is on the list. That is
expected: the owner holds everything.

Ana is not on the list. She prepares the
work, and you approve it.

o > Bankaccounts Qseschorumpto.  omx 7 Guideme g1 Feoabck a8

Bank accounts
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All 13 bank accounts now say Verified.
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Payrollsecurity

This screen lists anyone who holds two jobs that should belong
to two people.



Q Open Payroll, then Payroll Qen e
Al Hond Payroll overview
overview .

© Noattendance period yet
Payrol yrotis run agains

Before your first payroll

mmmmmmmmm
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Payroll overview

© Noattendance period yet

Every setup step is done. The overview now says No
attendance period yet: Payroll is set up.

Step 9, Bank accounts: Everyone has a verified bank
account.

You verified the 6 statutory tables and all 13 bank accounts. Ana added them; you were the second
person to check them. You read who holds two jobs. The owner's checks are done. In lesson 12, Ana
connects the warehouse time clock.

Check yourself
Who verifies the statutory tables and bank accounts that Ana added?
Before you click Verify on a bank account, what do you compare its number with?

Where do you verify the BIR's withholding tax table?



Common mistakes

The screen says

You added or last changed this table, so

someone else verifies it against the source.

An account you added yourself has no
Verify.

Reject stays grey in the Reject form.

What to do

Let someone who did not add or change the table verify it. At
Bayanihan, Ana adds and changes the tables, and Teresa verifies
them.

Let someone else verify it. At Bayanihan, Ana adds the accounts,
and Teresa verifies them.

Type why the account is wrong in Why is this account being
rejected?. Whoever added the account reads it and corrects it.



Lesson 12 - payroll officer - 2 min - payroll-onboard-12.webm

Your time clock

At the end you will have: the warehouse's ZKTeco clock registered by its serial number; its

punches arriving on Time logs by themselves (a script plays the clock)

Before you start: This lesson is the payroll officer's. You need the clock's serial number, and the

access humbers from lesson 8.

’ Open Payroll, then Setup, then
Time clocks.

a The serial number says which clock is
yours. Find it on the clock, under System
Info.

Type the clock's number in Serial
number (here, BKL202611001).

a Type Warehouse clock in Name.

Time clocks

Time clocks h(

7 Gudeme g Fescbxk O O

This screen lists the clocks that send their punches by

themselves. Only a clock with a registered serial number can

send.

Time clocks

The name is in the box.

7 Gudome  gFesavak 0 @ C




Q Click Register clock.

Now the clock sends its punches. In this

video, a script plays the clock. Your own
clock sends them by itself.

Punches received shows how many came

in. Skipped shows 0, so every punch
found its employee.

The clock is on the list. No punches have come yet.

e Open Payroll, then Time logs. Ot e .

as

Here is John's punch. Nobody typed it.

You registered the clock by its serial number. Its punches now arrive on Time logs by themselves. In
lesson 13, you read the payroll calendar.



Lesson 13 - payroll officer - 2 min - payroll-onboard-13.webm

The payroll calendar

At the end you will have: November read off the calendar: the planned paydays on the 15th
and 30th, the holidays, and the 1601-C, Pag-IBIG, PhilHealth and SSS deadlines

Before you start: This lesson is the payroll officer's. You need the employer from lesson 3 and

the holidays from lesson 5.

Open Payroll, then Setup, then
Payroll calendar.

The 15th is your first payday, planned
from the employer. It says planned until a

pay run stands for it.
The 30th is your second payday.

The BIR 1601-C for October is due on the
10th. It reports the tax you withheld.

Pag-IBIG is due by the 14th. Its day
follows the first letter of your company's

. The calendar shows one month at a time. Your cut-offs appear
registered name.

PhilHealth is due by the 20th. Its day
follows the last digit of your PhilHealth

here too, once you make them in lesson 15.

employer number.

SSS is due by the last day of the month,
whatever your employer number.

Bonifacio Day is on the 30th too. It is a
regular holiday.

You read the month's paydays, its holidays, and each agency's deadline. In lesson 14, John clocks in
for the first time.



Lesson 14 - employee - 2 min - payroll-onboard-14.webm
An employee's day

| At the end you will have: John's clock-in today, seen on My Day and My Attendance

Before you start: You need John's login from lesson 2. Lesson 8 linked it to his employee
record. He is signed in.

’ The clock has its own page. Open
Payroll, then Clock in and out.

Scheduled today shows his Shift, 8:00
AM - 5:00 PM, with a Grace period of 10

This is the Clock in and out page. The time comes from the

company's clock, not from the phone.

a Clock in starts his working day. Each
press of a clock button is a punch, timed
by the company's clock.

Click Clock in.

The buttons change. Start break pauses ez, - |
his day, and Clock out ends it. —

Under Today, Clock in shows the time of
his punch.

The clock says On shift, and counts his time from now.

My Day shows the same punch, with the rest of his day.

a My Day shows the same punch, Qe SIS it 0 ¢ @
with the rest of his day. Open
Payroll, then My Day.

5:02 PM om

ccccccccc

uuuuuuuuuuuuuuuuuuuuu

This is My Day: John's own page, with his time, Your pay and
Your leave.

« fResmxk 0 ¢ 8



Check

5:02 PM om

Here is his clock-in: You're clocked in, with the time he
started.

You clocked in on the Clock in and out page, and saw it on My Day. At the end of the day, you click
Clock out. In lesson 15, Ana, the payroll officer, brings in the time clock's punches for 11-25
October.

Check yourself
Where does an employee start and end the working day?
Which clock times each punch?

Where does John see his clock-in, with his pay and his leave?

Common mistakes

The screen says What to do

Your login is not linked to an Ask Ana, the payroll officer, to choose your login in Self-service login on your
employee record. employee record. Then open Clock in and out again.



Lesson 15 - payroll officer - 5 min - payroll-onboard-15.webm

The cut-off's attendance

At the end you will have: the 26 October—10 November attendance period, with the clock's
log from before it was connected and its pushed punches on every timecard

Before you start: You need the schedules from lesson 6, the employees from lesson 8, and
your time clock’s file for the cut-off. Ana is signed in.

Payeol > Payrolloverviow Q soachorjumpto K sGudome gfeeck O 2 €

Payroll overview

° Start on the payroll overview. Open
Payroll, then Payroll overview .

@ Noattendance period yet
Payroi s set up. P

Before yourfirst payroll

Every setup step is done, so it says
Payroll is set up.

It says No attendance period yet. An
attendance period holds the days of one
cut-off: the days you pay for.

° Click Create an attendance L M I el LRy

Attendance periods
e N [ croe g |

period .

The Attendance periods page opens. It lists each stretch of
days you pay for.

° Each cut-off gets its own period. Make
the one for 11-25 October.

Click Create period .

The Create period form opens.



° Description is the period's name. Every
screen of this cut-off shows it.

Type 26 October-10 November
2026 in Description.

The name is in the box.

a Pick 26 October in Start.

Start shows 2026-10-11, the cut-off's first day.

° Pick 10 November in End .

End shows 2026-10-25, its last day.

Q soarch orjump to. onk  foudeme Feedbck & 2 ¢

0 Click Save.

The period is in the list: Draft, with O Days.



° Generate makes each employee a
timecard: one row for every day of the
period.

Click the three dots (---) on its row,
then Generate.

a Click Yes.

Q Now the punches from the time
clock. Open Payroll, then Time
logs .

Here is one of John's: his time out on 5
November, from the time clock.

a The clock's own file holds every punch it
has not sent by itself.

Click Import time logs .

Are you sure? Q

‘Generate: 26 October-10 November 2026

AutoSOA asks Are you sure? Generate: 11-25 October 2026

N oo > Atendancsperiods Q sechocjmp . cix fokeme Wremck 0 R ¢ 8
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This is the Time logs page. Each time log is one punch, exactly
as it arrived.

Import time logs

Fomat ©

Tab-saparated (mos time clocks, such as ZKTeco)

The Import time logs form opens.



@ Format tells AutoSOA how your time clock writes its file. Most time clocks write a tab-separated file.
Choose Tab-separated (most time clocks, such as ZKTeco) in Format.

Format already shows Tab-separated (most time clocks, such as ZKTeco). If your clock writes commas,
choose Comma-separated (CSV) instead.

Format shows Tab-separated (most time clocks, such as ZKTeco).

G Click Select files..., then choose
your time clock's file (here,
1_attlog.dat).

1_attlog.dat is listed under Device export file.

Click Import.
Click Close.
e
The summary says how many punches came in. Nothing was
skipped or rejected.
G The punches change the overview ~ e== . = ) G -~ b < @
 Home Payroll overview
N

too. Open Payroll, then Payroll

overview .

Worth checking

B8

Nothing calculated yet

This is the payroll overview, now for 11-25 October 2026.



Now see the punches on a
timecard. Open Payroll, then
Timecards .

To see one person's timecard, find them

by name. Look at John's.

Find "Cruz" in the search box.

[ L - Q sesrch ojump o a

Payroll overview
o 26 October-10 November 2026

Wiorth checking

Nothing calculated yet

It now says Payroll needs attention. A few days need a

decision, and lessons 13 and 14 settle them.

Payroll overview
26 October-10 November 2026

© Payolineedsattention
21ings have 1 be resoived baore payrocan be processed.
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This is the Timecards page: one row per person per day, with

Time in and Time out.

Q Searchorjump o cux
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Only John's days are listed now.



Check

Here is 29 October. John clocked out at 8:02 PM, three
hours after his shift ended.

You made the 11-25 October attendance period, and generated its timecards. Then you imported
the time clock's file onto them. John's late evening is not overtime yet. In lesson 16, he asks for it,
and Paolo decides.

Check yourself
What is a cut-off?
In what order do you make the attendance period and bring in the punches?

Where do you see one person's time in and time out for each day?

Common mistakes

The screen says What to do

This period overlaps the existing The period is already made. Click Cancel, and use the one in the list.
period '11-25 October 2026'.

Row 1 could not be parsed. Choose Tab-separated (most time clocks, such as ZKTeco) in Format,
then import the file again.

Access number '13" matches no Open Payroll, then Setup, then Employees, and add the person with this
employee. number under Biometric access numbers. Then import the same file again.
Imported O, skipped 267 Nothing to fix. A punch already brought in is never counted twice.

duplicates, rejected 0.



Lesson 16 - employee, then supervisor - 6 min - payroll-onboard-16.webm
Overtime and leave requests

At the end you will have: John's overtime asked for; Grace's sick leave filed; both approved by
Paolo

Before you start: You need John's and Paolo's logins from lesson 2, and the timecards from
lesson 15. John is signed in.

° John starts on his own attendance.
Open Payroll, then My

Attendance.
This is My Attendance: every day of John's, as the system
counted it.
a The list opens on this month, but this cut- @ o — Qsomrwn. o Aemm 8 @ 3
A Home My Attendance

off started in October. g sy
Pick 26 October in From.

On 10/22, John's Time out is 8:02 PM.
Overtime is paid only when he asks for it,
and his supervisor approves.

° Click Request overtime.

The Request overtime form opens.



° Date is the day he worked the overtime. It
starts on today's date.

Pick 29 October 2026 in Date.

Date shows 2026-10-22.

a From and To are when the overtime started and ended. His shift ended at 5:00 PM.
Type 5:00 PM in From.

From already shows 5:00 PM: the form fills in the end of his shift. Leave it.
From shows 5:00 PM.

° Type 8:00 PM in To.

To shows 8:00 PM: 3 hours of overtime.

0 Remarks say what the overtime was for.
Paolo decides on these words.

Type Unloaded the late delivery

from Batangas. in Remarks .

The reason is in the box.



° Click Send for approval .

That is John's part. Click the picture at the
top right, then Logout.

Sign in as Paolo: type paolo.mendoza in

User name or email, his password in

Password, then click Log in.

The form closes: Saved successfully. The request waits for
Paolo.

° Paolo's own home page is My
Team . Open Payroll, then My

Team.

Good morning, Paolo

At the top, John's overtime request
already waits for his decision.

Needs your attention

Where your team stands counts his

people today: In, Late, No punch yet, On
leave and Never clocked out.

R —

This is My Team: Paolo's people in the warehouse. At the top,
John's request already waits: 1 overtime request needs your
decision.

@ Grace called Paolo: she was sick on
27 and 28 October. Open Payroll,
then Leave requests.

Leave requests
ows o roquests %M Gl th it vt vas doid. =

.........................................
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This is the Leave requests page. It lists every leave request,
and what was decided about it.



When someone calls in sick, their
supervisor can file the leave for them.

Click File leave.

The File leave form opens.

@ Choose Lim, Grace in Employee.

Employee shows Lim, Grace. Paolo can choose only the
people who report to him.

G Choose Sick leave in Type.

Type shows Sick leave.

Q Pick 27 October 2026 in From.

From shows 2026-10-19, her first day off.



G Pick 28 October 2026 in To.

G Type Fever. Called in sick. in
Remarks .

a Click Save.

@ Both requests now wait for Paolo.
Open Payroll, then Needs my
approval .

Fileleave

Empioyee” ©

Um, Grace

e

Sickieave

Fom© Tor0

20261027 6| 20261028 a

To shows 2026-10-20, her last day off. The form says This
request uses 2 days.

20261027 8 2061028
portion ©

Winpay ©
Whole day v

Romarks ©

The reason is in the box.

Q Search orjump . e

Grace's sick leave is in the list: Pending.

Payeet » Neods my approval Q Seachorjump o ik fCudeme gfeesback 0 2 ¢

Needs my approval h

2 requests waiting for your decil

Plee

©0rrine.

This is Needs my approval: every request waiting for his
decision. It says 2 requests waiting for your decision.



Q Cruz' John: o‘,ertime . 29 0ct°ber . Qauoson CA— T =] D i reene P
5:00 PM to 8:00 PM - 3 hours, with his pioetd SO
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reason and the estimated #351.56.

Click Approve on John's request.

@ Lim, Grace: Sick leave - 19 October - 2
days.

Needs my approval

Click Approve on Grace's request.

The page says Nothing is waiting on you.

Needs my approval
Nothing s wating on you

aaaaaaaaaaaaa

Your approval queue is clear: John's overtime and Grace's
2 days of sick leave are both approved.

e Now check John's request. Open
Payroll, then Overtime

requests .

This is the Overtime requests page: every request, and what
was decided.



@ The list opens on Status: Pending, so
requests already decided are hidden.

Click Clear all.

Check

Here is Cruz, John, 2026-10-22, 5:00 PM - 8:00 PM: 3:00,
Approved.

John asked for his overtime from My Attendance. Paolo filed Grace's sick leave, then approved both

on Needs my approval. One day is still open: Maria never clocked out on 29 October. In lesson 17,

Ana settles it and closes the cut-off.

Check yourself
What has to happen before John's overtime is paid?

Grace calls in sick. Who files her leave, and where?

Where does a supervisor find every request waiting for a decision?

Common mistakes

The screen says

The overtime end time must be after its start time.

Say what the overtime was for — the truck, the stock count,
who asked you to stay. Your supervisor decides on these
words.

An overtime request already exists for 2026-10-22.

Employee on File leave does not list the person.

What to do

Type the time with AM or PM: 8:00 PM in To, not
8:00.

Type what the overtime was for in Remarks, then
click Send for approval.

Your first request is already sent. Find it under My
overtime requests on My Attendance.

The person does not report to you. Ask Ana to
choose you in Supervisor on their employee
record.



Lesson 17 - payroll officer - 4 min - payroll-onboard-17.webm
Close the attendance

| At the end you will have: the last open issue settled; the period locked

Before you start: You need the timecards from lesson 15, and the requests Paolo approved in
lesson 16. Ana is signed in.

A Home Payroll overview

Payroll , then Payroll overview . os e By

@ Payrolineeds attention

’ Start on the payroll overview. Open o= e oo ) PR i o > ¢ @

Worth checking

It says Payroll needs attention: 2 things
have to be resolved before payroll can

be processed.

e The first is a day; the second is the
lock, at the end of this lesson.
Open Payroll, then Attendance

AAAAAAAAA
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This is the Attendance issues page. An attendance issue is a
day the rules could not settle on their own.

a Santos, Maria, Oct 14: Clocked in 7:58
AM. No clock-out inside the shift
window. The fix offered is Set clock-out
5:00 PM — scheduled end.
Maria left at the end of her shift
that day. Click Accept.

The list says Nothing needs you. Every day in this period is
settled.



0 Employees can also ask for a
correction themselves. Open

Payroll, then Time corrections.
Employees ask with Fix my time, on My
Attendance. No request is waiting this

cut-off: No time correction requests
match this filter.

° Now a late arrival. Open Payroll,
then Timecards.

e Mark came in late on 27 October. Look at
his timecard.

Find "Bernardo" in the search box.

Late shows 0:15: he was 25 minutes late,
less the 10-minute grace period. Those 15
minutes are not paid.

0 Every day is settled, so the cut-off
can close. Open Payroll, then

Attendance periods.

(0 Auoson Payil > Time camsctons Q searchorjump o cux 4 Oudeme R Feocbck s @

# Home Time corrections.
6

This is the Time corrections page. A time correction is time an
employee asks to add, like a forgotten punch.

Q Soach orjump o cnx  fGudeme W Feodback O Q €

This is the Timecards page from lesson 15.

This is the Attendance periods page from lesson 15.



Locking a period freezes every figure in it,
so nothing moves while you pay.

Before locking — 26 October-10 November 2026

Click the three dots (-:-) on its row,
then Lock.

Before locking — 11-25 November 2026 opens: 12

Employees, and Overtime 3:00, John's.

To be sure, it asks you to Type the period
name to confirm.

Type 11-25 November 2026 in
Type the period name to
confirm . Capitals and dashes do

Before locking — 26 October-10 November 2026

not matter.

The name matches.

@ Click Lock period .

Here is 11-25 November 2026: Locked. Nothing in it can
change now, unless someone chooses Reopen and writes a

reason.



a Open Payroll, then Payroll
overview.

This is the payroll overview again.

What
changed

Paytioveriow Q search oo cux  poudeme RFedck O @ C

Payroll overview
26 Octon ver 2

It now says Attendance is ready: 13 employees, nothing
outstanding. Make a new pay run when you are ready.

You settled Maria's missing clock-out, and looked at Mark's late morning. Then you locked 11-25
October. In lesson 18, you work out everyone's pay for 15 November from this period.

Check yourself
What is an attendance issue, and where do you settle it?
Mark clocked in at 8:25 AM. Why does Late show 15 minutes, not 25?

What does locking the period do, and what must be true before you lock it?

Common mistakes

The screen says What to do
Locking is blocked: one attendance Open Payroll, then Attendance issues, and settle the day. Then lock
issue still needs a decision. the period again.

Worked 180 min past the shift with no  Ask the employee to click Request overtime on My Attendance.
approved overtime request — currently ~ Once the supervisor approves it on Needs my approval, the day is
credited as zero. settled.

Lock period stays grey. Check the name you typed: its letters and numbers must match the
grey text in the box. Capitals and dashes do not matter. If a red box
says locking is blocked, settle what it names first.



Lesson 18 - payroll officer - 4 min - payroll-onboard-18.webm
The pay run

At the end you will have: the 15 November run calculated in the background; John's payslip
read

Before you start: You need the pay rates from lesson 9, and the period you locked in lesson 17.
Ana is signed in.

0 Start on the payroll overview. Open o= = ST [ v 02 ¢ @

. A Home Payroll overview h
Payroll, then Payroll overview . o e
: s [f| e

Worth checking

It says Attendance is ready. The next
step is New pay run.

° Pay runs have their own page.
Open Payroll, then Pay runs.

This is the Pay runs page. A pay run works out everyone's pay
for one payday.

° Make the pay run for the 15 November
payday.

Click New pay run.

The New pay run form opens.



° Period is the attendance period this run pays for. It must be locked.
Choose 11-25 November 2026 in Period .

Period already shows 11-25 November 2026, the locked cut-off. Leave it.
Period shows 11-25 November 2026.

° Pay date is the day your people get the
money. It also decides the tax month.

Pick 15 November 2026 in Pay
date.

Pay date shows 2026-10-30.

° Pay frequency is how often you pay.
Bayanihan pays twice a month.

Choose Semi-monthly in Pay

frequency .

Pay frequency shows Semi-monthly: twice a month, as
Bayanihan pays.

0 Click Create pay run.

mmmmmm

Grosspry  Tosigaductons  Netpay

The run is in the list as Draft, and opens below it.



Calculate makes each person's payslip:
their pay for this payday, line by line.
Click Calculate.

Variance review says First run: nothing

to compare yet. From the next payday, a
big change in pay needs a reason.

Look at a payslip or two before anyone
approves the run. Start with John's.

Click Payslip on John's row.

Here is his overtime, Overtime - ordinary
day: 3:00 h, #351.56, on top of Regular -
ordinary day.

To close the payslip, click x at its top
right.

o > Payruns

A Home Pay runs

Every payrollyou have caculted, and what each one paid ot

Q soarchorjumpto e

1 eiszeeazs msosan o

Calcuiate

Gusspey  Towdadsctons  Netoay

1058200 snss easinss B a0

Pi034063 si7se pasr60n B

The run is Calculated. Gross pay, before deductions, is
$182,893.28. Net pay, what reaches your people, is

#150,403.11.

Payslip — Cruz, John 26 October-10 November 2026

Payslip — Cruz, John opens: Earnings, Deductions, Gross

pay and Net pay.

Qswcnaumpto.  anx

S — n e e e J
W

Here is Pay run — 11-25 November 2026, pay date 2026-
10-30: 12 Employees, Calculated.



Q Open Payroll, then Payroll
overview .

What
changed

as cox  fGudeme RFeemack O @ €

£32,490.17 £150,403.11 13

Worth checkin 9

This is the payroll overview, with the Payroll preview.

£182,893.28 £32,490.17 P150,403.11 13

Readiness Worth checking

It says Waiting for approval: You calculated this run, so
somebody else, such as the owner, approves it next.

You made the pay run for 26 October to 10 November, paid on 15 November, from the locked

period, and calculated it. John's payslip shows his 3 hours of overtime. Ana cannot approve her own

run. In lesson 19, Teresa, the owner, approves it and posts it.

Check yourself

Which attendance period can a pay run pay for?

What does Pay date decide, besides the day your people get the money?

Ana calculated the run. Who approves it?

Common mistakes

The screen says

Period does not list 11-25 October 2026.

"Pay run — 11-25 October 2026" is already open
against this period. Finish or delete it first.

Posting is blocked: 1 employee worked paid hours

What to do

Lock the period first. Open Payroll, then Attendance
periods, then click -+ on its row, then Lock.

Use the run already in the list. Click Open on its row.

Open Payroll, then Setup, then Pay rates, and click Add

with no rate on file. Add their rate on Pay rates, then rate on the row that says No rate on file. Then click

calculate again.

Calculate again.

Posting is blocked: payslips that moved sharply with  Click Accept reason on each row marked Unexplained.

no reason on file: 1.

Type what moved in Reason, then click Save.



Lesson 19 - owner - 3 min - payroll-onboard-19.webm
Approve the pay run

At the end you will have: the run approved with a note and posted; its History shows Ana
calculated it, and Teresa approved and posted it. Ana's role has no approve button

Before you start: You need the pay run Ana calculated in lesson 18. Teresa is signed in with her
own login.

° Teresa starts on Pay runs. Open Qe oo e GEEE) v ¢ % < ©
Payroll, then Pay runs. =

° The 15 November run is Calculated, and
waits for her. Check it first.

Click Open on its row.

Gross pay is #182,893.28, for 12
Employees. Compare it with what you
expect to pay.

° Approve says the run is right. Ana
calculated it, so the approval is Teresa's.

Click Approve.

Approve this pay run opens.



A note for the record (optional): it is
kept with the run, beside her name and
the time.

Type Checked the gross pay for 13
employees. Approved. in A note
for the record (optional) .

Click Approve, at the bottom of

the form.

Post pay run makes every payslip final.
Employees can then see theirs, and the
money can be paid out.

Click Post pay run.

To be sure, it asks you to Type the pay
run's name to confirm.

Type Pay run - 11-25 November
2026 in Type the pay run’'s name
to confirm . Capitals and dashes
do not matter.

Approve this pay run

[ Checkad the gross pay for 13 employees. Approved]

Her note is in the box.

ol > Payruns Q Search or jump .

Pay runs

Every payrollyou have caculted, and what each one paid ot

The run is Approved: Approved by Santiago, Teresa on the
day and time she approved it, then her note.

Post pay run opens: Posting makes every payslip in this run
final. To change one afterwards, void the run with a reason
and make it again.

Postpay run

893.28 13

Post pay run can now be clicked.



o Click Post pay run, at the bottom
of the form.

The run keeps a record of who did what, e I R |
tome Pay runs
and When Every payro you ha @ w a Newpay

Click History.

Emai paysiips | Void and issue

it.
Q Posting also changes Payments . Ot e S R e o % ¢ @
Open Payroll, then Payments. o g

Pay run — 26 October-10 November 2026 (2026-11-15) =

sehfor

This is the Payments page. It pays out a posted run, to each
bank account or in cash.



What
changed

Pay run now shows Pay run — 11-25 November 2026
(2026-10-30), ready to pay out.

You checked the run Ana calculated, approved it with a note, and posted it. Every payslip is final. In
lesson 20, Ana builds the payment batch, and you release it to the bank.

Check yourself

In what order does Teresa finish the pay run?

What changes once a run is posted?

A payslip in a posted run is wrong. How do you change it?

Common mistakes

The screen says

Waiting for approval: you calculated this run, so
someone else has to approve it before it is
posted.

Post pay run stays grey.

Posting is blocked: payslips that moved sharply
with no reason on file: 1.

What to do

Someone who did not calculate the run approves it. At
Bayanihan, Ana calculates and Teresa approves.

Check the name you typed: its letters and numbers must
match the grey text in the box. Capitals and dashes do not
matter.

Ask Ana to click Accept reason on each row marked
Unexplained, and save a reason. Then click Approve.



Lesson 20 - payroll officer, then owner - 4 min - payroll-onboard-20.webm

Pay your people

At the end you will have: the batch built, released, its bank file downloaded in the bank's own

format, every transfer marked paid

Before you start: You need the run Teresa posted in lesson 19, and the bank accounts she

verified in lesson 11. Ana is signed in.

Ana starts on Payments. Open
Payroll, then Payments.
Pay run shows Pay run — 11-25

November 2026 (2026-10-30), the run
Teresa posted.

A payment batch lists the run's payments:
who gets how much, and into which
account.

Click Build payment batch.

You built this batch. Someone else
releases it — that is the control against
paying the wrong account.

That is Ana's part. Click the picture at the
top right, then Logout.

Sign in as Teresa: type admin in User
name or email, her password in
Password, then click Log in.

Teresa goes to the same page.
Open Payroll, then Payments.

This is the Payments page from lesson 19. It pays out a posted
run.

BIR(E|E|R|K 8 BB IEIF 2T

This is the Payments page, as Teresa sees it. Ana's batch waits
for her.



Release for payment says the batch is
right and can go to the bank. Check the
names and amounts first.

Click Release for payment.

° Click Yes.

The bank file lists every transfer, ready to
upload to your bank.

Click Download bank file .

The file has a general layout, so check it
against your bank's own layout before the
first upload. Upload it on your bank's
website. Once the bank credits it, it gives
you one reference for the whole file.

That one reference marks every transfer
paid at once.

Click Mark all transfers paid .

\‘

Release for payment

Release 13 payments otaling P150,4031 for
payment? The bank fie i final once released.

It asks Release 13 payments totalling #150,403.11 for
payment? The bank file is final once released.

Q Search orjump . cix  /Gudeme RFeedack O @ C

Payun ©

Pay run— 26 October-T0 November 2026 (2026-11-15) v

Mark i vanserspsid | Downiosd bark e
78,849.45 paning Markpold | ark tased
vo,016.01  panding Markpoia | ark tosea
#,012.50  pendiog Markpaid | Mark ot
Po00050  panding Markpold | Mark tased

#10,251.08  poncing Markpoia Mk e
#3,601.50  pending h Markpaid | Mark fod
#16,749.45 ponding Markpaid | Mark s
r1,012.36  poncing Markpaid | Mark s
#0050 panang Markpaid | Mork fod
#13,450.27  pendng Markpaia | Mark faded
32.527.60 ponciog Markpaid | Mork g
#10,28.45  pang Markpoid | Mark fosed
« #9,657.42 pending Markpaid | Mark faed

bank file appears.

[ L — Q search orjump to. Gk /Gudeme ®Feedback O R €
# Hom
£ Taining
© Payrol
Glockin andout Mark i transtors paid | Downioad bark e

My Doy,

98,640.46  panding Markpaid  ark fsted
72,616.01  Pending Morkpoia  Mark ated

79,212.50  pending Morkpaid | Mark fated

Fiores, Donvis Bank Psco150  pending Morkpoia  Mark fased

Garca, Cristna Bank P18,250.00  Panding Morkpala | Mark fated

uim, Grace Bk , ro.co150  pendiog Morkpold  Mork fased

Mendoza, Pacio Bank 00 sscizeerssss 910,749.46  ponding Morkpald  Mark fated

Navarto, Liza Bank pencing Morkpold | Mark fated

Ramos, Joo Bank Ps6a150  pending Morkpaid | Mark fated

Royes, Ana Bank P13,650.27  ponding Morkpold  Mork fased

Santiago, Teresa Bank P2,927.60 Pnion Markpald  Mark fased

Santos, Maria Bank 910,328.45  ponding Morkpold  Mark fated

« Vilanvevs, Emesto Bank 79,07.42 pending Morkpaid | Mark faied

The file is saved: Saved to your computer as bank-file-2026

10-30-run....csv.

[ L — o > Payments Q Search orjump o e g Gudeme RFeedek O R €
# Hom Payrun ©

£ Training

© Payoon

Clockinandout Mark i ansters paid | Domnioad bark e

I -

Enpiree anos
Aquno, Ramen Bk Markpaid | Mark o
Bermardo, Mork Bk Fo.s16.01  pending Markpais Mark s
e, som Bk 99,2125 pending Markpaid | Marktod
Fiores, Domnis eank #8.601.50  pending Markpaid | Mark fod
Garcia, Crisina Bk #10,251.08  pending Markpold  ark ased
tim, Grace Bk vs,001.50  pending Markpaid  Mork s
Mendoza, Pacio ek #10,769.46  pendiog Markpaid | Mark faod
Navaro, iza Bk L0236 pending Markpais  Mark fes
Romos, Joo! fark vs,01.50  pencing Markpoid | Mark osed
Royes, Ana Bk #13,450.27 pending Markpaid | Mark faod
L « Santiogo, Teresa Bank 0 cosummrss 527,68 pending Markpais | Mark e

A box asks for The bank's reference for the 13 transfers in
this file (cash is marked on its own row):




o > Payments Qsachorumpto.  owx 7 Guidome g1 Feoabck s g

° Copy the reference exactly as the bank
gives it.

Type BDO-ADA-103026 in the box. "=

ctober-10 November 2026 (2026-1115) v

Mark i transtors paid | Domnioad bark e

Emploree Metnos M Amem Sows

#16,759.46  ponding Morkpaia | Mark fated
L0236 pending Morkpoid | Mork fosed
rsce150  panding Markpaid | Mark fased
P13,650.27  Ponding Markpaia  Mark totoa
P2,90.68 pention Morkpoid | Mark foted

° Click Mark all transfers paid, Wris | srerme — —
beside the bOX, £ Training Pay fun — 26 October-10 November 2026 (2026-11-15)

© Payron
Pay run — 26 October-10 November 2026

w 0ay s
W Aendance
emvioree enea Accoumt
Wy Pay
ki Acuin, Ramon sk prp—
Semarco, Mk sk 209 sonzmssers
cruz o =
Fors, Denis sk
Gord, Gisina sk
Ui Grace sank
Mondoz, Pack -
Sttory forms
Navar, Liza sank
Payments
i Raos, ol sk
Par

Payrn ©

Pay run — 26 October-10 November 2026 (2026-1115)

The header now reads Completed: 13 payments -
£150,403.11 - 13 Paid - Bank reference, the one you typed.

R — Qsecharumpto.  cme /Gueme remax 0 2 ¢ 8

Pay run —26 October-10 November 2026 ()

Every one of the 13 rows says Paid.

Ana built the payment batch. Teresa released it, downloaded the bank file, and marked all 13
transfers paid under the bank's reference. Everyone is paid. In lesson 21, Ana emails the payslips.



Check yourself
Who builds the payment batch, and who releases it?
When does Download bank file appear?

The bank credits the file and gives you its reference. How do you mark everyone paid?

Common mistakes

The screen says What to do

You built this batch, so someone  Click the picture at the top right, then Logout. Someone else, here Teresa,
else has to release it. signs in and clicks Release for payment.

The batch says Draft, and there ~ Someone other than whoever built the batch clicks Release for payment,

is no Download bank file. then Yes. Download bank file appears once the batch says Released.

Paid in cash, with no verified Once the batch is released, pay that person in cash and click Mark paid on

bank account to pay into: 1. their row. Before the next payday, Teresa verifies their account on Bank
accounts.

Mark all transfers paid stays Type the bank's reference for the file first, as the bank's confirmation shows it.

grey in the form.



Lesson 21 - payroll officer - 1 min - payroll-onboard-21.webm
Email the payslips

At the end you will have: every payslip of the 15 November run emailed; John's email opened
in his inbox

Before you start: You need the pay run Teresa posted in lesson 19. Ana is signed in.

1> Paymns Q Search orjump cux  fGudeme gFeesack O R €

’ Open Payroll, then Pay runs.

This is the Pay runs page from lesson 18.

G The run Teresa posted is on the list. LB

Q soarch orjump o e /Gudeme MFeak 0 & C 8

. .
Click Open on its row. =T
° Click Email payslips . RLET

For those people, add an email address
on their employee record, then click Email

payslips again. Nobody gets a second
Copy, o (T T [

P182,893.28 psz,ac0.17 PISO,403.11 ps,casce  piz,se

A message says 5 payslips went out: one to each person with a
login. It also names everyone with no email address.

You emailed the payslips. Each one is a PDF, the same one the employee opens on My Pay. In
lesson 22, John opens his payslip on My Pay.



Lesson 22 - employee - 3 min - payroll-onboard-22.webm

Your payslip

| At the end you will have: John reads his 15 November payslip line by line and keeps the PDF

Before you start: You need the pay run paid out in lesson 20. John is signed in with his own

login.

’ His pay has its own page. Open
Payroll, then My Pay.

This payslip is for 11-25 November 2026
- paid on 15 November.

e Amounts are hidden at first, so nobody
nearby sees his pay.

Click Show amounts .

Net pay £9,312.50: What reaches you,
the amount paid into his bank.

a Every line shows where an amount comes
from.

Click See every line.

Here is his overtime, Overtime - ordinary
day: 3h at #93.75 x 1.25, #351.56. Paolo
approved it in lesson 16.

What was deducted: SSS, PhilHealth
and Pag-IBIG, Total #1,764.06.
November's whole month is taken on this
payday, the month's first.

Below the lines: Hours on this payslip:
112h worked, 3h overtime.

Your pay
pnlin > SR— T g

This is My Pay. Its heading says Your pay, and it shows his
newest payslip.

Your pay

26 October-10 November 2026 - paid on 15 November B Oourioas pOF @ e amouns

#£11,076.56 P1,764.06 P9J311.58h

Why this amount

«

Your pay

26 October-10 November 2026 - paid on 15 November B Oowniosd POF || 8 Hide amounts

£11,076.56 P1,764.06 £9,312.50

Why this amount

AAAAA This.

Phiboath

What you earned and What was deducted open below.



° Keep a copy of every payslip. Download
PDF gives the same payslip, ready to save

or print.

Click Download PDF .

When you are done, click Hide amounts.

Your pay
26 October-T0 N

uuuuuuuuuuuuuuuuuuuuuuuuuuu

£11,076.56 P1,764.06 £9,312.50

P1,000.00

75,00

It says Saved, with the file's name: Payslip-Cruz-John-11-25-
October-2026.pdf.

Check

The amounts are hidden again, and Saved names his
payslip's PDF.

You opened My Pay, showed the amounts, and went through every line, overtime and deductions

too. Then you kept the payslip as a PDF. In lesson 23, Ana prepares November's payments to SSS,

PhilHealth, Pag-IBIG and the BIR.

Check yourself

Where does an employee read their own payslip?

How do you see each earning and deduction, with how it was worked out?

How does John keep a copy of his payslip?

Common mistakes

The screen says

Your payslip appears here once a pay run covering your work
has been posted.

This login is not linked to an employee record, so there is no
attendance or pay to show. Your administrator can link it under
Setup.

What to do

Wait until the owner posts the pay run, as in
lesson 19. Then open Payroll, then My Pay
again.

Ask your payroll officer to link your login to
your employee record on Employees.



Lesson 23 - payroll officer - 4 min - payroll-onboard-23.webm

Government remittances

At the end you will have: November's SSS, PhilHealth, Pag-IBIG and BIR remittances prepared;
each agency's file and the PhilHealth EPRS file downloaded; the 1601-C read

Before you start: You need the pay run Teresa posted in lesson 19, paid on 15 November. It is
November's first payday, so it holds the whole month's contributions.

’ Remittances have their own page.
Open Payroll, then
Remittances.

This is the Remittances page. A remittance is one month's
payment to one agency, added up from the month's posted
pay runs.

a You prepare one month at a time, so choose the month first.

Choose October in Month.

Month already shows October, this month. Leave it.

Month shows October.

° Prepare the month adds up November's =~ o ot N
posted pay runs into one payment for
each agency.

Click Prepare the month.

SSS is owed $47,640.00 for November:
the Employee share, the Employer
share, and EC, which the company pays
alone.

The BIR card is the Withholding tax:

$5,644.00, from the 3 people whose pay
is taxed (Employees 2). Four cards appear: SSS, PhilHealth, Pag-IBIG and BIR. Each

one says Prepared.



November is your go-live month.
This note says to add any payday

your old payroll paid in November.
phibeaty & oo ~ )

#16,992.3¢

No payday came before this one,
so there is nothing to add.

#5,200.00

Each agency also wants a list of the
people the payment is for. Download list
makes it from the payslips.

Click Download list on the SSS
card.

Pag-81G. )

200.00

After you pay SSS, click Record payment
and type the agency's reference. The card

then says Paid.

The SSS list downloads as a CSV file. A note says to check it
against the agency's current format before you send it.

Now the BIR's monthly return.
Open Payroll, then Statutory

N . -
forms. 20 2| owarur [ ]

nnnnnn

vvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvv

This is the Statutory forms page. Its forms are built from the
pay runs you have posted.
The 1601-C is the BIR's monthly return of the tax you withheld from pay.

Click BIR Form 1601-C.

The page opens on BIR Form 1601-C, with Year and Month at the top.
The BIR Form 1601-C tab opens, with Year and Month at the top.



o The return covers one month. QR T ———p——
oo

Choose October in Month.

Click Refresh.
The form has the same note. No R

November payday came before this one, e e
so there is nothing to add before you file. S

Here is BIR Form 1601-C — November 2026: Employees 12,
and Tax withheld £5,644.00, the same as the BIR card on
Remittances.

—
and Pag-1BIG (employee share)

Pay runs lists what the form is built from. November has
one: Pay run — 11-25 November 2026, paid on 15
November.

o1 > Remitances Qsechormpto..  owe ZGudeme RFemack 0 © € 8

° Now check that November is
saved. Open Payroll, then

© Payron

Remittances . Cor

My Day

Philicalth [ %

#16,9

#5,200.00

0

This is the Remittances page again.

Choose October in Month.

Month shows October.

Click Show .

November's four cards come back.



Check

Every card says Prepared for November: four payments,
ready to make.

You prepared November's remittances to SSS, PhilHealth, Pag-IBIG and the BIR, and downloaded the
SSS list. You opened the November 1601-C, and saw the note about your go-live month. In lesson
24, you open the journal the same payday wrote, and keep November's payroll register.

Check yourself

Where do you prepare a month's payments to SSS, PhilHealth, Pag-IBIG and the BIR?
Why is the 15 October payday not in October's remittances and 1601-C?

Where do you find the BIR's monthly return of the tax you withheld?

Common mistakes

The screen says What to do

Payroll started in AutoSOA in October 2026. A payday of October ~ When you file and pay October, add the 15

2026 paid before that is in the opening balances, not in these October payday's tax and contributions from
figures: add what it withheld and deducted when you file and your old payroll.

pay.

No posted payroll was paid in this month. Choose the month of the pay date in Month.

If that month's pay run is not posted yet, wait
for the owner to post it.

No posted pay runs fall in this period. The page opens on the month of the latest
posted pay run. Choose the month you file
for in Month, then click Refresh.



Lesson 24 - payroll officer - 5 min - payroll-onboard-24.webm

Accounting and reports

| At the end you will have: the 15 November journal exported; the payroll register downloaded

Before you start: You need the 15 November pay run that Teresa posted in lesson 19. Posting it

wrote its journal.

’ The journal is on its own page.
Open Payroll, then Payroll

accounting .
Here is the journal the 15 November run

wrote. Its two sides are equal, so it says
Balanced.

a Click Show lines .

This first line is the office's salaries and
wages.

The Credit lines are what is now owed:
net pay (2100 Salaries Payable), then the
remittances from lesson 23.

° Your accountant brings the journal into
the company's books from a file.
Click Download CSV on the
journal.
Account mapping says which account in

your own books each kind of payroll
money goes to.

If your accountant's codes differ, type
theirs in Account code, then click Save.

Q seachorjumpto cax  fGudeme gFeedvck 0 2 ¢

000000666660°

This is the Payroll accounting page. A journal is the entry your
accountant puts in the company's books, and posting a pay
run writes it.

Payeel 5 Payrolaccounting Q Soachorjump o cix  /Gudeme  WFeedback O @ €

Payroll accounting
Posing tes it

Payrolljoumals.

PavRoLL 20261115 QD)

The lines open. Debit lines are what the payroll cost: salaries,
allowances and the company's share of contributions.

Payeol > Payrolaccounting Q soachorjump o cix  / Gudeme R Feadback o @ ¢

Payroll accounting
Posting  pay run write i ournal — once

Payrolljoumnals.

PavRoLL 20261115 QD)
26 10 November 2026 Debit 225,879.45 - Credit #225,879.45  Mido | nvwn\wdtsvi
e o 2

W et e bocks e b et mcrey o Chrge s ot matchyouchrof s =]
The journal downloads as a CSV file, ready for your accountant.



Payiot > Payrol roparts Q Soachorjump o,

0 Now the payroll register. Open
Payroll, then Payroll reports.

Payroll reports 'h

Poyrn © Year Montn

202 November

Payrolregister  Owedtothe agencies  Cost by group

vonieg: Novembar 2026

This is the Payroll reports page. Every figure on it is added up

from the payslips.

syl > Payrotreports Q soachorjumpto

Payroll reports

° A report covers one pay run, or every run
paid in a month.

Poyrn © Year e

Choose October in Month.

Payrolregister  Owed tothe agencies  Cost by group

vonieg: Novembar 2026

Month shows October, the month of the 15 November

payday.

o The payroll register lists every payslip of the month, one row each, with the totals.
Click Show report.

It already shows Showing: November 2026, with one row for each of the 13 payslips.
Cruz, John matches his payslip from lesson 22: Gross pay £11,076.56.

The TOTAL row adds up the month: Gross pay #182,893.28.

Scroll right to Net pay. John's is #9,312.50.

The month's is #150,403.11.

Showing: November 2026, with one row for each of the 13 payslips.

0 Keep a copy of each month's register with ~ @== .. oo
the company's payroll files. g e

Click Download CSV , at the top

right.

The register downloads as a CSV file.




The next tab adds up what the month

owes each agency.

Click Owed to the agencies.

# Home

£ Taining
© Payron o
Clockin sndout
My Day.
My Attendance
My Pay
My Toam
Needs my approval
Overtime requests
Loave roquests
Loave baances
Time comectons.
Payroll overview
Aendanco issues
Atendanco periods.
Timecards.
Time logs
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Statutoryforms
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Payeol > Payrollreports

Payroll reports
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Tota due 1 the agencies: P75, tmuﬁ

Total due to the agencies: $75,476.34.

Q) fueson

# Home

£ Traning

© Payron
Clockinand ot
yOay
My Atendance
yPay
My Toam
Neods my approval
Overtime roquests
Loave roquests
Loave batnces
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Totaldue tothe agencies: P75.476.34

These are the figures you prepared on Remittances in
lesson 23: SSS #47,640.00.
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Total due 1o the agencies: P75,476.34

Go back to the register. Click Payroll register.



Check

i fCudeme WFesdeck O & €

Here is November's payroll register. Its Net pay total,
#150,403.11, matches the journal's 2100 Salaries Payable
line.

You opened the journal the 15 November run wrote, and downloaded it for your accountant. You
showed November's payroll register, saw what the month owes the agencies, and downloaded the

register. That completes your first pay cycle. From lesson 25, each lesson is a what-if, starting with a
new hire in the middle of a cut-off.

Check yourself

Where do you find the journal that a posted pay run wrote?

Your accountant uses different account codes. Where do you change them?

How do you keep a copy of a month's payroll register?

Common mistakes

The screen says

No journals yet. Posting a pay run
writes its journal here.

Nothing posted in this scope yet.

Enter an account code for Salaries
and wages.

What to do

Wait until the owner posts the pay run, as in lesson 19. Its journal then
shows on Payroll accounting.

The page opens on the month of the latest posted pay run. Choose the
payday's month in Month, then click Show report.

Type a code in Account code on every line of Account mapping, then
click Save.



Lesson 25 - by scenario - 7 min - payroll-onboard-25.webm

A new hire starts mid cut-off (Carlo, 4 November)

We hired Carlo Dizon for the warehouse. He started on 4 November, in the middle of the 26
October to 10 November cut-off.

| At the end you will have: A new hire starts mid cut-off (Carlo, 4 November)

Before you start: This starts after lesson 15: the 26 October to 10 November period is open,
with the clock’s first file in it. Carlo is not on file yet.

’ First, put Carlo on file. Open
Payroll, then Setup, then

Employees .

° Click Create employee.

° Type BL-014 in Employee no.

BL-014 is in the box.



Type Carlo in First name.

Type Dizon in Last name.

Type Warehouse helper in
Position .

Choose Warehouse in
Department.

yescmontn-day 8 yearmonh-day 63

Minimum wage earmer (statuorly exempt from
withheiding) ©

Create employee
Empioyeeo.* © Frstname = © Lastrame® ©
BLow carto
Misdi name © Department © hodue ©
Supervisor © Saltservico login ©
No supervisor *  Nokgn © @umo
overtme. thecown pays.
Government dentifiors.
™o 555 number © Phibioath number ©  PagABIG number ©
oatehirea & ot sepacatea © Paysi amail ©

His first name is in the box.

yescmontn-cay @ yearmonn-cay 6

Minimum wage camer (statutorly exempt from
witthoiding) ©

Employment
positon @ Empoyment stats © Emioyment type ©
Probationary v Futime

Create employee
Empioyearo.* © Fistname*© Lastrame = ©

BLow carlo
Midd name © Department © Scneduie ©
Supervisor © Seit-service ogin ©

No supervisor *  Nokgn < i’
Government dentiiers
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His last name is in the box.

Employment
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Create employee
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st coro vaon
viadarame © oeparment © senaaie ©
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No supervisor * Nokon T @uemo
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™o 555 mumber © Prbsshruber O Page number ©
Datenied © Oste sepsates © Saystp s ©

yescmonth-cay 8 yearmonth-oay 6

Minimum wage carmer (statuord exempt from
witthoiding) ©

Employment

Position © Employmentstatss ©

Ll

His position is in the box.

Empioymenttype ©

v Futime

Create employee
Empioyeeno.* © Frstoame* © Lastrame* ©

BLow carlo Dizon
Midaio namo © Oepartmont © Schede ©

Warehouse .| -

Supervsor © Selt-senvicelogn'®

No superviser v Nokgn v e
Government dentiiors
™o 555 number © Phioath umber ©  PagABIG number ©

Datenired © Date separates © Paysio email ©

yosrmonth-day 8 yearmonth-aay 6

Minimum wage eamer (statuorly exempt from
wittheiding) ©

Employment

Positon © Employmentstatss ©

Warehouse helper Probationary

Department shows Warehouse.

v Futime

Empioyment type ©




° Choose Warehouse, Monday to
Saturday in Schedule.

a Choose Mendoza, Paolo in
Supervisor.

Q Date hired matters most here. His
timecard starts on that day, so no day

before it counts as absent.

Pick 4 November 2026 in Date
hired .

“ Choose Probationary in
Employment status .

Create employee
Empioyee 0.+ © Frstname* © Lastrame® ©

BLow carlo Dizon
Misdi name © Oepartment & Schede ©

Warehouse - at

Supervisor © Seltservico login ©

No supervisor *  Nokgn © @uamo
nnnnnnnnnnnnnnnnnnnnn o
Government identiiors
™o 555 number © Phibiosth number ©  PagABIG number ©
Employment
Positon © Empoyment st ) Employmentype ©

Warehouse helper Probationary v Futime

Schedule shows the warehouse schedule.

Create employee
Erioyera+ 0 Frstnema+® Lotrame @
st cao Dion
Viadarame © Department © schadin ©
Warehouse * Warhouse, Moy toSaturc ¥
v | Moo T @ °
™o P Prestnumber O Pag B0 mumber O
Dutenied © [ — Papstp et ©
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L 39¢ C
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Employment
Foaion © Emplymantsats © [————
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Supervisor shows Mendoza, Paolo.

Create employee
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Middio name © Oepartment © n
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Employment
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His first day is in the box.

Create employee
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2026104 8 yearmon oy @
Minimum wage samer sttty exemot fom
withodng) ©
Employment

Employment status shows Probationary.




Type his TIN, 291-774-318-000, in
TIN.

Type his SSS number, 34-5517902-
6, in SSS number.

Type his PhilHealth number, 12-
205581377-1, in PhilHealth
number.

Type his Pag-IBIG number, 1212-
6630-4417, in Pag-IBIG number.

Create employee <
Empioyeeno.* © Frstname* © Lastrame* ©

BLow carlo Dizon
Misdi name © Oepartment © Scneduie ©

Warehouse v Warehouse, Monday to Saturdi ¥
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Employment
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His TIN is in the box.

Create employee x
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Warehause helper Probationary v Futme .

His SSS number is in the box.

Create employee b
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His PhilHealth number is in the box.

Create employee. X
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His Pag-IBIG number is in the box.




Type NCR in Wage region .

His biometric access number is his
number on the time clock. His punches
are matched to him by it.

Click Add, beside Biometric
access nhumbers.

Type 14 in Access number.

Click Save.

™o 555 number ©

201774-318-000 345579026

Datehired ©

Date separated ©

20261104

8 yermonnay 8

Minimum wage eamer (statutorl exermpt from
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Employment
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Paysio omail ©

PagiBIG number ©

1212-6630-4417

Positon © Empoyment staws ©

Warehause helper Probationary

Reguarisation dste © Costeente ©
year-month-day L]

Wageregion ©

NeR

Address

Wage region shows NCR.

™o 555 number ©

201774-218-000 3455170026

Datehired © oate separated ©

2026104 B yermonnay 8

Minimum wage eamer (statutorly exempt from
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122085813771

Paysto emall ©

Employmenttype ©

Fulk-tme

Location ©

Date o birth ©

yesr-mont-

Zpeote

1212-6630-4417

Access number ©

Access number

An Access number box appears.

Nirimum wage eamer (statuorily exempt from

Device/ste ©

Device / ste

™o 555 number © Phibiesth number ©
201774-318-000 3456170026 122085813771

Datehired © ot separates © Poysio email ©
2026108 O yearmonngy 8

1212-6630-4417

Access rumber ©

His access number is 14.

Statutoryforms
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Pay rates
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Minimum wages
Lo
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Payrol calendar

Time clocks
Scheduies
Hotdays and eave
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PagBIG number ©
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witthoiging) ©

Employment

Positon © Empoymentstaws © Empioymentype ©
Warehouse halper Probationary v Futme

Reguirisation date © Costcenve © Location ©
yesr-mont-day ]

Wogeragion © Wage sector © Dt ofbirtn ©
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Adress Zpcote

Blometric access numbers

Pog-BIG number ©

it the date ook ffct

witthoiding) ©

Employment

Positon © Empoyment statis © Enpioymenttype ©
Warehouse helper Probationary v Fultime

Reguirisation dste © Costeontre © Location ©
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Adress Zpcote

Biometric access numbers.
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Payeol > Setu > Employees
Employees
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Carlo is saved. The list now counts 14 employees.



e > Poyrates

Pay rates
What each wh.m from  dae. O paysips say e

Payrates

Q Search orjump . e

@ Next, his pay rate. Open Payroll,
then Setup, then Pay rates.

souseme @Reme 0 2 ¢ 8

Empojes  Employearo.

#9000 2023-01:09 won) '

P80z 2026027 (el i

Q Search for him, so his row is the only one.

Find "Dizon" in the search box.

S o

&7
i

Payrol caendar
Employoes
Employers
Bank accounts

Departments

& ot

e Click Add rate on his row.

‘Add rate —Dizon, Carlo

Effecuve from* ©

20261104

Howtispaid ©

Hours worked

Wowsperday ©  Days permonth ©

260833

e Effective from must be his first day, so O
his first days are paid at this rate.

Effecive rom* ©

20261108

Pick 4 November 2026 in
Effective from.

Pay the difference on the next

Houty e

Effective from already shows his first day, 4 November: a first
rate starts on the day he was hired.



Warehouse pay is daily. Choose po— x

Daily in Basis. oo e ]

Amount+ © Housperday © " Days por month ©

000 800 260833

Reason ©

Pay the diference on the next pay un ©

Basis shows Daily.

e Type 780 in Amount. —

20261104 8 oay

Amout - © Howsporday ©  Dayspor month ©

78000 N 800 260833

His daily rate is #780.00.

.
( I ic k save o Qsemmarfreta cax pouame mEeak O @ ¢ 8
Payrates
i S o e o b
payrates f—
@ on s |[@ o B
sepee Ometrest st mom__toume_tectmton s
P Vewows 0w mmom  ewso amemoimen '

Carlo's row now shows #780.00 a day, from 4 November.

e Now his punches, which are in the o=t | e S G v 0 % ¢ @

Time logs
EE Y [RSTR ...c o |

=mers | D cownns | S | -

clock’s next file. Open Payroll,

© Payron

then Time logs. — e

My Day
My Attendance Santge,Teess euon o * om0
My Pay

My Team

e ol U, Grace oo 226-110510m

2006110508 M T T

o8P T

2006110505 M ()

226N0SOPMTuN Tmacut g O

10502 P Toe)  Timscut  import

2006110503 P Tl T

M (10 v perosge 11001335 puncres

This is the Time logs page from lesson 15. It keeps every
punch exactly as it arrived.



@ Click Import time logs .

The Import time logs form opens.

@ Choose Tab-separated (most time clocks, such as ZKTeco) in Format, as in lesson
15.

Format shows Tab-separated.

@ Click Select files..., then choose
the clock’s next file, 2_attlog.dat.

2_attlog.dat is chosen.

e Click Import.

Click Close.

12 punches are imported: Carlo's. The file holds every punch
again, so the ones already in are skipped as duplicates.



e Now check his timecard. Open
Payroll, then Timecards.

This is the Timecards page, on 11-25 October 2026.

@ Find "Dizon" in the search box.

.......

-------

-------

.......

Carlo now has a timecard for the cut-off. It starts on 4
November, with his Time in and Time out on each working
day.

(\Prerommr cax  pGudeme @Fesdbeck O @

NIRRT

Here is his first day, 4 November: in at 7:52 AM, out at 5:06

PM. No day before it says Absent.

The rule to remember: Put a new hire on file with their first day, access number and rate
before you import the clock's file.

You added Carlo with his first day and access number. You gave him #780.00 a day from 4
November, and imported the clock’s next file. Next, in lesson 26, someone takes half a day off.

Check yourself
What must be on file for a new hire before you import the clock’s file?
From which day does a new hire's first rate start?

How do you check that Carlo's days count from his first day?




Common mistakes

The screen says

Access number 13" matches no employee.

Access number 12 is already assigned to another
employee.

Posting is blocked: 1 employee worked paid hours
with no rate on file. Add their rate on Pay rates, then
calculate again.

What to do

Add the new hire on Employees, with 13 in Access
number. Then import the same file again: the punches
already in are skipped.

Type the new hire's own number from the time clock in
Access number. Carlo's is 13.

On Pay rates, click Add rate on the row that says No
rate on file. Then click Calculate again on the pay run.



Lesson 26 - by scenario - 3 min - payroll-onboard-26.webm

Someone takes half a day off (Liza, the morning of 30
October, vacation leave)

Liza Navarro took the morning of 30 October off. She worked the afternoon, so she takes
half a day of vacation leave.

At the end you will have: Someone takes half a day off (Liza, the morning of 30 October,
vacation leave)

Before you start: This starts after lesson 16: the cut-off is open. Ana is signed in.

0 Open Payroll, then Leave
requests.

6 File the leave for her.

Click File leave.

The form opens.



° Type Liza in Employee, then
choose Navarro, Liza.

° Choose Vacation leave in Type.

° Pick 30 October in From.

o Pick 30 October in To.

Employee shows Liza.

Type shows Vacation leave.

)

2026-10-30 k yoar-monih day
- =1

porion ©

From shows 30 October.

To shows 30 October.

.83 days remaining of Vacation eave. This request uses 1 day,
783 dys.

working do,




0 Portion says if the leave is a whole day or p—
half a day.

Choose Half day in Portion.

20261030 8 2061030

portion ©

@uoso
= .

 of the shift

Remarks ©

.83 days romainng of Vacation eave. This request uses haf
aay,

° Choose First half of the shift in —
Which half.

2026-10-30 @ 2026-10-30
portion ©
Wi pay ©
ot day <
wennat ©

[N
W

Remarks ©

.83 days romainng of Vacation oave. This roquest uses haf
day, leaving 833 days.

|

Which half shows the morning.

o Type the reason in Remarks e
(here, Morning off for a family
errand.).

20261030 8 2061030

. @wnemo

.83 days romainng of Vacation eave. This request uses haf
day, leaving 8.33 days.

|

The reason is in the box.

Click Save.

Payeol > Leave raquests Q searchoxjumpto. cox  fGudeme gFeeshack O & ¢ 8

Gecision =

=rers @ | Dcoumns | S| -

Whoever files a leave does not decide it.

Click the picture at the top right, then o D —
Logout. e “ s

ki W A (o peeme

Teresa, Liza's supervisor, signs in.

Liza's leave is on the list, waiting for a decision.



1 > Noads my approval Qsechorumpto..  owe 7 Guidome g1 Feoaback s ¢ g

a Open Payroll, then Needs my

Needs my approval
e for your decisi

approval .
This is the page from lesson 16, where a supervisor decides.
Liza's half day waits here. Qasor JE— Q semcnarport o fouame remek 8 B ¢ @
A Home [Needs my approval NS J
B Traiing Noting Twaingonyor AT

Click Approve.

The leave is approved, and it leaves the list.

Q Now check her balance. Open =1 EEEXY
Payroll, then Leave balances . o

o - 3 23
o o8 o = o
o o8 o &

« U, Grace o8 2 P 0 433 @Snountothe smployse = Losger -

This is the Leave balances page from lesson 9.

[ A fo N ol > Leave balances Q Seareh orjump o. cux  pGudeme WReedax 0 2 € 8

Liza's vacation leave shows half a day taken.

The rule to remember: File half a day as half a day, morning or afternoon. The balance counts



half.

Ana filed Liza's morning as half a day of vacation leave, and Teresa approved it. Her balance went
down by half a day. Next, in lesson 27, a raise starts in the middle of a cut-off.



Lesson 27 - by scenario - 4 min - payroll-onboard-27.webm

A raise from a set date (Paolo, from 1 November)

Teresa gave Paolo a raise, from #900 to #980 a day, starting 1 November: the middle of the
cut-off.

| At the end you will have: A raise from a set date (Paolo, from 1 November)

Before you start: This starts after lesson 17: the 26 October to 10 November period is locked,
and the 15 November run is not made yet.

0 Raises go on the Pay rates page. DEt s, | i e PR v 2% ¢ @
Open Payroll, then Setup, then w e

Pay rates.

This is the Pay rates page. It keeps what each person earns
from a date, so old payslips stay true.

a Search for Paolo, so his row is the only B
one. o

\\\\\\\\\\\\\

Find "Mendoza" in the search box.

° Click Add rate on his row. e

Effectve from* ©

The Add rate form opens, with his name at the top.



° A raise is a new rate from the day it starts.
The old rate stays for the days before it.

Pick 1 November 2026 in Effective
from.

The raise starts on 1 November.

6 Choose Daily in Basis.

Basis shows Daily, like his old rate.

o Type 980 in Amount.

His new daily rate is #980.00.

0 Reason says why the rate changed. It is
optional, and his rate history keeps it.

Type Annual increase in Reason .

The reason is in the box.



o Click Save.

° Click --- at the end of his row, then
Rate history .

Click x at the top right to close it.

° Now make the 15 November pay
run. Open Payroll, then Pay

runs.

Click New pay run.

Choose 11-25 October 2026 in Period.
Pick 15 November 2026 in Pay date.
Click Create pay run.

Click Calculate.

a Paolo's payslip shows how the raise was
paid.

Click Payslip on his row.

Rate history —Mendoza, Paolo

His rate history keeps both rates: #900.00 up to 31 October,
and £980.00 from 1 November, for an annual increase.

Payslip — Mendoza, Paolo opens.



His basic pay has two lines. The first pays 26 to 31 October,
at the old #900.00 a day: 48 hours, #5,400.00.

The second pays 3 to 10 November, at the new £#980.00 a
day: 56 hours, #6,860.00.

The rule to remember: Add a raise as a new rate from the day it starts, and never change the
old rate.

You added Paolo's raise as a new rate from 1 November, and his old rate stayed. The 15 November
run paid each part of the cut-off at its own rate. Next, in lesson 28, a mistake turns up after a run is
posted.

Check yourself
How do you add a raise that starts in the middle of a cut-off?
Where do you see every rate a person has had, and why it changed?

How does the payslip pay a cut-off with a raise in it?



Common mistakes

The screen says

Rate history shows the raise from today's date, not
from 16 October.

You add the raise after the run is calculated. Paolo's
payslip still pays every hour at #950 a day.

That date falls inside "11-25 October 2026", whose
pay has already been posted, so the old rate stays for
those days. Start the new rate after that cut-off, and
pay the difference on the next pay run with Add a
one-off.

What to do

Pick the raise's first day in Effective from: the box
starts on today's date. If you saved it already, add the
rate again from the right day.

Click Calculate again on the run. A payslip uses the
rates on file when it is calculated.

Add a raise before the cut-off's pay run is posted. Once
it is posted, start the raise after that cut-off, and on the
next pay run click Add a one-off for the days already
paid on the old rate. Or void the run, as lesson 28
shows.



Lesson 28 - by scenario - 6 min - payroll-onboard-28.webm

A mistake turns up after the run is posted: void it and redo it

After the 15 November run was posted, we found a mistake. Dennis Flores became regular
on 26 October at #740 a day, but the run paid his #720.

At the end you will have: A mistake turns up after the run is posted: void it and redo it

Before you start: This starts after lesson 19: Teresa posted the 15 November run, and nobody
is paid yet. Only the owner may void a run, so Teresa starts.

Open Payroll, then Pay runs. B pprg g B v > 2 ¢ @
Pay run — 11-25 October 2026 says i o ®
Po sted e S - Sy meni T ehes pern 40
This is the Pay runs page.
° A posted run is final, so nobody can edit Qrmr e o Fp— wr Somam e 8 @
it. To change it, you void it: withdraw it e
with a reason, and make it again. ~ emm 0 e )
Click Open on the posted run. e T e e —

The run opens. Its button reads Void and reissue.



° Click Void and reissue.

The Void this pay run form opens: Voiding withdraws the
run. Nothing is deleted: its payslips stay readable exactly
as they were paid, and its journal is reversed.

° The reason stays with the voided run, so
anyone can see later why it was

withdrawn.

Type the reason in Why this run
is being withdrawn : Dennis
Flores's rate is #740 from 26
October, when he was made
regular.

Make a replacement run is already on. It

makes a new run for the same cut-off,
ready to calculate again.

e Click Void and reissue.

The old run says Voided. It stays on the

The reason is in the box.

list with its payslips as they were, and the
replacement above it, Reissue of Pay run
— 11-25 October 2026, is a Draft.

Ana fixes the rate, so Teresa signs out.

Click your picture at the top right, then
Logout.

Ana signs in: her user name in User name
or email, her password in Password, then
Log in.

° Dennis's new rate goes in from the
day he became regular. Open
Payroll, then Setup, then Pay
rates.

This is the Pay rates page.



0 Find "Flores" in the search box.

° Click Add rate on his row.

The Add rate form opens, with his name at the top.

o He became regular on 26 October, the
first day of the cut-off. His new rate starts

that day.

Pick 26 October 2026 in Effective
from.

Effective from shows 26 October.

Q Type 740 in Amount. TR

Effectve from* ©

20261028

Amount+ ©

His new daily rate is #740.00.



a Type Made regular in Reason.

@ Click Save.

Q Now the replacement run. Open
Payroll, then Pay runs.

@ The replacement has no payslips yet.
Calculating it uses Dennis's new rate.
Click Open on Reissue of Pay

run — 11-25 October 2026 .

Click Calculate.

i eams, from a date O paysip stay e,

Pay mutipiers

« _ Soved successuly.

WirE Pay runs
a ren | B 0

This is the Pay runs page: the Voided run, and its replacement,
a Draft.

o > payruns Q saschorjump o
Pay runs
vy pae you
a = rhen © coums o
,,,,,,,,,, wa e suen Cnpioses __orsspm___ botomy
P ST Yo s 938 $15085107 . oven
026- (s A Voided 3 3.28 a1 " ™ Open

21 9156,651.07

The replacement opens, with Calculate ready.



Q sesch ocump o cuk poudems WRssdeck O D €

Compare the two rows. The replacement's gross pay is
£183,179.28: #286.00 more than the voided run, for
Dennis's correction.

G Find "Flores" in the Payslips
search box, then click Payslip on

his row.

Dennis is paid #9,620.00 for his ordinary days now. With the
special day, the #286.00 more is his correction.

The rule to remember: A posted run is never edited: void it with a reason, fix the cause, then
calculate the replacement.

Teresa voided the posted run with a reason, and asked for a replacement. Ana added Dennis's 740
rate from 26 October, and calculated the replacement. The replacement now waits for Teresa to
approve and post it, as in lesson 19. Next, in lesson 29, a bank transfer fails.



Check yourself

A mistake turns up in a posted pay run. What are the three steps?

Who voids a pay run, and who fixes the cause?

What happens to the voided run and its payslips?

Common mistakes

The screen says

That date falls inside "11-25 October 2026", whose pay has
already been posted, so the old rate stays for those days. Start
the new rate after that cut-off, and pay the difference on the
next pay run with Add a one-off.

Net pay for this run has already been released to the bank, so it
cannot be voided: the replacement would pay everyone again.
Pay or take back the difference on the next pay run with Add a
one-off.

The posted run has no Void and reissue button.

What to do

Ask the owner to void the run first, with Void
and reissue. Then add the rate again.

Leave the run as it is. On the next pay run,
click Add a one-off under One-off
adjustments, and pay or take back each
person's difference.

Ask the owner to void it. Only the owner may
void a pay run.



Lesson 29 - by scenario - 4 min - payroll-onboard-29.webm

A bank transfer fails (Mark, paid in cash)

The bank paid everyone on 15 November except Mark Bernardo. His account was closed, so
his pay came back.

| At the end you will have: A bank transfer fails (Mark, paid in cash)

Before you start: This starts from the 15 November payment batch, built by Ana and released
by Teresa, as in lesson 20. It was set up ahead for this lesson.

o1 > payments Q Soarch orjump o cix  /Cudeme RFeedack O ) € 8

Payments

ay tun — 26 October-10 November 2026 (2026-11-15) v

Open Payroll, then Payments.

Here is Bernardo, Mark: #8,616.01 to his
BDO account. The bank sent it back.

Pay run—26 Octaber-10 November 2026 (D)

This is the Payments page, on the 15 November batch. It says
Released, and every payment is Pending.

Click Mark failed on his row [~ .. . Payiol > Payments Q search orjump to. onx  fGudeme RFemack O Q ¢ 8
 Home Payments
. U 1o esch verfl bark account, o ash. Somecne othe han whoeverbulcs the Batchreleas ,an sach payment s marked o o fled
uuuuuuuuuuuuuuuuuuuuuuuuuuuu D =
Bank
Bank

fprrE IR

o1 > Payments Q Soschorjumpto cox  /Gudeme g Feodback 2@ ¢

° Type the bank's own reason. It stays on
the payment for anyone who asks later. P s

Type Account closed, returned by
BDO in Why did the payment

fail?

ay un — 26 October-10 November 2026 (2026-11-15) v

Paynn—260ctober-toNovember2026 @D i Dowosdbankfie

The reason is in the box.



Click Mark failed .

The bank paid the other 12 transfers
under one reference, so mark them all at
once.

Click Mark all transfers paid .

Type the bank'’s reference, BDO-
ADA-103026, in the box.

Click Mark all transfers paid .

Y — Somchorjump o cix poudeme W Feodick O :
(AL - Q seachormp . " @
A Home Payments
sccon, ocincash foes.
2 Traning
Porin ©
© Payroll -~ Pay run— 26 October-10 November 2026 (2026-11-15) v
Clockinandan
woay
My Atendance October-10Novomber 2026 ) Mark avanserspaid | Downioad bank e
wray
Toam
- Employee Method Account Amount ~ Status.
Needs my approval
Aauino Ramen B 50 e o005 peaing Maoss ko
Lomeroqests
i Semorso, Mk (SRR ps— oo CD . sondagan | payincasn
Wi Koot coes o 300 N
Time corrections Cruz John Bank. 200 osa12004752¢ #9,312.50  Pending " Markpaid  Mark faed
Pp—
op— (R p— Fasens0 pening [
Jres—
f—_ Gorci, Crst [ — rios10s penang [
Thacirs Ui, Grace Bank 200 onerzmmesssz 95,6015 Pending Markpaid  Mark faied
Tinalogs
i Mendozs, Paco [ — 100,05 s [T —
stautony s Navaro, iza (SRR p— - Marpsia kot
Payments
Ram, oo [EURps— raerso penang [
Remiances
Pyt scccunsing Royes, v [SPRpam— - [
-
foms Soniago, Toresa [ — - [ —
B ntogmies €

His transfer says Failed, with the bank's

A Home

£ Toining
© Payron o

Glockin andout

My Day

My Attondance

My Pay

My Team

Neods my approval

Overtime requests

Time comections
Payrolioverviow
Atendance ssues
Atendanco periods.
Timecards.
Timefogs

Pay runs

Statutey forms
Payments.
Remttancos
Payrollaccounting
Pl renerts

e €

A box asks: The bank's reference for the 12 transfers in this

Payect > Payments.

P

Paying cut a post run: 1 each veried bark account, ot n cash. Someone ther

Poyrn ©

Q Searchorjump o

reason under it.

cux  /Cudeme g Feadback

Pay run — 26 October-10 November 2026 (2026-11-15) v

Pay run— 26 October-10 Novarmber 2026 Q)

faod.

2@ ¢

Mark i transters pid | Domnioad bark e

R

Enpiopor

‘Aquino,Ramen

Bermardo, Mark

cnuz Jomn

Flores, Denvis

Garca, Cristina

uim, Grace

Mendozs, Paco

Navarto Liza

Ramos, sl

Bank

200 02120087109

200 oosn20m9150

78,89.5  Pending

o000 @D

5.312.50  Pendng

#10,251.00 pending

Ps.60150  Pendng

#11,012.35  pendng

P8,60150  Pending

file (cash is marked on its own row):

Qweson

# Home
£ Training
© Payron A
Glockin andout
My Day
My Attondanco.
My Pay
My Team

Mork pola

Send again

Mark paia

Mork poia

Mark paia

Mork ol

Mork pla

Mark paia

Mork pala

Loave roquests
Leave baances
Time conections
Payrolioverview
Aendanco ssues
Atendance periods.
Timecards.
Timefogs

Pay runs

Statutoy forms.
Payments.
Remittancos

Payrol accounting

Q) fweson

# Home
£ Toining
© Payron &
Glockin andout
My Day
My Attendance
My Pay
My Team
Neods my approval
Overtime requests
Leave requests
Leave bances
Time comections

Payrolioverviow

Atendance ssues

The reference is

Mark ot

Payincasn

Mark faseg

Mark foses

Mark e

Mark ot

Mark ot

Mark e

R e | [708T8) s 0 @ ¢ @
Payments
o ©
Pay 28 Octob 10 ovmer 2078 2026119+
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Pay run—26 Octaber-10 November 2026 ()

Enpioyee Metros
Aquno, Ramen Bonk
emardo, Mark eank
iz, Jomm Bk
Floros, Denvis Bonk
Garcia, Crstina Bonk
U, Grace Bank
Mendoza, Pacio Bank
Navareo Liza Bank
Romos, Joel Bank
Royes, Ana Bank
Santiogo, Toresa Bank
Sontos, Maria Bank

1 Vianveva, Emesto Bank

200 cosnamersie

200 oos12009595

200 om0

[

i
neose @

e @

Downlosa bank fle

Send again

s10,700.16. @D

ruense @

-}

-]

Payincasn

The 12 transfers say Paid, and the header says 11 Paid. The
batch still says Released, because Mark is not paid yet.



Mark still has to be paid. Send again tries
the bank once more, and Pay in cash
pays him by hand. His account is closed,
so pay cash.

Click Pay in cash on his row.

The failed transfer stays above it, greyed,
with the bank's reason. It now says
Replaced. Nothing is erased.

Click Mark paid on the cash row.

For cash, write who signed for it. Keep the
receipt Mark signs.

Type Signed for by Mark Bernardo
in the box.

Click Mark paid .

Morkpola | Mork foted

Bernardo, Mark, Cash, Pending.

A box asks: Bank transaction number, cheque number, or
who signed for the cash:

Qseschorumpto..  ome 7 Guidome g Fooaback s g

© Payron
Glockin andout
My Day
My Attondanco
My Pay
My Team e casn
Needs my approval Signed for by Mark Barnrdo

© Payran

Glockin andout

pio,328.05

The batch says Completed.



The header now reads Completed, 13 Paid. The total is still
£150,403.11: Mark is paid once, not twice.

e

Here is Mark's Cash payment, Paid, below the transfer the
bank sent back.

The rule to remember: Never mark a returned transfer paid: mark it failed with the bank's

reason, then pay it again.

You marked Mark's returned transfer failed, with the bank's reason. You marked the other 12 paid

under the bank's reference, and paid Mark in cash, signed for. Next, in lesson 30, an SSS salary loan

comes out of John's pay.

Check yourself

The bank sends one transfer back. What do you do with it first?

How do you mark the other transfers in the file paid?

The person's account is closed. How do you pay them, and record it?

Common mistakes

The screen says

The returned transfer says Paid, and its row has no
Mark failed button.

The batch still says Released, and the cash row
says Pending.

What to do

Click Mark failed on the returned transfer first. Then click
Mark all transfers paid.

Click Mark paid on the cash row, and type who signed for
the cash.



Lesson 30 - by scenario - 7 min - payroll-onboard-30.webm

An SSS salary loan is deducted from pay (John)

SSS approved John Cruz's salary loan. We have to take the payments from his pay, starting
15 November.

| At the end you will have: An SSS salary loan is deducted from pay (John)

Before you start: This starts after lesson 17: the 26 October to 10 November period is locked,
and no pay run is made yet. You also need SSS's notice of John's loan.

0 Loans have their own page. Open
Payroll, then Setup, then

Loans.

Click Record a loan.

an AnaReyes
Boantogutcs €

This is the Loans page: money owed, collected a little at a time
out of each pay run.

‘ Click Cancel, and make the deduction
first.

The form says: No deduction is set up to collect loans with
yet. On Pay elements, add one of the kind Deduction (for
example, SSS salary loan), then record the loan.



15 Setup 5 Py eloments Q Soarch orjump . ik foudeme RFeemek O 2 C 8

Pay elements.
e Qm Yo v, whogets hem

Pay cloments  Assigned cloments

a A deduction is a pay element, like
the rice allowance in lesson 7.

= uers | D coumns | S | -

Open Payroll, then Setup, then

ST
Pay elements “ &
.
G > n
. o <oum ——

This is the Pay elements page, with Rice allowance on it.

a Click Create pay element. =

Cose* @

s © Arnettrm ©
caien o] [ R ed ot
aRpropety cose © Eematipto © h
t ow
o
00 @SSO PmemO  PpEGO  fanmowm o
Other benefit (P90K pool) ©

Amount difers every run ©

The Pay element form opens.

o Type SSSLOAN in Code.. —

cose-0 Name+ 0
Kt © Amntom ©

caring * Afedamount
BRproperty cose © eumatinto ©

t o

[om—

Tame © @SSO PHem®  PagiBG O 1hmonh ©

Otherbenet 90k poo) ©

Amount ifers every rn © Actve ©

O - |

The code is in the box.

° Type SSS salary loan in Name.

The name is in the box. The payslip shows it.



° Kind says if it adds to pay or takes from —
it. A loan takes from pay. o

sssLoan

Choose Deduction in Kind. nnnnn :

BRproperty code © ocer ©

0

Coumts towards ©

Taxable © 55 @ Priieaith © PagiBiG ©

Other benafi (P90K pool) ©

Amount difers every run ©

Kind shows Deduction.

Q Seachorjump to e foudeme Rreemek 0 R ¢ &

0 Click Save.

R propertycode Order Assgnedto Actve

SSLOW  SSsclyion  Decucton Afedamout Mo 0 o v

0 0 (1 v|pereae 13013 py sements

Payro caiendar
Employoes
Employers
Bank accounts

Departments

AnaReyes
"
Spnantogitcs €

SSS salary loan is now in the list.

Q Searchorjump o cuc foudeme Rfeesmak 0 2 ¢ 8

° Now the loan itself. Open Payroll,
then Setup, then Loans.

Reternce. Towpwobe  Perm  Paa  Bace  Runsieh Staus

Payrol calendar
Enployees
Enployers.
Bank accounts
Departments

@ e

This is the Loans page again. No loans are on file yet.

° Click Record a loan . —

Py slment - ©
555 satary loan

Source ©
Company

princpal 0

000

Swtste-©

20261108

The Record a loan form opens, and the warning is gone.



Choose Cruz, John (EMP-006) in
Employee .

Pay element is the deduction that
collects the loan.

Choose SSS salary loan in Pay
element.

Source says who lent the money. John's

loan is from SSS, not the company.

Choose SSS in Source.

Reference is the loan number on SSS's

notice. Payments are matched to the loan
by it.

Type SL-2026-0418 in Reference.

Employee shows Cruz, John (EMP-006).

Record aloan

Empioyes* ©

Cruz, John (61-006)

Py oment - ©

e
W

Source ©

Source shows SSS.

The loan number is in the box.



@ Principal is the amount —
borrowed. Type 20000 in o

Principal .

Source © Referonce ©

v sL2026-0818

G Interest is what SSS charges on
top. Type 2000 in Interest.

@ Per run is what each payday takes: half
the monthly payment on SSS's notice,

since you pay twice a month.

Type 458.33 in Per run.

Each payday now takes #458.33.

G Start date is the first payday that collects
it.
Pick 15 November 2026 in Start
date.

The first instalment comes out on 15 November.



Click Save " e Sosmm s 8 @ ¢ 8
Loans
5 2rnes | @omnm | 3 =
o o (R — e e e tiwe i e
[c ,,,,,,, mow e s moem o s e v o
i w

John's loan is on the list: Total payable #22,000.00, Per run

$458.33.
Q Now the pay run collects it. Open ) G < v 2 ¢ @
Payroll, then Pay runs. P — ==n5
Click New pay run. . . -

Choose 11-25 October 2026 in Period.
Pick 15 November 2026 in Pay date.

o > Payruns Qsachorumpto.  owx 7 Guidome g1 Feoabck a8

Payruns

@ Click Create pay run.

Nothing calculated yet. Run Caleulateto produce the paysips.

«

0 Click Calculate.

The run is Calculated. Net pay is #149,944.78: the loan's first
instalment is taken from it.



Click Payslip on John's row.

Payslip— Cruz, John 26 October-10 November 2026

Earmos HESE FIGURES COME FROM

Trace tis figure

DEDUCTIONS

ssswor

2,223

Xy

Under Deductions, the loan comes after SSS, PhilHealth
and Pag-IBIG.

Paysiip— Cruz, John 26 October-10 November 2026

Payslip — Cruz, John 26 October-10 November 2026

Here is the first instalment: SSS salary loan, #458.33, on
his 15 November payslip.



The rule to remember: A loan needs a deduction pay element to collect it, so add the

deduction before the loan.

You added SSS salary loan as a deduction, then John's loan: #20,000.00 plus #2,000.00 interest, at
$£458.33 a payday. The 15 November run took the first instalment. Next, in lesson 31, a bonus is paid

outside the cut-off.

Check yourself
What must exist before you record a loan?
How do you work out the amount for Per run?

Where do you see the first instalment come out?

Common mistakes

The screen says

No deduction is set up to collect loans with yet. On Pay elements,
add one of the kind Deduction (for example, SSS salary loan), then
record the loan.

The per-run amount cannot exceed the total payable.

What to do

Click Cancel. On Pay elements, click
Create pay element and choose
Deduction in Kind.

Type what one payday takes in Per run, not
the whole loan. For John, type 458.33.



Lesson 31 - by scenario - 2 min - payroll-onboard-31.webm

A bonus paid outside the cut-off (the warehouse's October
productivity bonus, from a CSV, paid 20 November)

The warehouse earned a productivity bonus for October. It is paid on 20 November, outside
the cut-off, to five people.

At the end you will have: A bonus paid outside the cut-off (the warehouse's October
productivity bonus, from a CSV, paid 20 November)

Before you start: This starts after lesson 19. You need the Productivity bonus from lesson 7,
and a file of who gets how much. Ana is signed in.

‘ Open Payroll, then Pay runs.

This is the Pay runs page from lesson 18.

a A bonus gets a pay run of its own.

Click New pay run.

The form opens.



° Run type says what this run pays. Off-
cycle is pay outside the cut-off.

Choose Off-cycle (bonus,
commission) in Run type.

° The description is what the payslip and
the register call this run.
Type October productivity bonus in
Description.

° Pick 20 November in Pay date.

o Click Create pay run.

New pay run

fun ype ©

o<yl tonus, commisn)

Descrption* ©

Poyaner

year-month-day

Run type shows Off-cycle.

New pay run

Runtype ©
Off-cycle (bonus, commission )

Descrpton ©

Octoer proguctivity bonus.

Payaser Pay reauency ©

yoar-month-day @ semimonthiy

The name is in the box.

Pay date shows 20 November.

Payeol > payruns Q seachorjumpto cnk  /Gudeme gFeedbck O 2 ¢

Pay runs

Every payrollyou have caculted, and what each one paid ot

e | Dcowmns | S | -

A ype Payane st Empiojess  Guosspay  Netpay
Oft-cyl orus, commis son) 2026120(F)  Wovan o 000 2000 Wopen |
e 81505 @Posted 15 pe2eenzs Prsoscant = opn
B [ v|eeeme 1201 20mnms

Catcuiate
= e @ cotums. s
Ourime  Provousgoss  Gosspy  Todeductons  Netpay
« Nothing calculated yet. Run Calculate to produce the paysips.

The run is on the list.



a Each person gets a different amount, so
the amounts come from a file.
Click Import amounts, then
choose your file.

e Now work out the run.

Click Calculate.

96,600.00 ro.c0

The run pays #6,600.00: only what the file gave it.

The rule to remember: An off-cycle run pays only what it is given. One-offs come from a file,
and they are taxed with the year.

You made an off-cycle run for the bonus, brought in the amounts from a file, and calculated it.
Teresa approves and posts it, as in lesson 19. Next, in lesson 32, two people swap a shift.



Lesson 32 - by scenario - 3 min - payroll-onboard-32.webm

Two people swap a shift (John asks Mark for Saturday 21
November; Mark agrees; Paolo approves)

John cannot work Saturday, 21 November. He asks Mark to swap.

At the end you will have: Two people swap a shift (John asks Mark for Saturday 21 November;
Mark agrees; Paolo approves)

Before you start: This starts after lesson 24. John is signed in with his own login.

’ Open Payroll, then My
Attendance.

a A swap starts with the person who cannot
work.

Click Ask to swap a shift.

a Pick 21 November in Day to
swap .

Day to swap shows 21 November.



a Only colleagues from the same Qteon o o R <~ -~ < O
M N A Home My Attendance
department are on this list. i

Choose Bernardo, Mark in Swap - -
with .

e Type the reason in Reason (here,
Family event in Batangas.).

Osytoswsp +

20261121 @ Bomardo, Mark

e Click Send to my colleague . iy S = Rl
John is done. Click the picture at the top Sra i

right, then Logout.

Mark signs in with his own login.

The request is on the list, waiting for Mark.
0 Open Payroll, then My D= S =] w02 @
Attendance. - CZ e o

v Morkemarso &

This is My Attendance, now for Mark.



e John's request waits for Mark's answer.

Click Accept on John's request.

Mark is done. Click the picture at the top

right, then Logout.

Paolo, their supervisor, signs in.

° Open Payroll, then Needs my
approval .

This is the page from lesson 16, where Paolo decides what his
people ask for.

@ The swap is here because Mark has O Pt s Qumern. o fowmm mrme 0 Q¢ 8

A Home (Needs my approval
accepted. el Fhle e N

Click Approve.

. Pl Moncizs

The swap is approved, and it leaves the list.

The rule to remember: A swap needs both: the colleague accepts first, then the supervisor
approves.

John asked, Mark accepted, and Paolo approved, so the swap is done. Next, in lesson 33, an
employee resigns, and you make her final pay.

7 Gudome gFessak 0 & ¢ 8



Lesson 33 - by scenario - 4 min - payroll-onboard-33.webm

Someone resigns: clearance, final pay and certificate of
employment (Grace, last day 6 November)

Grace Lim resigned. Her last day was Friday, 6 November.

At the end you will have: Someone resigns: clearance, final pay and certificate of employment
(Grace, last day 6 November)

Before you start: This starts after lesson 20: the 15 November run is posted and paid. It paid
Grace for her last days of work.

’ First, the day she left. Open
Payroll, then Setup, then

Employees .

Payeol » Set > Employeas
Employees.
a

AnaReyes

This is the Employees page.

e Find "Lim" in the search box.

& |

Ana Reyes

Only Lim, Grace is left.



Click --- at the end of her ro S
i w,
then Edit employee =
@ icive ©
2020-09-14 -] -]
S
sy

Date separated is her last day at work. A
final pay run only covers people who have

one. '”
Pick 6 November 2026 in Date T .

separated .

™o 555 number ©

PagBIG number ©

156-304-436-000 3410876568 121098765364 121122963568

Datenired © ot sepacatea © Reason undor the Labor

Cote ©
2020-09-14 o 206108 &

Paysip email ©

Q Searchorjump o cic foudeme Rfeemak 0 2 C &

° Click Save.

import employees

=m0 @

Payro caondar
Employees
Employers
oo

Payrol socurty
Time clocks
Scheduies

Hoidays and oave
types

= Adminisuaton

Ana Reyes
A nantogites €

Grace leaves the list: it shows only Active: Yes, and saving Date
separated switched Active off.

Click Clear all.

Q Seachorjump o e foudeme Rremek 0 2 C &

Swervsor T Accessno.  Ovesepusted  Actve

=y )

“r;
Payrlsecury
Time clocks aone
Schedues
Holdays nd eave woo s PR— -
types
wwa e snom
' oo -

Lim, Grace is back, with 2026-11-06 under Date separated.



0 Now her final pay. Open Payroll,
then Pay runs.

nnnnnn 2611505 @Posted 1 ez msosan & ooen

This is the Pay runs page. The 15 November run is Posted, and
it paid Grace up to her last day.

o Click New pay run.

The New pay run form opens, with Run type on Regular.

° Run type decides what the run pays. A
final pay run is for the people who have

left.
Choose Final pay in Run type.

Run type shows Final pay, and Period is gone: final pay is not
for one cut-off.

@ Pay date is the day she is paid. Bayanihan
pays final pay within 30 days of the last

day.
Pick 20 November 2026 in Pay
date.

Pay date shows 20 November.



Click Create pay run.

@ Click Calculate.

Only Grace is in this run. Her payslip
shows what final pay brings together.

Click Payslip on her row.

TS Payeot > Payruns Q Search orjump . ik goudeme RFeemek O 2 C 8

Pay runs
Every oyt you have calcuatd,and what eochane i ot

Qs = Fiters | @ Colu
© Payoll
‘Clockin and out period Runtype  Pay da states Enployees _ Grosspay _ Metpay
My Day
My Attendance Foslpsy 2026200 @oa o 000 #0900 N B open -
My Pay W
Rk Reguar 2026115 (su) @ Posted 13 p1e2e0328 #1503 11 » open
Needs my approval 7 i ——
Caculate
= Fiters @ Columns. el
Proviusgross  Grosspay  Totaldeduct tons  Netpay
Q

Nothing calculated yet. Run Calculateto produce the paysips.

Final pay — Lim, Grace — 20 November 2026 is on the list,
as a Draft.

Payect 5 Payruns Q soachorjump o cuc /oudeme RFmek O & C 8

Pay runs
Every o you have calcuatd,and what eochane i ot

perod mntpe  payaste St Enplopees  Grosspay  Metoay
ooy = i, Gace — 20 Nvrmoer 2026 oo © cocuises v oenams engeres o
Regsar 202615 () @Posed 1 piszannzs PS0A0ITI = ooen
oo 200

$22,127.60 935075
Guosspay Tots deductons Calcutate
s
Statutoryforms
g P e———
Payments.
Empioyees  Emplo Howswolsd  Overime  Prwousgoss  Grssply  Toaldedctons  Netpay
UnGac 8008 - P00 #2z12760 5078 2170785 B0

Paysiip—Lim, Grace

22,227,600

#350.75
o21,767.85

EMPLOYER CONTRIUTIONS

Payslip - Lim, Grace opens: 13th month pay and Leave
conversion.

Paysiip — Lim, Grace

Eauncs.

oepucTioNs

13th month pay is #16,490.00: a twelfth of her basic pay
this year, paid now that she has left.



Leave conversion pays her 7.83 unused vacation leave days
at #720.00 a day: $5,637.60.

The rule to remember: Fill in Date separated first: a final pay run pays only the people who
have left.

You put in Grace's last day, 6 November, and made a final pay run for 20 November. It pays her 13th
month and her unused vacation leave. Teresa approves and posts it like any run, as in lesson 19. In
the last lesson, lesson 39, Guide me walks Ana through a task one question at a time.

Check yourself
What do you fill in before you make a final pay run?
How do you make a final pay run?

What does Grace's final payslip bring together?

Common mistakes

The screen says What to do

A final pay run only covers people with a On Employees, pick the last day in Date separated for the person
Date separated. Nobody has one. who left, and click Save. Then click Calculate again.



Lesson 39 - payroll officer - 4 min - payroll-onboard-39.webm
Guide me

At the end you will have: Liza Navarro's vacation leave for a day next week, filed through
Guide me one question at a time, found pending on Leave requests

Before you start: You need the leave types from lesson 5 and the employees from lesson 8.
Liza Navarro, the bookkeeper, asked Ana for Thursday, 12 November off. Liza has no login, so
Ana files it for her.

’ Guide me is at the top of every page. Use
it when you do not know where a task is

\What would you like to do? !}7\

done, or what it needs.

Click Guide me. o =

Starta new cut-off
dan &

Each card is one task. A task you cannot
do yet says what to do first.

Below, Anything else lists more tasks.
Some of them open their own page
instead of asking questions, like Lock a
cut-off.

a Click File a leave. L 2 DI <~ © =

Step 1 of 7 tells you how many questions

there are.

AnaReyes

The first question is: Who is going on leave?

a Type Liza in the search box, and
choose Navarro, Liza.

Ana Reyes &

The box shows Navarro, Liza.

Q Searchor jumpto. ok etk O @

Q Searchor jump to. cux  gFechsck O @



a Click Continue.

e Choose Vacation leave.

e Click Continue.

Which days? One day off is the same date
in From and To.

Pick 12 November 2026 in From.

Who is going on leave?

xxxxxx

AnaReyes

The box shows Vacation leave.

xxxxxx

cccccc

. Marores «

From is set to 12 November 2026.




° Pick 12 November 2026 in To.

° Click Continue.

Q Click Continue.

XLeave

Which

@ Mt «

To shows the same day.

@ franors «

= Administration

XLeave

Whole days, or half?

[ N
“w

Hal day

m Sk

XLeave

Whole days, or half?

(@ wawar

Hat day

m -




Xteave steps ot

Is it paid?

Filled i from the leave type. Change it here f this one is an exception.

an framores «

Is it paid? Yes is already chosen, because vacation leave is paid.

a Click Continue.

@ Anything to note? A note is for whoever
decides on the leave. Liza's needs none.

File Vacation leave for Navarro,
Liza: 12 Nov 2026 (Thu), whole%

Click Sklp day, paid?
Last, Guide me asks you to check it all: File Vacation leave for
Navarro, Liza: 5 Nov 2026 (Thu), whole day, paid?
° It is filed as pending. Someone who as w mes 0@ 0 g
approves leave still decides on it. .

| Leave filed for Navarro, Liza. It
waits for a decision.

Click File it.

Unti

Guide me also says where to do this
yourself next time: Leave requests, under
Payroll.

B

«

Guide me says: Leave filed for Navarro, Liza. It waits for a
decision.



° Click Show me where.

Check

Leave requests opens.

Here is Liza's vacation leave for 12 November, Pending. It is
decided like any leave request, as in lesson 16.

You filed Liza's vacation leave with Guide me, one question at a time, and found it on Leave

requests. That is the last lesson. Your printed onboarding guide keeps every step and rule.

Check yourself

Where is Guide me?

You filed a leave with Guide me. Where do you find it again?

A card under Anything else opens a page instead of asking questions. Why?

Common mistakes

The screen says

Continue stays grey.

Add a leave type first — every leave has
to be one of them.

There is nothing here to choose from.

What to do

Answer the question first: choose from the list, or pick the dates. Only
a question with Skip can be left empty.

Add your leave types on Holidays and leave types (lesson 5), then
click Guide me again.

The list this question needs is empty. Add what it lists first, then come
back.



Scenario playbook

A new hire starts mid cut-off (Carlo, 4 November)

We hired Carlo Dizon for the warehouse. He started on 4 November, in the middle of the 26
October to 10 November cut-off.

1. First, put Carlo on file. Open Payroll, then Setup, then Employees.
2. Click Create employee.

3. Type BL-014 in Employee no.

4. Type Carlo in First name.

5. Type Dizon in Last name.

6. ... the rest in the lesson.

The rule to remember: Put a new hire on file with their first day, access number and rate
before you import the clock's file.

Watch lesson 25.

Someone takes half a day off (Liza, the morning of 30 October, vacation leave)

Liza Navarro took the morning of 30 October off. She worked the afternoon, so she takes half a
day of vacation leave.

1. Open Payroll, then Leave requests.

2. Click File leave.

3. Type Liza in Employee, then choose Navarro, Liza.
4. Choose Vacation leave in Type.

5. Pick 30 October in From.

6. ... the rest in the lesson.

The rule to remember: File half a day as half a day, morning or afternoon. The balance counts
half.

Watch lesson 26.



A raise from a set date (Paolo, from 1 November)

Teresa gave Paolo a raise, from #900 to #980 a day, starting 1 November: the middle of the cut-
off.

1. Raises go on the Pay rates page. Open Payroll, then Setup, then Pay rates.
2. Find "Mendoza" in the search box.

3. Click Add rate on his row.

4. Pick T November 2026 in Effective from.

5. Choose Daily in Basis.

6. ... the rest in the lesson.

The rule to remember: Add a raise as a new rate from the day it starts, and never change the
old rate.

Watch lesson 27.

A mistake turns up after the run is posted: void it and redo it

After the 15 November run was posted, we found a mistake. Dennis Flores became regular on
26 October at #740 a day, but the run paid his #720.

1. Open Payroll, then Pay runs.

2. Click Open on the posted run.

3. Click Void and reissue.

4. Type the reason in Why this run is being withdrawn: Dennis Flores's rate is #740 from
26 October, when he was made regular.

5. Click Void and reissue.

6. ... the rest in the lesson.

The rule to remember: A posted run is never edited: void it with a reason, fix the cause, then
calculate the replacement.

Watch lesson 28.



A bank transfer fails (Mark, paid in cash)

The bank paid everyone on 15 November except Mark Bernardo. His account was closed, so his
pay came back.

1. Open Payroll, then Payments.

2. Click Mark failed on his row.

3. Type Account closed, returned by BDO in Why did the payment fail?
4. Click Mark failed.

5. Click Mark all transfers paid.

6. ... the rest in the lesson.

The rule to remember: Never mark a returned transfer paid: mark it failed with the bank's
reason, then pay it again.

Watch lesson 29.

An SSS salary loan is deducted from pay (John)

SSS approved John Cruz's salary loan. We have to take the payments from his pay, starting 15
November.

1. Loans have their own page. Open Payroll, then Setup, then Loans.

2. A deduction is a pay element, like the rice allowance in lesson 7. Open Payroll, then
Setup, then Pay elements.

3. Click Create pay element.

4. Type SSSLOAN in Code.

5. Type SSS salary loan in Name.

6. ... the rest in the lesson.

The rule to remember: A loan needs a deduction pay element to collect it, so add the
deduction before the loan.

Watch lesson 30.



A bonus paid outside the cut-off (the warehouse's October productivity bonus,
from a CSV, paid 20 November)

The warehouse earned a productivity bonus for October. It is paid on 20 November, outside the
cut-off, to five people.

1. Open Payroll, then Pay runs.

2. Click New pay run.

3. Choose Off-cycle (bonus, commission) in Run type.
4. Type October productivity bonus in Description.

5. Pick 20 November in Pay date.

6. ... the rest in the lesson.

The rule to remember: An off-cycle run pays only what it is given. One-offs come from a file,
and they are taxed with the year.

Watch lesson 31.

Two people swap a shift (John asks Mark for Saturday 21 November; Mark agrees;
Paolo approves)

John cannot work Saturday, 21 November. He asks Mark to swap.

1. Open Payroll, then My Attendance.

2. Click Ask to swap a shift.

3. Pick 21 November in Day to swap.

4. Choose Bernardo, Mark in Swap with.

5. Type the reason in Reason (here, Family event in Batangas.).
6. ... the rest in the lesson.

The rule to remember: A swap needs both: the colleague accepts first, then the supervisor
approves.

Watch lesson 32.



Someone resigns: clearance, final pay and certificate of employment (Grace, last
day 6 November)

Grace Lim resigned. Her last day was Friday, 6 November.

1. First, the day she left. Open Payroll, then Setup, then Employees.
2. Find "Lim" in the search box.

3. Click -+ at the end of her row, then Edit employee.

4. Pick 6 November 2026 in Date separated.

5. Click Save.

6. ... the rest in the lesson.

The rule to remember: Fill in Date separated first: a final pay run pays only the people who
have left.

Watch lesson 33.



Cheat sheet

When
Every working day

Every cut-off

Every cut-off

Every cut-off

Every cut-off

Every pay day

Every pay day

Every pay day

Every pay day
Every pay day

Every month

Every month

When something
goes wrong

When something
goes wrong

When something
goes wrong

When something
goes wrong

When something
goes wrong

When something
goes wrong

When something
goes wrong

When something
goes wrong

Task
Clock in and out

Bring in the time clock'’s
punches

Ask for overtime, file leave

Approve overtime and leave

Settle what needs you, then
lock the period

Make and calculate the pay
run

Approve and post it (owner)

Build, release and pay out the
batch

Email the payslips
Read and keep your payslip

Prepare the government
remittances; read the 1601-C

Send the journal to your
accountant; keep the register

Someone starts in the middle
of a cut-off

Someone takes half a day off
A raise from a set date

A mistake in a posted run

A difference owed after the
run is paid

A bank transfer bounces

An SSS or Pag-IBIG loan

A bonus paid outside the cut-
off

Where
Clock in and out, or the time clock

Time logs > Import time logs

My Attendance (employee), Leave
requests (supervisor)

Needs my approval

Attendance issues, Attendance periods >
Lock

Pay runs > New pay run, Calculate

Pay runs > Approve, Post pay run

Payments

Pay runs > open the run > Email payslips
My Pay

Remittances > Prepare the month,
Statutory forms

Payroll accounting, Payroll reports

Employees, Pay rates, Time logs

Leave requests > File leave, then Needs

my approval

Pay rates > Add rate

Pay runs > Void and reissue

The next pay run > One-off adjustments >
Add a one-off

Payments > Mark failed, Pay in cash or
Send again

Pay elements, Loans > Record a loan

Pay runs > New pay run, Off-cycle >
Import amounts

Lesson
14

15

16

16

17

18

19

20

21
22

23

24

25

26

27

28

notin a
lesson (fix
73)

29

30

31



When

When something
goes wrong

When something
goes wrong

Any time

Task

Two people swap a shift

Someone leaves

Not sure where a task is done

Where

My Attendance > Ask to swap a shift,
then Needs my approval

Employees > Date separated, Pay runs »
Final pay

Guide me, at the top of every page: one
question at a time, then Show me where

Lesson

32

33

39



Glossary

Term

Guide me

login

role

Payroll officer
(role)
Supervisor (role)
Employee (role)
Admin (role)
User (role)

user name

temporary
password

employer
registered name

TIN
branch code
RDO code

employer
numbers

signatory

contributions

What it means for your business

The button at the top of every page that walks you
through a payroll task one question at a time, then
shows where the same task is on the menu

A person's own user name and password for AutoSOA

A job. It decides what a person sees and may do

Prepares payroll every cut-off (Ana Reyes)

Approves their people's overtime and leave (Paolo
Mendoza, warehouse)

Clocks in and out, asks for leave, sees their own
payslips (John Cruz)

The owner's role: only it approves each payroll and
checks the statutory tables and bank accounts

Platform default, ticked on every new login

What a person types to sign in (first name, a dot,
surname)

A first password the owner gives; the person changes
it at first sign-in

Your company as the BIR and the agencies know it; its
numbers print on payslips and forms

The company name exactly as on the BIR Certificate of
Registration (the one required box)

The company's tax number from the BIR
The TIN's branch part; zeros mean the head office
The BIR office the company is registered with

The numbers SSS, PhilHealth and Pag-IBIG gave the
company

Who signs the company's BIR forms (Teresa Santiago,
President)

The monthly SSS, PhilHealth and Pag-IBIG payments,
shared by employee and company

Where you see it

Top of every page (pointed out in
lesson 01; taught in lesson 39)

Administration > Users (lesson 02)

Administration > Roles; the Roles
tab of Create new user (lesson 02)

Roles list; Roles tab (lesson 02)

Roles list; Roles tab (lesson 02)

Roles list; Roles tab (lesson 02)

Roles list (badge Static) (lesson 02)

Roles list (badges Static, Default);
Roles tab (lesson 02)

User name on Create new user
(lesson 02)

Set random password. off,
Password, Should change
password on next login. (lesson
02 (from 01))

Payroll overview step 2; Employers
(lesson 03)

Registered name (lesson 03)

Employer TIN (lesson 03)
TIN branch code (lesson 03)
RDO code (lesson 03)

SSS employer number,
PhilHealth employer number
(PEN), Pag-IBIG employer
number (lesson 03)

Signatory, Signatory'’s title
(lesson 03)

Government contributions
(lesson 03)



Term

payday

withholding tax

default employer

statutory tables

Not verified /
verify

Check a salary

salary credit

minimum wage

wage order

NCR

holiday

regular holiday

special holiday

leave type

leave balance

earned monthly

balances kept

from

carry over

pay out on
leaving

What it means for your business

The days you pay: the 15th and the 30th

The income tax you take from each pay for the BIR

The employer anyone not given one belongs to

The SSS, PhilHealth, Pag-IBIG and BIR tables every
contribution and tax comes from; "statutory" means
set by law

A table nobody has yet checked against what the
agency published; whoever adds it cannot verify it
(Teresa does, lesson 11)

Works out one salary's contributions and tax from the
tables, to compare with your own figures

The pay SSS counts

The lowest daily pay the law allows in your region

The order that sets a region's minimum (NCR-28:
£755.00 a day, general establishment, from 26
September 2026)

Metro Manila, where Bayanihan is

A day whose pay follows its own rules

Paid even when it is not worked (New Year's Day)

No work, no pay, unless the company decides
otherwise (Chinese New Year)

A kind of leave you give; the law sets some

The days each person has earned, and the days left

A twelfth of the year's days earned each month

The day AutoSOA starts counting: the first day of the
first cut-off, 11 October 2026

What happens to unused days at year end (sick leave:
nothing)

Final pay includes unused vacation leave

Where you see it

First payday of the month,
Second payday of the month
(lesson 03)

Withholding tax > BIR
withholding table (lesson 03)

Default employer (lesson 03)

Payroll overview step 3; Statutory
tables (lesson 04)

Not verified badge; overview step
3 (lesson 04)

Check a salary (lesson 04)

Salary credit column in Check a
salary (lesson 04)

Minimum wages; overview step 4
(lesson 04)

Issuance column, In force (lesson
04)

Add the published NCR orders
(lesson 04)

Overview step 5; Holidays and
leave types (lesson 05)

Regular holiday badge (lesson 05)

Special holiday badge (lesson 05)

Leave types; Add the statutory
leave types (lesson 05)

Keep a balance for this leave;
Balance column (lesson 05)

How it is earned > Earned
monthly (lesson 05)

Balances kept from (lesson 05)

At year end (lesson 05)

Pay out what is left on leaving
(lesson 05)



Term

service incentive
leave

Department

Schedule

Grace period

Early-in

allowance

Day rows / work
minutes

Rest day

Pay element
Earning /

deduction

Allowance (rice
allowance)

A fixed amount

Exempt up to

Go-live file

Import

Template

Employee

number

Supervisor

Date hired

Employment
status

What it means for your business

The law's 5 days a year; 10 days of vacation leave
cover it, so its balance is off

A group of your people, like the office or the
warehouse. Lists and reports can total by it

The working week a person follows: start time, hours,
breaks and rest days. Lateness is measured against it

The minutes of lateness forgiven each day (Bayanihan:
10)

How early a clock-in can be and still start the day (60
minutes on a new schedule)

One row per weekday: start, minutes of work, breaks.
The row shows when the day ends

A day no work is expected

One line that adds to pay or takes from it, like an
allowance or a loan

An earning adds to pay; a deduction takes from it

An earning paid on top of the rate. Bayanihan pays the
office 1,000 each payday

The same amount each payday, set for each person

The part of an allowance that is tax-free each payday
(#1,000, half of the #2,000 a month the BIR allows for
rice)

The staff list the company fills in before go-live:
details, first rate, bank account, year-to-date figures,
leave left

Bringing every employee in at once from one
spreadsheet. All or nothing

The empty spreadsheet to fill in. One row per person;
its second page says what to type

The number a person's punches and payslips are
matched on (EMP-012)

Who approves the person's leave and overtime

The person's first day. The 13th month pay is counted
from it

Probationary, regular and so on

Where you see it

Service incentive leave > Not
tracked (lesson 05)

Setup > Departments; Department
on the employee (lesson 06)

Setup > Schedules; Schedule on the
employee (lesson 06)

Grace, minutes on the schedule
(lesson 06)

Early-in allowance on the
schedule (lesson 06)

Day rows, Work, minutes, Ends
5:00 PM (lesson 06)

Rest day tick box on each day row
(lesson 06)

Setup > Pay elements (lesson 07)

Kind on the pay element (lesson
07)

Name on the pay element; Also
brings in the import (lesson 07)

Amount from on the pay element
(lesson 07)

Exempt up to on the pay element;
Taxable column (lesson 07)

Employees > Import employees
(lesson 08)

Import employees (lesson 08)
Download the template (lesson
08)

Employee no. (lesson 08)
Supervisor on the employee
(lesson 08)

Date hired (lesson 08)

Employment status (lesson 08)



Term

Government
numbers

Wage region

Wage sector

Biometric access
number

Pay rate

Monthly rate /
daily rate

Effective from

Year to date

Opening balance

Waiting for
verification

Verify

Second pair of
eyes

What you
checked

clock in / clock
out

punch

On shift

Scheduled today

Start break /

Clock out

My Day

What it means for your business

TIN, SSS, PhilHealth and Pag-IBIG numbers. Every
government return is filed under them

Which minimum wage the person's rate is checked
against (NCR)

Which minimum within the region: general, or the
lower one for agriculture and small retail, service or
manufacturing (#718.00 in the NCR, for a service
business with 15 or fewer workers)

The person's number on the time clock. Punches are
matched to them by it

What a person earns, from a date

A rate quoted per month (office) or per day worked
(warehouse)

The first day a rate applies

What the old payroll already paid and taxed each
person this year. December's tax depends on it

Figures carried in from the old payroll, for year-to-date
pay and for leave

A bank account someone added and nobody has
checked yet. No pay goes into it

Check a table or an account against the agency's or
the employee's own document

Whoever adds a table or bank account cannot verify it;
another person (the owner) does

An optional note naming the document you checked
against

Start and end the working day with one press

One press of a clock button, or one line of the time
clock's file, timed by the company's clock

Clocked in and working now
Today's shift from the person's schedule, with break
and grace period

Pause the day / end it

An employee's own page for today: time, pay, leave

Where you see it

Government identifiers section
(lesson 08)

Wage region (lesson 08)

Wage sector (lesson 08)

Biometric access numbers > Add >
Access number (lesson 08)

Setup > Pay rates (lesson 09)

Basis (Monthly, Daily) (lesson 09)

Effective from on Add rate (lesson
09)

Statutory tables > Year to date
(lesson 09)

Opening balance badge; Leave
balances (lesson 09)

Status on Bank accounts (lesson
09)

Verify against source, Verify
(lesson 11)

Payroll overview steps 3 and 9
(lesson 11)

What you checked in Verify
against source (lesson 11)

Payroll > Clock in and out; buttons
Clock in, Clock out (lesson 14)

Today on Clock in and out; Time
logs (lesson 14)

badge on Clock in and out (lesson
14)

Clock in and out (lesson 14)

buttons after clocking in (lesson 14)

Payroll > My Day (MY DAY above
"Good morning, John") (lesson 14)



Term

cut-off
attendance
period
generate

timecard

time log

time clock's file

Format

Payroll needs

attention

My Attendance

overtime request

Remarks

My Team

leave request

approve /

approval

attendance issue

Accept

time correction

Late

lock

Attendance is
ready

What it means for your business

The days one payday pays for (11th-25th paid on the
30th; 26th-10th paid on the 15th)

One cut-off's days, held together; pay is worked out
from it

Make every employee's day rows for the period

One person's days in the period, one row a day: time
in, time out, hours, late, overtime

One punch, exactly as it arrived

The attendance file the biometric clock exports (Before
you start: the device file)

How the time clock writes its file (tab-separated for
most)

The overview's verdict while something blocks payroll

An employee's own days, as the system counted them;
where they ask for overtime, leave and corrections

An employee's ask to be paid for time past the shift;
paid only once approved

What the request is for; the approver decides on these
words

A supervisor's home page: their people today, and
what waits for them

Days off, asked by the employee or filed by their
supervisor, charged to a leave balance

The supervisor's decision on a request

A day the rules could not settle on their own (missing
clock-out, unapproved overtime, absence)

Apply the fix the issue offers

Time an employee asks to add, like a forgotten punch

Minutes late after the grace period; not paid

Freeze every figure in the period, so nothing moves
while you pay

The verdict once the locked period has nothing
outstanding

Where you see it

period names; Payroll overview
(lesson 15)

Payroll > Attendance periods;
Create period (lesson 15)

row menu (--+) > Generate; status
Generated (lesson 15)

Payroll > Timecards (lesson 15)

Payroll > Time logs (lesson 15)

Import time logs > Device export
file (lesson 15)

Format in Import time logs (lesson
15)

Payroll overview (lesson 15)

Payroll > My Attendance (lesson
16)

Request overtime; Payroll »
Overtime requests (lesson 16)

Remarks (lesson 16)

Payroll > My Team (lesson 16)

Payroll > Leave requests; File leave
(lesson 16)

Payroll > Needs my approval;
Approve, Decline (lesson 16)

Payroll > Attendance issues (lesson
17)

Accept on the issue (lesson 17)

Payroll > Time corrections; Fix my
time on My Attendance (lesson 17)

Late column on Timecards (lesson
17)

row menu > Lock; Before locking;
status Locked (lesson 17)

Payroll overview (lesson 17)



Term

pay run

pay date

pay frequency

calculate

payslip

gross pay / net
pay

Variance review

Second pair of
hands

approve (a pay
run)

post

Payments

payment batch

release

bank file

bank's reference
/ mark paid

My Pay

Show amounts /
Hide amounts

Why this amount

See every line

deduction (on
the payslip)

What it means for your business

Works out everyone's pay for one payday

The day people get the money; it decides the tax
month

How often you pay (Semi-monthly: twice a month)

Make each person's payslip

One person's pay for one payday, line by line

Pay before deductions / what reaches the person

From the second run on, a big change in someone's
pay needs a reason

Whoever calculates a run cannot approve it

The owner says the run is right

Make every payslip final: employees see theirs, and the
money can be paid out

Paying out a posted run, to each bank account or in
cash

The run's payments: who gets how much, into which
account

The second person says the batch is right and can go
to the bank

Every transfer, ready to upload to the bank

The bank's one confirmation for the whole file; marks
every transfer paid

An employee's own payslips

Amounts stay hidden until the employee shows them

What changed since the last payslip

Each earning and deduction, with how it was worked
out

SSS, PhilHealth, Pag-IBIG (and tax) taken from gross
pay

Where you see it

Payroll > Pay runs; New pay run
(lesson 18)

Pay date (lesson 18)

Pay frequency (lesson 18)

Calculate; status Calculated
(lesson 18)

Payslip on the run; My Pay (lesson
18)

Gross pay, Net pay (lesson 18
(plan had net pay in 18))

Variance review: First run:
nothing to compare yet (lesson
18)

overview check after calculating
(lesson 18)

Approve, Approve this pay run
(lesson 19)

Post pay run; status Posted
(lesson 19)

Payroll > Payments (lesson 19)

Build payment batch (lesson 20)

Release for payment; status
Released (lesson 20)

Download bank file (lesson 20)

Mark all transfers paid; Paid;
Completed (lesson 20)

Payroll > My Pay (heading Your
pay) (lesson 22)

My Pay (lesson 22)

My Pay (lesson 22)

My Pay (lesson 22)

What was deducted (lesson 22)



Term What it means for your business Where you see it

Download PDF The payslip as a file to keep My Pay (lesson 22)



Go-live checklist

Step

Create the company's account from the host's Tenants screen, with only the Payroll
module and the owner's name and email; give the owner a temporary password

Restart the APl once the module is on (the role-permission cache keeps new pages
denied until it does)

On production, deploy this branch's Payroll migrations and run the permission grants
it needs (the user runs these)

v2: for a company that switched Payroll on before this release, grant Email payslips
(Pages.Dtr.PayRuns.EmailPayslips) to its Payroll officer role. New companies get it

with the role; whoever can post can always send

Set the sending address, so password resets and payslip emails leave from the
company's own address

v2: payslip emails (lesson 21) leave from the sending address; on production the SES
account must be out of its sandbox, or emails reach only verified addresses

v2: register the client's ZKTeco clock by serial number (lesson 12), and behind a proxy
set UseForwardedHeaders, so /iclock's per-address limit sees the clock's address
and not the proxy's

v2: bank-account encryption is built and off; turn it on only with
Dtr:FieldEncryptionKey set and backed up, since a lost key loses every account
number

Sign in once as the owner with the temporary password, to see the change-password
page appear

For a company that made schedules before this release: open each schedule, and
check Early-in allowance is 60 and overtime Minimum and Round down to are 30
(fixes 27 and 36)

Return the questionnaire and the employee file

Lessons 01-02: sign in, set the company clock, give each person their login and
ready-made role

Lessons 03—-11: employer, statutory tables, holidays and leave, departments and
schedules, pay elements, employees, rates and opening figures; the owner verifies
bank accounts and tables

Lessons 12-21: run the first cut-off end to end, with the implementer watching

Lessons 22-24: employees read their payslips; the month's remittances, journal and
register

Sign-off: the first pay day was paid in AutoSOA, and the totals match the old system's

Who

Implementer

Implementer

Implementer

Implementer

Implementer

Implementer

Implementer

Implementer

Implementer

Implementer

Client

Client (owner)

Client (payroll
officer, owner)

Client

Client

Client and
implementer

Done
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