Online Payroll System

User Guide

:// Wi . / /


https://apps.wingubox.com/products/online-payroll

1 WINGUBOX ONLINE PAYROLL SYSTEM

Wingubox Online Payroll has all you need in a payroll Software/System and more. Our cloud-based payroll
management software makes payroll processing and reporting a breeze each month.

This is a basic user guide, made for the first time users, to give them an intro on how the Payroll System works,
and can also be used for future reference.
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2 PAYROLL SETTINGS

2.1 DEFINE/EDIT A DEDUCTION/LOAN
2.1.1 Adding a deduction

On the menu, go to “Payroll Settings” ->”Deductions” ->"Basic Deductions”

@& payroll(Kenya) PaySlips * Advance Pay ¥  Afiendance =  Employees ¥  HRM Settings ~

Troll Settings ¥ Reports =

PAYROLL(KENYA] : Deductions

b Income Tax Formulae

Additions

2 Other Deduction Formulae
Email 2016 P9 Forms to all your employees

It's that time of the year again. Individual Returns!

Basic Deductions

Loans

Fringe Benefit Tax

Market Lending Ratg,
Payroll Employees

Your payroll application is using the NEW TAX
Process your monthly payroll quick and easy RATES

Manage your employee database.

Your last payroll month was Nov, 2017 Currently managing 6 Active employees

Process New Payroll Add Employes

9 O The Finance Act, 2016 (Tax Rates)
Overtime 0| Days | £ Reports
No. Employee 1t Pending (HRS) - o
e / hiF "l I,, NSSF Your paytall application i using the new NSSF
KRA Reperts NHIF Reports NSSF Reports
Muster Roll Custom Reports

- Onthe Basic Deductions screen, click “Add” button to add a new row.

- Enter the specifications of the deduction (i.e. Deduction title, tax status and applicable relief)
- Click the “Update Deductions” button to save:

&/ payroII(Kenya) PaySlips ¥  Advance Pay ¥  Aftendance ¥  Employees ¥ HRM Settings ~  Payroll Settings ¥  Repors ~  Seftings
Basic Deductions :
Deduct Constant
after Non- (Every
Title Mode Taxing Applicable Relief Checkoff Month)
Advance Pay monthly v ¥ - None — v ¢
2. NH.LF manthly v | —None — v ¢
3. N.S.SF monthly v Retirement Fund v ¢
4. Woluntary NS5 F. manthly v Retirement Fund v v
+ Add Item B Update Settings




2.1.2 Delete Deduction

- While on the “Basic Deductions” screen, blank all the fields of the specific deduction to delete
- Click on the ‘X’ button as shown below.

A payroll(Kenya)

PaySlips ¥  Advance Pay ¥  Aftendance «

+ Add ltem

Employees ¥  HRM Settings ¥  Payroll Settings ¥  Reports ¥ Seftings
Basic Deductions
Deduct Constant
after Non- (Every
Title Mode Taxing Applicable Relief Checkoff Month)
- Advance Pay monthly v —None —
2. N.H.LF. manthly v — None —
3. N.SSF monthly v Retirement Fund
4. “oluntary N.S.S.F. monthly v Retirement Fund
‘ ® . KCB Mortgage monthly v [« Insurance Relief d




3 BENEFITS AND EARNINGS

3.1 DEFINE/EDIT BENEFITS/EARNINGS

While benefits are fixed monthly additions to basic salary, earnings are not necessarily monthly and may vary from one
month to the next.

3.1.1 Adding benefits

On the menu, go to “Payroll Settings” ->” Additions” ->”Benefits”

‘ﬁ‘ payroll(Kenya) PaySlips ¥  Advance Pay ¥  Attendance ¥  Employees ¥ HRM Semnmy Payroll Seftings ¥  Reports Wlngs -

PAYROLL(KENYA) : Deductions 3

Additions 2 Overtime

Email 2016 P9 Forms to all your employees

Eamnings
It's that time ofthe year again. Individual Returns! -

Benefits
Benefit Taxes

Deductible Reliefs

Payrell Employees Personal Reliefs n is using old NSSF
Process your monthly payroll guick and easy Manage your employes database. 7
amings
You have no payroll processed yet Currently managing 0 Active employees W A
Process New Payroll Add Employee
Overtime 60 Days ¥ Reports
No. Employee |z Pending (HRS) ~
- ; \ L]
No data available in table /) hH'F .ll I" NSSE
KRA Reports NHIF Reports NSSF Reports
Muster Roll Custom Reports

- Onthe “Benefits” page, click the “+Add” button to add a new row
- Enter the benefit details (i.e. Benefit Title, cash/non-cash, taxable/non-taxable and tax formula if applicable
- Click “Update Benefits” to save

w payroll(Kenya) Pay Slips *  Advance Pay =  Attendance ¥  Employees ¥  HRM Seftings = Payroll Settings *  Reports = Settings ~
Benefits :
Title Non-cash Mode Taxable Applicable Tax Formula
1 Car Benefit 7 monthly v Taxable ¥ —None-— v
2 Food Allowance i monthly v Non-Taxable A -~ Nane - v
3. House Allowance monthly v Taxable ¥ —None- v
4 Housing Benefit maonthly v Taxable A -~ Nane - v
a. Per Diem monthly ¥ Taxable ¥ —None-— v
& Transport Allowance v monthly v Taxable v -~ Naone - v

+ Add ltem B Update Settings




3.1.2 Delete a Benefit
- To delete a benefit, Click on the ‘x’ button as shown above then click update.
3.1.3 Earnings

- Onthe menu, go to “Payroll Settings” ->” Additions” ->”Earnings”
- Perform the same operations as for Benefits.



4

HRM SETTINGS

The Human Resource Manager can add custom settings, depending on the company/Business model structure.

4.1 Add/Edit Job Titles

- Onthe menu, go to “HRM Settings” -> “Job Titles”
- Use the “+Add” button to add a new row

o payroll(Kenya) Pay Slips ¥  Advance Pay ¥  Aftendance ¥ E Mees ¥ HRM Sewu Seftings ¥  Reports ¥ Settings «
PAYROLL(KENYA) Job Titles
Departments
Email 2016 P9 Forms to all your employees Regions
It's that time of the year again. Individual Returns!
Projects
Non-working Days
Holidays
Payroll Employees
Your payroll application is using old NSSF
Process your monthly payroll quick and easy Manage your employes databaees RATES
You have no payroll processed yet Currently managing 0 Active employees Apply New Rates?
Process New Payroll Add Employee
Overtime 60 Days &% Reports
No. Employee Ik Pending (HR§) -
- ; N F L
No data available in table /J hH'F -ll I" NSSE
KRA Reports NHIF Reports NSSF Reports
Muster Roll Custom Reports
H “" H 2’
- Enter a Job title, e.g. “Marketing Manager
H “ H ”
- Click the “Update Job Titles
A payroII(Kenya) PaySlips ¥  Advance Pay ¥  Aftendance ¥  Employees ¥  HRM Settings ¥ Payroll Setfings ¥ Reports »  Seftings
Job Titles :
Title
x

< + Add ftem >

- The same can be done for departments, region, projects, non-working days, and holidays.




5 EMPLOYEE MANAGEMENT
5.1 Adding Employees

# payroll(Kenya) Pay Slips ¥  Advance Pay ¥  Aftendgg

PAYROLL(KENYA) :

Employees = QSettings ~  Payroll Settings ~  Reports ¥ Settings

View Employees

Bulk Processing

Email 2016 P9 Forms to all your employees

! . . Add Employee
It's that time of the year again. Individual Returns!

Benefits

Deductions
Payroll Employees
Loans Your payroll application is using the NEW TAX
Process your monthly payroll quick and easy Manage your empla RATES
Terminate Employment
Your last payroll month was Nav, 2017 Currently managing wrwurscmproyses
Process New Payroll Add Employee
N @ The Finance Act, 2016 (Tax Rates)
Overtime 60 Days | O Reports .
No. Employee Ik Pending (HRS) -
No data available in table N ° e I NSSF Your payroll application is using the new NSSF
/J ' | I INDSF rates
KRA Reports NHIF Reports NSSF Reports
Muster Roll Custom Reports

There are two ways to add employees:

a) One by one with “Add Employee” button
b) Bulk import with the “Import Employee” button
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5.1.1 One by one

On the main menu, go to “Employees”
Locate and click the “Add Employee” button

Click the “Update Employee” button to save changes
Once you save, you'll notice more tabs appear for “Deductions”, ”“Loans”, "Benefits”

Enter all relevant details under, “Personal Details”, “Salary Details”, ”HR Details” ,”Contact Details”

, "Earnings”

Middle Name

Last Name

Gender

National ID No

FIN No

ddimmiyyyy

Date of Birth

A payroII(Kenya) PaySlips ¥  Advance Pay ¥  Altendance ¥  Employees ¥  HRM Seftings ~  Payroll Settings ~  Repors ~  Seftings «
Add Employee :
« View Employee List Select Employes v
Personal Details Salary Details HR Details Contact Details
FirstName [wa]Passport Photo

5.1.2 Import Employees

On the main menu, go to ”"Employees”-> “View Employees”
On this page, click on the “Select Action” button then the “Import Employees” button

Ensure you have your csv file prepared - First column must contain the staff no. (i.e. Job No. ) of the employees

a payroII{Kenya) Fay Slips ~  Advance Pay ¥  Aftendance ~  Employees ¥ HRM Seftings ~  Payroll Settings ¥  Reports ~  Seftings ~
View Employees
Active ¥ | —AllTypes— ¥ | —All Departments — ¥ || —All Regions— ¥ | — All Job Titles — v | ARV
Select Action ~
&+ Add Emplayze Hide Columns Search:
X Import Employees
# Adjust Pay
& Add Login Accounts
| . Middle Name  LastName  Type Gender - Date of Birth . Age - Email Phone Emp.Date . Basic Pay - PIN
[ & Terminate Employment Venere Chemel permanent Female  04/03/1950 66 art@venere.org 04/01/2012 200,000.00 10002
[ o Lunsus Faller Printing permanent Female 04/05/1950 GG donette foller@cox.net 04/01/2012 245,000.00 10004
O James Buit Benton permanent Female 04/011 67 jbutt@gmail.com 04/01/2012 158,000.00 10000
O 2 Josephine Darakjy Chanay permanent Female 04/02/1950 &7 josephine_darakjy@darakjy.org 04/01/2012 20,000.00 10001
O 4 Lenna Paprocki Feltz permanent Male 04/04/1950 66 Ipaprocki@hotmail.com 04/01/2012 400,000.00 10003
O 58608 Peter Mwangi Kamande permanent Male 04/01/2017 0 Jjoe@wingubox.com 0732569841 11012017 50,000.00 12214253
Showing 1 to 6 of 6 entries

D

y
Py
by
5
b
>

NSSF
a654¢
8654(
8654(

203251
203253
203240
203250  BE54€
203252 B654¢
2546587 4580¢

13
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- Browse to the prepared csv file, select it and click “Start Import”

a payroll(Kenya) Pay Slips *  Advance Pay =  Aftendance ¥  Employees »  HRM Seftings ~  Payroll Settings +  Reports v Seftings

Import Employees

STEP | : Select your import file (.csv)

Import Data Choose File | No file chosen & StartImport

i Ifyou choose to import data, ensure your .CSV file has the Job No./Employee No./Staff No. as the first column

- Use the drop down menu to label each column according to the corresponding data (e.g. First name, date of birth,
Job title)

3 payroll(Kenya) PaySlips ¥  Advance PFay ¥  Aftendance ¥  Employees ¥  HRM Settings ~  Payroll Settings ¥  Reports *  Settings «

Import Employees

STEP II: Define your fields

1. Use the top row to define each column heading

2. You may further edit the data listed

3. For Date inputs, ensure your date format is correct
4. Click "IMPORT DATA" to import the data.

2
Date Format dd/mr v & import Data Retry Import?

Field Title v  Field Title
Field Title
Bank
Bank Acc.
Bank Branch
- ki Feltz permanent Male
Branch Code

Dept.

Email

Employment Date
Gender

L]

Job Title

Last Name

Middle Name

NHIF No. N
NSSF No

Next of Kin - Email
Nextof Kin -Name  ~

Field Title ¥ Field Title v  Field Title v Field Title ¥ Field Title v  Field Title v  Field Title ¥  Field Title v  Field Title

enton permanent Male jbutt@gmail.com 745896821 10000 100
10001 101
10002 102
10003 103
10004 104

[}

Chanay permanent Male josephine_darak = 758688562

art@venere.org | 789656954

Chemel permanent Male

B oW
o

Ipaprocki@hotm: 745547868
donette foller@cc 789986542

o

Printing permanent Male

Once you are done, click on import data to add the employees to the system.

12



5.2 EMPLOYEE DETAILS
52.1 DEDUCTIONS

Go to the “Main Menu” -> “Employees” -> “Deductions”

_ payroll(Kenya) Pay Slips +  Advance Pay v  Attendance ¥  Employees ¥ HRM Settings Payroll Settings ¥ Rep

PAYROLL(KENYA) : “iew Employees
Bulk Processing

Email 2016 P9 Ferms to all your employees Add Employee
It's that time of the year again. Individual Returns!

Email P9 forms here View scheduled Email Tasks Beneiits

Earnings

Deductions
Payroll Employees Loans
Process your monthly payroll quick and easy IManage your empla )

Terminate Employment
Your last payroll month was Mar, 2018 Currently managing wrwove-smproyzsa——

Once on the deductions page, select employee from the dropdown as below...

a payroll(Kenya) Pay Slips *  Advance Pay v  Attendance ¥  Employees ¥  HRM Settings ¥ Payroll Settings ¥ Repo
Deductions :
« View Employee List Select Employee v
Personal Details Salary Details HR Details Contact Details Deductions Benefits Earnings Loans

5.2.1.1 Mortgages

To add a mortgage deduction, once you’ve selected an employee, click the “add deduction” drop-down menu as below,
and click on “Mortgage”.

a payroll(Kenya) Pay Slips =  Advance Pay ¥  Attendance =  Employees ¥  HRM Settings = Payroll Settings ¥  Reports = Seftings
Deduclions
« View Employee List Peter Mwangi Kamande M

Peter Mwangi Kamande

Personal Details Salary Details HR Details Contact Details & Documents Deductions Benefits Earmings Loans

Employee's Deduction Employer's Contribution
L] Fixed Amount or % of Basic Pay Fixed Amount or % of Basic Pay Checkoft Paid to Date
(KES) (KES) [Deduct on employee's behalf] (KES)
0.00 % % O
458087 1,080.00 0% 1,080.00 D% | v 16,200.00

Home Cwnership Savings Plan(HOSP) 232519 1,200.00 0% 0.00 0% v 18,900.00
NH.LF 4854785 2,000.00 0% 0.00 0% ¥ 14,000.00
N.SSF pB5663291 2,100.00 0% 0.00 0% [ 8,400.00
Woluntary N.S.S.F. p74555861 4,000.00 0% 1,000.00 0% ¥ 4,000.00
Add a Deduction

Once you’ve filled the mortgage details click on update deductions.
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5.2.1.2 Life Insurance

- While still on the “deductions page” as above, click on the add deduction drop-down button, select “Life

Insurance” and fill in the details on the form.
- Once done filling the form, click on “Update Deductions”.

Peter Mwangi Kamande

Personal Details Salary Details HR Details Contact Details & Documents Deductions Benefits Eamings Loans

a payroll(Kenya) Pay Slips *  Advance Pay ¥  Aftendance =  Employees ¥  HRM Settings ~  Payroll Settings ~  Reports ¥ Settings «
Deductions
+ Wiew Employee List Peter Mwangi Kamande r

Employee’s Deduction Employer's Contribution
‘m Lo Fixed Amount or % of Basic Pay Fixed Amount or % of Basic Pay Checkoff Paid to Date
(KES) (KES) {Deduct on employee's behalf) (KES)
TS 0.00 % % O
Retirement Fund 458087 1,080.00 0% 1,080.00 0% v 16,200 00
Home Cwnership Savings Plan(HOSP) 232519 1,200.00 0% 0.00 0% v 18,900.00
NHIF 4854785 2,000.00 0% 0.00 0% ¥ 14,000.00
N.S.SF AB5663201 210000 0% 0.00 0% [ 8.400.00
Voluntary N.S.S.F. 574555861 4,000.00 0% 1,000.00 0% (v 4,000.00
Add a Deduction

5.2.1.3 Retirement Fund/Pension

- While still on the “deductions page” as above, click on the add deduction drop-down button, select “Retirement

Fund” and fill in the details on the form.
- Once done filling the form, click on “Update Deductions”.

) payroII(Kenya) Pay Slips ¥  Advance Pay =  Aftendance ¥  Employees ¥  HRM Settings ¥ Payroll Seftings ¥  Reports *  Settings
Deductions :
o View Employee List Peter Mwangi Kamande v

Peter Mwangi Kamande

Define new Deductions h
Life Insurance - Update Deductions

Personal Details Salary Details HR Details Contact Details &= Documents Deductions Benefits Earnings Loans
'| ' Employee's Deduction Employer's Contribution
Life Insurance .o Fixed Amount or % of Basic Pay Fixed Amount or % of Basic Pay Checkoff
(KES) (KES) [Deduct on employee's behalf)
0.00 % % | O
458967 1.080.00 0% 1,080.00 0%
232519 1,200.00 0% 0.00 0%
N.H.LF. 4854785 2,000.00 0% 0.00 0% (¢
N.S.5F. F85663291 2,100.00 0% 0.00 0% O
Voluntary N.S.5.F. F74555861 4,000.00 0% 1,000.00 0% (¢

Paid to Date
(KES)

16,200.0
18,900.0
14,000.0
5.400.0
4,000.0

14



5.3 BENEFITS AND ALLOWANCES

Go to the “Main Menu” -> “Employees” -> “Benefits”

# payroll{(Kenya) Pay Slips *  Advance Pay =

PAYROLL(KENYA) :

Email 2016 P9 Forms to all your employees
It's that time of the year again. Individual Returns!

View scheduled Email Tasks

Email P9 forms here

Payroll '

Process your monthly payroll guick and easy

Your last payroll manth was Mar, 2018

Frocess New Payroll

Attendance ¥ Employees ¥ HRM Settings = Payroll Settings

Wiew Employess

Bulk Processing

Add Employee
Earnings

Deductions

Employees Loans
Manage your emplo )

Terminate Employment

Currently managing wrwu

T yTTY

Add Employes

R

- Click on the “select employee” button from the dropdown as

below to select a specific employee...

a payroII(Kenya) Pay Slips *  Advance Pay «

Select Employee

HR Details

Attendance

Benefiis

« View Employee List

Personal Details Salary Details Contact Details Deductions Benefits

Employees ~

Eamings

HRM Settings = Payroll Settings ~ Reports + Settings

Loans

5.3.1 House Allowance

To add a House Allowance, once you’ve selected an employee, click the “add a benefit” drop-down menu as below.

Click on “House Allowance” item from the drop down.

- payroll(Kenya) Pay Slips « Advance Pay «

Benefits :

«— “iew Employee List Peter Mwangi Kamande

Fersonal Details

Food Allowance
p——
‘ House Allowance

T

Per Diem

Transport Allowance

Define new Benefits

Aftendance - Employees - HREM Settings - Payroll Settings

Peter Mwangi Kamande

Salary Details HR Details Contact Details &= Documents Deductions Benefits Earnings Loans
Title Fixed Amount (KES) or (%) (overrides fixed amount)
x 1 House Allowance 20,000.00 0% of Basic Pay
Add a Benefit - Update Benefils
Car Benefit

15



5.3.2 Housing Benefit

- To add a housing benefit, once you’ve selected an employee, click the “Add a Benefit” drop-down menu as

below.
- Click on the “Housing Benefit” item on the drop down.
- Fillin the provided form, then click the “update benefits” button when done

Peter Mwangi Kamande

Personal Details Salary Details HR Details Contact Details & Documents Deductions Benefits
Title Fixed Amount (KES) or (%) (overrides fixed amount)
Add a Benefit a Update Benefils
Car Benefit

Food Allowance
House Allowance
‘ Housing Benefit

PermUie

Transport Allowance

Define new Benefits

Earnings

Loans

# payroll(Kenya) PaySlips v  Advance Pay ¥  Aftendance ~  Employees v  HRM Seftings ~  Payroll Setings ~  Reports +
Benefits :
« View Employee List Peter Mwangi Kamande r

Taxable

16




6 PAYROLL PROCESSING

6.1 Viewing Pay slips
- On the main menu, click “Pay Slips”
The pay slips are displayed in chronological order per month
To view pay slips in particular month, you can either:
a) Click on the month from the list of months
b) Use the search filters to select the month and the year
Click “Get Slips” button
To print all pay slips for a particular month, click the print link alongside the payroll month

& payroll(Kenya) PaySlips v AdvancePay v  Aftendance ¥  Employees ¥  HRMSettngs Payroll Sefings ¥  Reports v Seftings v

View Pay Slips :

B August 30, 2017 - November 30, 2017 = || AllEmployees T —AllDepariments - ¥ —AllRegions—- ¥ [:]

Search:

Ik Month No. of Payslips Publish Status
November 2017 ] v B View MusterRoll & Print
October 2017 ] v B View MusterRoll & Print
September 2017 1 v B View MusterRoll & Print
August.2017 v B View MusterRoll & Print

17



6.2 Printing Many Slips
- To print many pay slips at once, use the checkbox to select the months to print
- Use the “Select Payroll Action” dropdown to click “print”.
3 payroll(l-(enya) Pay Slips =  Advance Pay =  Aftendance =  Employees =  HREM Settings = Payr

View Pay Slips :

B August30, 2017 - November 30, 2017 = || All Employees

N\

Select Payroll Action -

l £ Process Payrall
«d Email Pay Slips
= Print Payslips

¥ | —All Depantments — ¥ || — All Regions— ¥

2 Refresh Data

: Name View Payslip Publish Status
7 ArtVenere Chemel B “iew Slip v & PrintPDF
7 Danette Foller Printing B “iew Slip v & FPrintPDF
7 James Butt Benton B “iew Slip v & PrintPDF
7 Josephine Darakjy Chanay B “iew Slip o & PrintFDF
7 Lenna Paprocki Feltiz B “iew Slip o & PrintPFDF
7 Feter Mwangi Kamande B “iew Slip o & PrinttPFDF
6.3 Employee’s Payslip

- Toview pay slips for a particular employee, from the search filters, select the employee name,

- Click “View Slips” button shown in the above image
One can also filter the pay slips by Department or b

=

WinguBox
Pay Slip for Month of November, 2017

Mame
Job Title:
Job Number:

Basic Pay

Gross Pay

Deductions Before Tax
N.S.SF
Total Deductions Before Tax

Taxable Pay
Income Tax

Less Personal Reliefs:
Tax Relief

PAYE

- Gross Pay sfter Tax
Deductions After Tax
N.HLE

Total Deductions After Tax

Net Pay

NH.LF [YTD]
iEay 3.400.00
NS.5F [¥TD] s

(KESY 2,160.00

PERSONAL INFO.:
Payment Mode:Hot Sat

v Region

ArtVenere Chemel
Frogramming
3

KES

200,000.00
200,000.00

-1,080.00
-1,080.00

198,920.00
54,270.80

-1,280.00
52,998 80

145,820.20

-1,700.00
-1,700.00

144,220.20

I 3128328
i

[ occtan k- |

month and year

Art Venere Chemel
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6.4 Emailing Pay Slips
- To Email Pay Slips, click the “Email Pay Slips” Button, under “Pay slips”

Pay Slips - Advance Pay Aftendance -

# payroll(Kenya)

PAYROLL(KENYA) : View Pay Slips

Process Payroll

Email 2016 P9 Forms to all your employee .. 355
It's that time of the year again. Individual Returns!

|' | |_I Consultants

"rint Payslips

Email Pay Slips

Payroll Employees

Frocess your manthly payroll quick and easy

ayslip
Your last payroll month was Mow, 2017

Frocess Mew Fayroll Add Employee

Overtime &0 Days Reports

Q

No. Employee It Pending (HRS) -
Mo data available in table

Manage your employee database.

Currently managing 6 Active employeed

Employees

- Complete the accompanying email message
- Select employees to email

- Select the particular Payroll month

- Click “Email Pay Slips” button

6.5 Pay slip Customization
- Pay slip customization can be accessed from the “menu bar”->"Pay Slip” -> “customize pay slip”
- Enter desired footer notes and click “Save Changes” button

a payroll(Kenya) Pay Slips « Advance Pay - Attendance - Employees « HRM Settings + Payroll Settings ~ Reports Settings

Customize Payslip

Select DEDUCTIONS to show: Select LOANS to show Custom Footer Notes Prefered font on documents

Arial Hebvetic 3, san-serif

Total To Total To Show: Total To Date(TTD) ¥ B
Show: Year To Date(YTD) ¥ & HELB B I o Document font size
< Voluntary N.S S F. - Company Loan Very Small_¥
ar SEQUENTIAL DESIGN
vl PAY.E. Kenya (Secondary —_—
Employee) Pay Slip Design -
) PAYE. Kenya
@ NSSF
‘< MHLF. Custom Header
KCB
KCB
vl Incomplete Month Adjustment
rd Advance Pay My ldogo
> Absenteeism

Select Header Layout
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7 EMPLOYEE’S BANKS

If your Company bank accepts csv files for payroll processing, then you can enter as many banks as your employees are
paid through on this section

# payroll{Kenya)

PAYROLL(KENYA) :

Email 2016 P9 Forms to all your employee
It's that time of the year again. Individual Returns!

Payroll

Overtime

Process your manthly payroll quick and easy

Your last payroll month was Mow, 2017

Process Mew Payroll

Mo data available in table

Pay Slips -
View Pay Slips

Process Payroll

Casuals

Consultants
Print Payslips
Email Pay Slips

Banks

60| Days

No. Employee 12 Pending (HR S)

Customize Payslip

Advance Pay - Aftendance - Employees =

Employees

Add Employee

Reports

Q

Manage your employee database.

Currently managing 6 Active employees

HRM Sef

If your Company bank accepts csv files for payroll processing, then you can enter as many banks as your employees are
paid through on this section

- Onthe main menu, go to “Payslips”->"Banks”

- Click the “+Add” button to add a new row

- Enter the title of the bank
- Click the “Update Payee” button to save

Banks :
x
» 2
x 3

# payroll(Kenya)

Title

Kenya Commercial Bank
Equity Bank

NiC Bank

Pay Slips =

Advance Pay +  Aftendance «

Employees

HREM
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8 ATTENDANCE

8.1 Overtime

- The following methods can be used to performed to record overtime
a) Anemployee can log in and enter his/her own overtimes and submit for approval
b) An authorized use can enter and approve overtime on behalf of employees

c) Bulk import of overtime preprocessed by another system can be imported via “Employees”->"Bulk
Processing”

8.1.1 Add/Edit Overtime (Single Entry) As Employee

On the main menu, go to “Attendance”->"Overtime”->"Add Overtime”

& payroll(Kenya) PaySlips *  Advance Pay -

AtleaseMice = Employees HEM Settings =  Fay

Owertime View Overtime

b

PAYROLL{KENYA):

Add Overtime

L

Absenteeism

Email 2016 P9 Forms to all your employees
Its that time of the year again. Individual Returns!

Payrall Employees

Frocess your monthly payrall quick and easy anage your employee database.

Your last payroll month was Moy, 2017 Currently managing 6 Active employees
Process New Payrall Add Employes

Overtime 60/ Days £ Reports

No. Employee 1 Pending (HRS) -
. \J
58698  Peter Mwangi Kamande 3 j hiF .ll Il
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8.1.2 Add/Edit Overtime (Single Entry) As Admin

To add an overtime either as admin,

- Select the particular employee

- Select the applicable Month and Year, e.g. (June, 2013)

- Click the “+Add Overtime” to add a row

- Onthe row, select the exact date, Overtime Hours worked, any comments (optional)
- One can add as many rows as required

- Once done, click the “Update Overtime” to save entries

- The system calculates and updates, the overtime hours worked and compensation due based on the basic salary

a payroll(Kenya) Pay Slips v  Advance Pay ¥  Aftendance Employees ¥  HRM Settings ~  Payroll Settings ~  Reports = Settings
Add Overtime

= Return fo List

Peter Mwangi Kamande ¥ | January, 2017 Z Refresh Data
Approved Disapproved: Pending
Date Overtime Period Hours Rate Amount Notes Status

[ml]

2017/0113 3 15 108171 ,; B Approval Pending
January 2017 -

Su Mo Tu We Th Fr Sa

< + Add Item & Update Overtime
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8.2 Overtime Approval

- Ifthe user is authorized to approve, then he/she can check the overtime hours to approve and click “Approve”

or “Disapprove” buttons above the overtime listing.

- One can also check and delete an erroneously entered overtime entry.

- By default, payment is always schedule for the same month as the overtime entry month. However, the user

can edit this to schedule payment for any other payroll month as so desired.

@ payroll(Kenya)
Add Overtime :
<= Return to List
James Butt Benton

Approved:

| with Selected. ~

~ Approve

»x Disapprove

® Mark as Pending

% Schedule for Payrall

5 Remove Payroll Schedule

o Delete

+ Add ltem

Disapproved:

Fay Slips «

Pending:

Overtime Period

Advance Pay - Attendance

|| January, 2017

Hours

—|

B Update Overtime

-

4.3

Employees

Z Refrash Data

Rate

- HRM Settings «

Amount

489955

Notes

Fayroll Settings «

Rep

8.3 Absenteeism

- Absenteeism is similar in functionality to Overtime, except that Overtime is a reward while absenteeism is a

penalty.

- Consequently, an employee cannot enter their own absenteeism data. This is done by their authorized

supervisor.

- Penalty cost/hour is calculated on based on the basic salary and the number of working days in that month.
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9 ADVANCED PAY

- There are situations in which an employee will request an advance payment on their salary due to one reason or

another.
- This advance pay, if issued by the employer, is typically recovered on the next payroll processing.
- To enter an advance pay, on the main menu, go to “Advance Pay”

PAYROLL(KENYA): LR

Fayments

1) payroll{l{enya} Fay Slips =  Advance Pay =  Aftendance ¥  Employe

9.1 Viewing advanced pay

- Alisting of any advance pay entries previously made can be viewed here listed chronologically, per month
- Click on a particular overtime month to view the details of each employee issued advance in that month

® payroll(Kenya) Pay Slips ¥  Advance Pay ~ Altendance - Employees HRM Settings ~ Payroll Settings ~ Reports = Setings «

Advance Pay

8 March 3, 2017 - January 25,2017 = || All Employees v :]

Total Advancesn Total Issued: RELLLEL] Total Repaid: {{E3ENIINT]

= Print @ Excel & Copy Search

Month No. of Amount Issued Amount Repaid
May2017 1 3,000.00 3,000.00

9.2 Adding an advanced pay

To add a new advance pay, click the “New Advance Pay” button

o payroII(Kenya) Pay Slips ¥  Advance Pay ¥  Attendance ¥  Employees ¥  HRM Seftings ¥ Payroll Settings Reports ¥ Settings «

Enter Advance Pay :

1. Enter Advance Issued 3. Process:
| wantto import a file...
— All Departments — v — All Regions — v
Staff Noj: Employee jz Fixed Amount (KES) & or % of Basic Pay 7] Repayment Options Date Issued Balance (KES) [ ]
3 ArtVeners Chemel % | 1Instaliment(s) 5/01/2017 0.00 S
5 Donette Foller Printing 9% | 1Instaliment(s) 17 0.00
James Butt Benton 9% | 1Instaliment(s) 17 0.00
2 Josephine Darakjy Chanay % 1 Installment(s 17 0.00
4 Lenna Paprocki Feltz % 1 Installment(s 17 0.00
58698, Peter Mwangi Kamande % | 1Instaliment(s) 17 0.00
7,000.00 0.00

Showing 1 to § of & entries

- Onthe “Enter Advance Pay” page,

- Step 1: Enter the advance pay amount. This can either be a fixed figure or a percentage of basic pay
- Step 2: Select the employees to receive the advance pay

- Step 3: Enter the date of issue of the advance pay and finally, step 4, click “Process Advance”

- Once this is processed, the WinguBox Payroll will automatically recover the amount on the next payroll month

- Recovered advance pay will always show on the “Advance Pay” listing.
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10 REPORTS

- All the reports allow for CSV export, PDF reports and direct print to printer.
- One can also select a specific payroll month or a date range depending on the type of report

10.1 Custom Pay Reports
- Inthis area, one can define the report they wish to analysis on any payroll item, e.g. (Basic pay, Net Pay,

NSSF, PAYE, Sacco Loan)
- One can also combine more than one payroll item to compile a report. E.g combine Sacco Contributions

+ Sacco Loan

#& payroll(Kenya) PaySlips ¥  AdvancePay ¥  Aftendance ¥  Employees ¥  HRM Seftings ¥  Payroll Settings ¥  Reports v Settings v
Custom Pay Reports :
& November 1, 2017 - November 30, 2017 - Salary Payment Cption T Peter Mwangi Kamande T Per Month v & Refresh Data
) Employee Fields to Include:
— All Departments - ¥ — All Regions— ¥ Select Project v ¥ PIN No 1D No ¥ Jaob Title
[I ‘ #IShow Totals  #/Show Balance BIF
| Absentegism
ay
Basic Pay
_eln|
Car Benefit
Commissions
Company Loan
Food Allowance h
10.2 Muster Roll
This gives a breakdown of a particular payroll month in one summary report
o payroII(Kenya) Pay Slips ¥  Advance Pay ¥  Aftendance ¥  Employees ¥ HRM Settings Payroll Settings ~  Reports +  Settings
Muster Roll:
November, 2017 = —All Departments — ¥ | —All Regions — ¥ | [EESEEE G e -]
Progress

Muster Roll for Nov,2017

& Pint [ PDF | [@ Excel €7 Copy | Search:

Staff No | Employee Name m \ Basic Pay | Overtime . Gross Pay | NHLF. | N.S.SF. | PAYE (Tax) | | Total Statutory |, | KCB Total Other Ded. | Net Pay \

3 ArtVenere Chemel 200,000.00 | 000  200,00000| 170000 | 108000| 5290980 | 5677080 00D 0.00 | 14422020 |

5 Danette Foller Printing 245,000.00 | 000 24500000 | 170000 1,080.00| 6649980 | 69.27980| 000 0.00 | 17572020 |
James Butt Benton 158,000.00 | 10000 15810000 | 1700.00| 108000  40,429.80 | 4320980 000 0.00 | 114,890.20 |

2 Josephine Darakjy Chanay 20,000.00 | 0.00 20,00000 | 75000 | 1,080.00 | 999.00 | 282000 00D 000 | 17,171.00 |

4 Lenna Paprocki Feltz 400,000.00 | 0.00  400,000.00 | 170000 | 1,080.00| 11299980 | 11577980 000 0.00 | 28422020 |

58608 Peter Mwangi Kamande 50,000.00 | 0.00 50,000.00 | 1,200.00 | 1,080.00 | 7.084.80 | 9,364.80 | 2,000.00 2,000.00 | 3863520 |
Grand Totals 1,073,000.00 | 100.00 1,073,100.00 | 8750.00 | 6480.00| 281,013.00 | 2965,243.00 | 2,000.00 2,000.00 | 774,857.00 |

Showing 1to & of & entries

10.3 Statutory Reports
One can also get all the KRA reports (P9, P10 and Central Bureau of Statistics) as well as reports for NHIF and NSSF

10.4 Electronic Payments
This section allows you to export files for automated salary processing by the employer bank to respective employee
receiving banks
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