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1. Introduction to the TOM-S - Payroll Administration

TOM-S Payroll Administration is designed to automate the process of preparing payroll at the end of each
month, thereby improving operational efficiency. TOM-S Payroll Administration has the following features:

Easy to use with its user friendly graphical user interface (GUI). Simply selecting and clicking
on objects on the interface using a mouse performs operations.

Configurable as a stand-alone system or a multi-user system in a network of computers
such that multiple users can share application data from several workstations.

Based on a flexible pay structure, incorporating Civil Service pay structure (HAPSS &
HATISS).

Integrates staff auditing with payroll computation.

Captures personnel details permanently on the computer with facility to keep a history of
all modifications to, and variations of, personnel details.

Produce salaries of all employees every month, with facilities for processing overtime and arrears
claims, pro-rating of salary, affecting regular deductions due to loans, union and thrift society
contributions, and other specified non-standard pay related claims/deductions; including bulk
processing of claims and allowances.

Generate payslips for individual staff members at the end of every month.

Provides instant up-to-date access to current and historical payroll information.

Allows modification of parameters that affect the payroll such as changes in tax laws and
other government regulations.

Allows amendments the parameters/ variables (payscale, allowances etc.) that affect the
remuneration of individual staff members.

Provides a simple but sophisticated change request procedure for affecting changes to personnel
details, ensuring that history of changes is maintained.

Provides facility to modify configuration data to handle future reorganisation of the company
structure such as changing/adding new departments and sections and updates to payscales.
Maintains a concise audit trail of payroll production activities.

Provides standard and user defined detailed reports and graphs on payroll.

Provides versions for managers to monitor payroll production activities from remote
locations (multi-user version).

Provides a flexible and easy to use back-up procedure.

The payroll databank provides a wealth of payroll information from which we can derive
statistical information to inform policy making, budgeting and planning.

Customisable to meet the company specific payroll operations.

To fully, and effectively, grasp the concepts and procedures presented in this document, it is
strongly recommended to initiate a session of TOM-S - Payroll Administration on the computer
in parallel to studying this document.
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2. An Overview — Terminologies and Workflow

TOM-S - Payroll Administration introduces concepts describing key operations that would be performed using
the payroll system. The concepts are:

e The Working Period
e Automatic incrementing of steps
e Claims Processing:
e Claims Registration
e Claims Assessment
e Bulk Claims/Deductions Processing
e Personnel Details Change Processing:
e Personnel Details Change Requests
e Personnel Details Change Validation
e Promotions Processing
Payroll Assessment
Registration and Activation of standard deductions (Loan, Thrift, Union & Funds)
Staff Auditing
Audit Trailing

2.1 The Working Period

The working period comprises of the year and the month for which you are preparing payroll. This concept
is in keeping with the normal practice to produce payroll in monthly batches. TOM-S - Payroll Administration
module demands that the working period should be defined.

2.2 Automatic incrementing of steps

Increments to employees’ step on his/her grade level can be done automatically depending on the
employment date and, subsequently, on the date of the employee’s last promotion. The increment stops at
the limit of the steps on the grade level, until the employee is promoted to another grade level. TOM-S -
Payroll Administration module provides a simple facility for performing the increments automatically by simply
clicking a button on one of the applications interface before you start processing payroll for the month.

2.3 Claims Processing:

TOM-S - Payroll Administration introduces an approach to processing claims (leave, arrears, overtime,
monetised allowances etc) that affect payroll, ensuring the following:
e security and consistency of information by using a unified method for registering the claims and
assessing the claims for approval or rejection;
e keeping a concise log of the claims to enhance auditing, enquiries and useful historical analysis
of employees remuneration;
e simplicity of claims processing procedure to minimal errors and easy identification of errors in
registration

2.4 Bulk Claims & Deductions Processing

Considering that the staff strength of your company can be in excess of 300+, it is most likely that situations
will arise where groups of employees would be entitled to the same value of certain allowances such as
bonus, for example. TOM-S - Payroll Administration introduces a facility for bulk processing of claims and
deductions to perform group entries of claims and deductions.

2.5 Personnel Details Change Processing:
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Changes to details of employees are placed under a strict auditing procedure such that, when modifications
are made to details of an employee, the changes are recorded in history. Depending on the user’s access
level, the changes are either reflected immediately on the record of the employee (users with VALIDATE
privileges) or registered as pending changes, which are validated at a later time by a user with VALIDATE
privileges.

Pending changes are assessed for approval, commitment (validation) or rejection by any user with
VALIDATE privileges via the Validate function on the personnel administration module of TOM-S - Payroll
Module.

The procedure for processing promotion of staff is done by the Promotions function, which generates a set
of Change Requests, such as the new grade level and step, which are then processed by the Change Request
Assessment function.

The history of all changes made to personnel information are kept permanently in the database and users
can view/print the history of all requests registered, approved, rejected and committed, for each employee at
any time.

2.6 Registration and Activation of Standard Deductions

Deductions such as loans, unions, funds and thrift deductions are deductions affected
every month. Furthermore, these deductions are usually consistent in terms of amounts
deducted/contributed and it would be time wasting to enter them every month when
payroll need to be prepared. TOM-S - Payroll Administration allows the deduction to be
registered once and the user (with appropriate privileges) only needs to activate, or
deactivate, it when it is to be reflected, or suspended, in payroll.

2.7 Payroll Assessment

When a monthly batch of payroll is completed, it is customary to review the payroll and introduce cut off
dates after which new claims would not be entertained. Furthermore, it is imperative to maintain the integrity
of payroll data that have been disbursed to employees such that modifications to the data are not
inadvertently made. TOM-S - Payroll Administration provides the means to assess globally all payroll
schedules produced such that when tagged as approved or paid, the integrity of the information would be
maintained.

2.8 Audit Trailing

TOM-S - Payroll Administration keeps a log of useful information on all the payroll production activities. This
log of activities is called the audit trail. It is like a logbook of activities from which managers and supervisors
can easily monitor the overall progress of payroll production. The audit trail includes the activities of each
operator and each log is stamped with a date and time the activity that took place. Access to the facility is
restricted to users with the highest access level to the payroll system.

To complement the audit trail facility, a history of key activities, such as overtime claims, leave claims, union
deductions and loan deductions, are also kept to enable a more thorough audit of each employee’s
remuneration history to be performed. Thus, it is easy and less time consuming to respond to queries and
enquiries made by employees concerning their remuneration

2.9 Staff Auditing

TOM-S - Payroll Administration integrates staff auditing into its payroll administration. The module essentially
suspends payroll production of employees who have not been confirmed as valid employees of the company.
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Staff audit can be initiated as frequently as your company policy dictates. Implementation is simple, but the
result is powerful.

2.10 Security and Privileges of TOM-S - Payroll Administration

TOM-S - Payroll Administration provides several levels of privileges indicating operations according to division
of tasks.

ENQUIRIES: View information and search for information

DATAENTRY: Data entry purposes only

OPERATIONS: Performs functions relating to calculating payroll, data entry and
maodifications, logging claims and deductions and configuring the application with payroll data.

VALIDATE: Supervisory Role performing higher level functions such as
e processing claims and deductions for approval or rejection,
e processing changes made to personnel details,
e assessing payroll for approval and payment,
e maintaining staff audit and

DELETEDATA: Delete data such as personnel information details.

SPECIAL OPERATIONS: Performs special operations such as
= Close Payroll Computation on completion and payment so that no
changes to existing payroll can be made
= Reopen payroll computations after they have been closed
=  Process for unclaimed wages

HOUSKEEPER: Performs Backups and Restore of TOM-S database

SYSADMIN: Performing system administrative functions, including creating user
accounts, assigning users privileges and controlling access to TOM-S.

2.11 The Workflow Payroll Production using TOM-S - Payroll Administration

A: Collating Payroll Information

Collate information on new staff

Collate information on claims for the month; Arrears, Leave, Overtime and Miscellaneous Claims
Collate information on deductions for the month; Unions, Thrift and Loan deductions

Collate employees to be promoted and remuneration to reflect in payroll

Collate new payscales values, if changes are required

kRN

: Production of Payroll

Start and Log on to TOM-S using your user name and password.
Initiate staff audit and complete the auditing process
Set the Month and Year for payroll production
Enter details of new employees.
Register personnel details changes for relevant employees
Register promotions details for relevant employees
Process the Personnel Details Changes
Register Claims for the month; Leave, Arrears, Overtime and Miscellaneous claims
Register new Loan deductions, Union deductions, Thrift deductions and Funds deductions
. Register claims and deductions for groups of employees, if required.
. Process (Approve/Reject/Commit) all emolument change requests, particularly those to reflect for the
month of production

HSwoeNoOURAWNE

= O
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12. Process (Approve/Reject) all claims requests, particularly those for the month of production
13. Activate/Deactivate all new Loan, Union and Thrift deductions

14. Compute Payroll for the month of production:

15. Update Payroll for the month of production to reflect new claims and changes

16. Assess payroll for approval for the month of production

17. Reviewing audit trail and history of activities

18. Print Payroll Reports

19. Print Payroll Graphs

20. Print Audit Trail Reports

21. Print activity history reports on request

C: Approval and Payment of Payroll

22. Review Payroll Reports and Graphs

23. Obtain approval of payroll reports from your Manager
24. Pay the staff salaries based on the approval

25. Mark the payroll as Paid on the TOM-S - Payroll Module
26. Exit TOM-S

D: Start collating data for next month’s payroll.

In the manual process of producing payroll you must follow strictly a sequential (stage-by-stage) procedure.
There is little flexibility to vary the procedure during production. Errors and mistakes, inevitable with the
manual process, can be difficult to identify early in the process and cumbersome to rectify. For example, you
must receive, validate and process all arrears, overtime and leave claims, all loan deductions, enter all new
employee details, enter new details for promoted staff, process all the increments for all members of staff
before you can begin to prepare (manually write) the vouchers for each employee. If you discover a mistake
at the voucher preparation stage, rectification may impact on many of the manual calculations and
computations you have made up to date.

TOM-S Payroll Administration simplifies the workflow and makes it very flexible. Most of the stages in payroll
production can be done in any order and the errors are mistakes are minimised in production. This flexibility
is made possible by the provision of an update payroll facility. You can create payroll “vouchers” early in the
production process and update relevant vouchers for individual or groups of employees as and when new
claims, personnel details changes, promotions and even new employee records are received and processed.
You just need to ensure updates to payroll are made as one of the last processes you do before assessing
payroll and printing of reports.

The stages of the workflow indicate the logical procedure and the functions taken over by the computerised
system. The sequence may not necessarily be strictly followed. From the workflow chart and diagram in the
subsequent pages, the Producing Payroll stages are computerised by the TOM-S - Payroll Administration. You
can start the TOM-S - Payroll Administration (B1 in Producing Payroll) and immediately proceed to create
payroll (B13) for the month based on standard payscale components and deductions. Then the stages A
(Collating of Payroll Information) and stages B2 to B12 in Producing Payroll can be implemented at the
convenience of the production staff following the most logical sequence. Subsequent changes are reflected in
the payroll by updating payroll (B14) instead of creating payroll (B13). You will only need to create payroll
when new employees are created in the system.

For example, you must have collated claims (A2) before registering the claims (B7); processing for approval
(B11) can then be done. Thus, A2-B7-B11 is the logical sequence. To reflect these claims perform update
payroll (B14). You can suspend the updating for now and a make all the required changes and new claims
before updating. On completion of the updates, proceed from processing payroll (B15) downwards.

Reviewing audit trail and history of key activities can be done at any time during payroll production.
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3. Starting TOM-S Payroll Administration

3.1 Starting TOM-S Payroll Administration

1. Double Click on the TOM-S icon on your desktop or select TOM-S from on Programs menu.

El Total Office Management System - Launcher g
Tokal Office Managerent Launch Menu

hA-5 1

—

=
.

2. On the resulting interface (displayed above) select Payroll Administration from the Total Office
Management Launch Menu.

3. Log in with you username and password (mainuser, with no password if this is the first time).
This starts Payroll Administration module and displays the interface shown below.

i Total Office Management System - Payroll Administration

General Z Configure Payroll System  Personnel Information  Claims and Deductions  Payroll Production  Staff Auditing  Search Engines  Export Infarmation -‘ Info

TOM-S Payroll

TOMS - Payroll Administration

Payroll Administration

Copyright (0} 2000 - 2003
TOF Enginears and Consulting L imited
and

Soitfro (Migeria} Limiteg.
Operational Data Management and
Configuration {Setup)

iChange Password

[Farm view

J

4. Click Payroll Administration on the resulting interface. This displays the Payroll Administration
interface depicted below

10



TOM-S Payroll Administration User Guide

i Total Office Management System - Payroll Administration |;HEHX‘

General Z Configure Payroll System  Personnel Information  Claims and Deductions  Payroll Production  Staff Auditing  Search Engines  Export Infarmation -‘ Info

Payroll Administration

Payroll Administration

[Personnel Information’

Payroll Production

History and Enquiries

Reports and Charts R

J

|Personnel Administration

Note that all the operations you wish to perform can be accessed from the menu bar with the following
menus

General,

Configure Payroll,
Personnel Information,
Claims and Deductions,
Payroll Production
Staff Auditing

Search Engines

Export Information and
Info

e CCIL NN R

3.2 Getting ready for payroll processing

You are now ready to use this module to prepare payroll. We will go directly into these processes assuming
that you have procured TOM-S - Payroll Administration with some default data. The basic steps you follow
are

Enter New Personnel or Modify existing personnel records if required

Specifying the month and year to process payroll.

Register Arrears, Overtime and Leave Allowance Claims.

Register Miscellaneous Claims/Deductions.

Register Salary Prorating Requirements.

Register Claims for groups of employees for the working period.

Register & Activate Loan Deductions for employees

Register & Activate Union Deductions for employees

Register & Activate Thrift (Coop) Deductions for employees

Register & Activate Fund/Investment Deductions for employees

Assess all the registered claims/deductions

Validate all the pending personnel details changes

Affect Annual Increments for employees at anniversary of employment

Compute payroll Or Update existing payroll .

Review Payroll

Assess Payroll

11
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e  Print Payroll reports

How to perform these procedures will be dealt with in subsequent chapters.
In the sequence of things, we should have configured TOM-S Payroll with operational data it will use to
produce meaningful results. Data, such as payscales and related emoluments, geographical distribution of

employees, tax formula, union and thrift societies you staff contribute, must already be available to perform
payroll production. Finally, searching personnel and payroll history will treated followed by special operations.

12
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4. Configuring TOM-S - Payroll Administration Module with Operational Data

The Personnel Information and Payroll sections of Operational Data Management And
Configuration is used to configure TOM-S Payroll Administration with operational data, such as payscales,
allowance types and remuneration and overtime rates thus tailoring to your specific environment.

TOM-S - Payroll Administration would have been supplied pre-configured with necessary default data, but
some of the information may need to be modified as rules and regulations change. This section describes
briefly the various necessary operational data and the procedures to configure the system with new data.
The diagram below shows buttons indicating information that must be defined for operation.

1. Click Operational Data Management And Configuration on the main interface Or Select
Operational Data from the Configure Payroll menu. It displays the interface below.

2. To configure TOM-S Payroll Administration you need General Information, Personnel
Information and Payroll.

Operational Data Module

‘ Operational Dala Selup |

General information

Parsormef Information

Payroll

Exit

3. Click General Information and enter the information indicated

General Dperational Data

| General Operational Data |

[ States of Nigerral

Exit

4. Click Personnel Information and enter the information indicated.

13
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4 Total Office Management System - Payroll Administration

General 2 Configure Payroll Personnel Information  Clairms and Deductions  Payrall Production  Staff Auditing  Search Engines  Export Information @ Info

Personnel Information Operational Data

Personnel Information Module Operational Data

PIS Defaults &

2Zones,/Regions

Stations in
2Zones/Regions C.

Departments D

Designations G

National Pension Fund
Contribution Formula

Payscales 0

Grades and Step Limits
P

Payscales Emoluments

Cooperatives 0

Funds Institutions S

Leave Types

Pension Fund
Administrators

Pension,/Gratuity
Formula

Farm View

5. Click Payroll and enter the information indicated

6.

4 Total Office Management System - Payroll Administration

General 2 Configure Payroll Personnel Information  Clairms and Deductions  Payrall Production  Staff Auditing  Search Engines  Export Information @ Info

Payroll Operational Data

Paproll Cperations! Data

Payroll Defaults &

Payscales 0.
Grades and Step Limits P
PAYE Formula C

Loan Types L
Loan Status M.
Payment Locations P

Names of Special
Allowances
Names of Special
Deductions
Extended Salary
Components

Tax Reliefs D.
Tax RatesE.

Staff Bus Deduction N
Accomodation Deduction 0
Domestic Servants 1
Leave Formula K

Names of Monetised
Allowances
National Pension Fund
Contribution Formula
Pension Fund
Administrators

Farm View [ [ [ [ [

4.1 Sequence for configuring TOM-S - Payroll Administration with operational

data

The sets of information required to configure TOM-S - Payroll Administration are related and as such some
data must be defined before others. For example, you must define Departments before you specify the
Sections under them. The following are the sequences that must be followed when configuring TOM-S -

Payroll Module.

Group 1 Sequence:
Group 2 Sequence:
Group 3 Sequence:

States Of Nigeria — Zones — Locations
Departments - Sections
Payscales — Grades and Step limits — Payscales

14
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Group 4 Sequence: Banks — Bank Branches — Bank Account Details
Group 5 Sequence: All other data in any order

All groups are independent of each other

4.2 Staff Distribution in TOM-S - Payroll Administration

TOM-S - Payroll Administration assumes the following distribution of staff.

Employees are distributed into Departments and Sections under each department.
Employees are distributed into Locations under Zones.

e Employees are categorised into groups called Payscales, which defines the various payscales
employed in you company.

e Each Payscale has its own Payscale Emoluments defined with corresponding Grades and Grade
Level Steps.

4.3 Payscales Organisation in TOM-S - Payroll Administration

TOM-S - Payroll Administration supports payscales that capture a wide scope of payroll components based on
standard pay structures in Nigeria. TOM-S - Payroll Administration also offers specification of different
payscales for the various categories of workers you may support (eg HAPSS and HATISS payscales). The
interface below defines the structure of the payscale supported.

4.3.1 Defining Payscales Emoluments

1.

10.

Click Operational Data Management and Configuration on the main interface Or Select
Operational Data from the Configure Payroll menu.

Click “Payroll” on the operational data interface.

Click “Payscales Emoluments” on the resulting form. This will display the appropriate form
(above) for specifying Payscales information.

The fields available on the form are Payscale, GradelLevel, Grade Level Step and the standard
components of the payscale.

To add details for a new grade and step, click the "Add"” button.

Enter Staff Category, GradeLevel, Grade Level Step and all the Annual Salary Component Values.

Click the navigation button to move forward to save the information and clear the form ready for
inputs for a new record. The monthly salary components will be computed on saving the
information.

To modify existing data for a grade and step, click "Modify” button.

Use the navigation button to scroll through the records to the particular grade level and step for
the specified staff category Or select the “Staff Category” and “Grade Level” from the respective
buttons, then scroll to the desired step.

Type in new data in the appropriate field(s). The information is saved once you move away from
the record in view or click “Save” or close the form.
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Payscales Emoluments
|Papscale | [HATISS -1
|GradeLevet: | [12 -1

4 | GradeLevelStep | |ﬁ |
Annuald alary: 328,887 60 tdonthlySalan: 27 40730
AnnualHousing: 131,555.04 MonthlyHousing: 10,962.92|
AnnualTransport: 20,400.00) MonthlyTransport: 1,700,001
AnnualMeal: 5.600.001 Monthlyieal 80000
AnnualUtiity: 7.800.00) | MonthlyLtity: E50.00
AnnualDress: 0.00; onthlyDress: 0.00
AnnualE ntrmt: 0.00; I anthlyEntimt: 0.00
Annualk edical 0.00; I onthlykd edical: 0.00
AnnualFurniture: 0.00; I anthlyFumiture: 0.00
Annuallth ain: 0.00) onthlyGEt ain: 0.00
AnnualE ducation: 0.00; I onthlyEducation: 0.00
Total 438,242.64)  |Total I 4152022
Increment: 13,380.96/
Annualleavedll: 32,883.76
Overtime Rate/Hr: 159763

Cormpute
r Add Modify | Save |Q\scard| Eequery | IMonthly | Exit |
Record: I<| 1 | 158 ¢ | k1 [k#] of 199 (Filtered)

4.3.2 Domestic Servants Allowanaces

Another component of the payscale deals with domestic servants allowances due to certain category of staff.
These are defined in a separate interface via clicking the “Domestic Servants” on the Payroll Operational
Data form. In this form you specify the domestice servant entitlements for those grades that are entitled to
domestice servants. The interface to do this is depicted below.

Domestic Servants Allowances !

| Official’ Lewvel | | Servants Category and Grade |
|£-".5v‘&_m.v_‘p ||Ef.5f3\&' ||.¢w.;w&' ||£".5v‘t=_mw ||{Ffmj\i=. ||¢.-‘t=,v.1 |

perss _ lfts =it jlerss  ofjs  slfe

Allowance Name | Amount | % |Activate  |Allowance Amount|
» |E0mputer Allowance ] 0.00 2600 I 134.43

v

fdd Modity | Save | Discad |
Record: 14 4 || 1k e of 1

Add | tadify | Sawe | Qiscardl

Record: il;” PR TN

Note that all special allowances/deductions due to the domestic staff on the grade is due as an allowance to
the beneficiary as is reflected in the inset. Also TOM-S, automatically adds leave allowance of the domestic
staff to that of the beneficiary when the latter claims the leave allowance.

4.4 Extending Payscales

TOM-S Payroll Administration has got two powerful features.
16
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1. the ability to extend payscale components structure.
2. the ability to define allowances and deductions personal to each employee.

The ability to extend payscale components is designed to capture any eventuality in the future to handle new
allowances and deductions that may be introduced in your payscale structure.

The ability to extend allowances/deduction of the individual is designed for situations where some
employees, by virtue of their schedules/appointments/postings, attract some allowances personal to them
but not standard as part of payscale. TOM-S handles this effectively by allowing you to specify the
allowances/deductions freely and assign emolument values to them.

TOM-S handles these functionality via

o Extended Salary Allowances for extending payscale on basis of grade/step of payscales.
o Special Allowances and Special Deductions for attaching allowances/deduction personal to the
individual

4.4.1 Extending Payscale Components

In organisations such as academic institutions there are some allowances that are due to staff on various
grades. For example, in academic institutions we have Excess Workload Allowances and Examination
Supervision Allowances attached to the appropriate grades.

To implement this we simply specify these allowances and the appropriate emolument.

1. Click Operational Data Management and Configuration on the main interface Or Select
Operational Data from the Configure Payroll menu.

2. Click Payroll.

3. Click Extended Salary Components to display the interface below.

| Total Office Management System - Payroll Adminkstration

& Dutended Salary Allowance Components

Extended Salary Al

Payscals [HaTISS
List of N Piyec s Companents

| S shury Alewvance Companert
B[ [Fermastan Segrrvman Alwrer

[ {Ercs Woklosd Riowance

[ aw | Bodily i
Racoed: Bel 1 ][

P 0 3

— — G

4. Select the Payscale to extend

5. Click Add and enter the names of the allowances (Excess Workload Allowances and Examination
Supervision Allowances)

6. Click Save, then Finish.

7. Click Emoluments for Extended Salary Components at the base of the interface

8. Select the Component, i.e. the new allowance.

9. Click Prime for Component. This adds the annual and monthly allowance components with values

of 0 to the payscale indicated beside the component. (You can Prime for All, to prime for all
payscales if required)
10. Repeat step 8 for all the new components you have created
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“' Total Dffice Management System - Payroll Administration

J General 2 Export Information  Info

B3 Extended Salary Allowance Emoluments

Extended Salary Allowance Emoluments

|Cumponenl |ExcessWDrhoadAIIowance ) |Pa_vscale ||HATISS

E=tended Salary Allowance Emoluments

Grade Step Annual Allowance fonthly Allowance
» 1 0.00] 0.00
0.00] 0.00
0.00; 0.00
0.00] 0.00]
0.00] 0.00]
0.00] 0.00
0.00] 0.00
0.00] 0.00
0.00] 0.00
0.00] 0.00
0.00; 0.00
0.00] 0.00]
0.00] 0.00]

Iodify | Save | ol |

Record: |<| 1 | 118 |>| >eor| of 193

Prime For Al |

Record: I<| 4 I 4|k |>I HE| of 4

| I Il I I B T R B

For each New Salary Component
For each Grade and Step on the payscale,
1. Click Modify
2. Enter the annual amount in the text field labelled Annual Allowance. This would automatically
compute the Monthly Allowance

Once you have completed this process, the allowance would automatically reflect on payroll of any staff on
the grade/step on the payscale.

This process may be cumbersome, but you only need to do it once, or when payscale emoluments changes
such as salary increases.

4.4.2 Special Allowances, Special Deductions and Monetised Allowances

Suppose your organisation introduces Computer Allowance as inducement for those in the Computer
Department and Secretarial Allowances for secretaries attached to Ministers, Permanent secretaries and
Director Generals. To implement this we create the allowance and then attach emoluments to them via
Claims and Deductions prior to payroll production.

1. Click Operational Data Management and Configuration on the main interface

2. Click Payroll on the Operational Data Setup interface
3. Click Names of Special Allowances to display the interface below.
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special Allowances

Special Allowances

Special Allowance:

» Computer Allowance
Hazard Allowance
Secretarial Allowance

|¥

Add | Modify | Save | Discard | Exit | —
Record: H|1|| 1 >|b||>*| of 3 -

4. Click Add and enter the names of the allowances (Computer Allowance, Secretarial Allowance e.t.c.)
5. Click Save, then Finish.

Any staff member that is entitled to these allowances will have it specified in the Payroll Production modules

(Chapter 6). The specification is only done once and activated with the amount due. You simply deactivate it
when the staff is no more entitled to it.

Follow same procedure for Special Deductions and Monetised Allowances
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5. Personnel Data Entry and Modifications

Important Note: If you have procured the Personnel Information module, personnel data should be
entered through the Personnel Information module. You will not be able to add new personnel details from
through the Payroll Administration module. Only Payroll Allowance Details and Bank Account details of staff
can be entered (as modifications) through the module. In this document we assume Payroll Administration is
procured on its own.

1. On the main interface, click Payroll Administration. This displays the Payroll Administration
Interface.
2. Click Personnel Information. To begin to enter and modify staff details.

5.1.1 To add details for a new employee

NB. Available only if Payroll Administration is procured without the Personnel Information
modules.

1. Click “Add” button.
2. In each field, type in the appropriate entries for the new employee.
e The table on the next page indicates primary information that defines the employee.
e The information is grouped appropriately into pages identified by the tabs, namely Employment
Information, Payroll Allowance Information and Bank Account Details
3. To add photo of the employee click Insert Photo. This opens a dialog box from which you search
your computers file system for the photograph of the employee
Select the photograph file.
Click Save so save the entry
Click Finish to return the interface to original state

o vk

4 Total Office Management System - Payroll Administration

General 2 Configure Payroll Personnel Information  Clairms and Deductions  Payrall Production  Staff Auditing  Search Engines  Export Information @ Info

Personnel Information (Full Details for. Payroll)

Personnel Information Display Grly Perscnnel on Papral ‘

Bank Account Details K | Register Claims and Deductions | Payroll History |
Employment Information H Payroll Allowance Information P |

ID: NNR&/PFES

Surlame: FOLAMI EmployesStatus Irsenvice
Firsth amne: TAOFEEK Date Emplayed: 21-Mar-2005
MiddeManme: OLADIRAN Date Confimed:

NameTitle: DR, Date Appointed/Prom: | | 21-Mar-2005
Gender Male _~| |Incrementionth. March
Marital3tatus Manied |

Payscale HATISS |
e 6 ] Fieto NNRA/PF/058

Step: 3 -1

Lacatian: Abuia

ADMIN AND FINANCE hd Insert Photo
Designatior: ADMIN, OFF. | =
Biodata

Staff Aucit Confimed

odify | | Fefechm Exit

Record: 14| 4 44 b m of 90

EmployesCode

5.1.2 To modify details of an existing employee

1. Click Personnel Information on the Payroll Administration interface.
2. Select the employee whose detail you want to change from Employee combo box
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3. Click Modify.
4. Click the appropriate tab such as Employment Information, Payroll Allowance Information
and Bank Account Details.
5. Enter new values in required field on the interface.
6. Click Save to save the changes.
7. If you have VALIDATE privileges the changes will be reflected immediately.
o Otherwise, they are logged as Pending Changes and the Validate Changes button will be
activated.
o Click the Pending changes tab to reveal the list of changes requested for the employee (see
interface below).
8. Click Finish to return the interface to original state

NB: If Personnel information module is procured, then only Payroll Allowance Details and
Bank Account details can be entered (as modifications) via the Payroll Administration
module. The Pending Changes tabs will not be visible.

f'j:TotaI Office Management System - Payroll Administration 10l x

| General 2 Export Information Info

Personnel Information For Payroll

|Personne| Information (Data Entry And Modifications) \ Pension/ Gratuity Entrvl

ID: | [TOFWs || [Mame: | [FOLAMI, TAOFEEK OLADIRAN: DR | Vaiiiata chargas V |

Employment Information 3 | Payroll Allowance Information L | Bank Account Details i Pending Changes U

Hoertiieufil o revond i fuank Sefvesr oo s aanose’

Date: Emal - New Value: | Prev value: | Validated: | Approved: | Rejected: | Af
¥ | 07/5ep/2003] D stedppointed 1/21/2003 0 0
07/5ep/2003) DateConfirmed 14212002 0 O
07/5ep/2003| SectionlD [ 10 O
07/5ep/2003| Departrent| D i 12 4

K=&

07/5ep/2003 Location|D 13 1
07/5ep/2003| Gradel evelStey 7

1 r
Charige History I Charge Accolrit Detsils I Affect Promotion | {Afact Retirement I
Add Modity Save Brocana Reiresi B | Logate | Exit |

Record: 14| 4 33k IPI »#| of 78

[Farm wiew T T | I 10 ]

5.1.3 To Validate Pending Changes

If you have VALIDATE privileges you can assess these pending changes for approval/rejection and the affect
the changes

1. Click Pending Changes tab

2. Notice that all the pending changes are tagged as Approved by default.

3. If you want to reject any of the changes, double click on the record to toggle between Approved
and Rejected.

4. When you are satisfied with the validity of the changes, Click Validate Changes.

5. All the Approved changes will be marked as Validated, and the changes will reflect on the
employee’s details (Verify by clicking the appropriate table showing the respective detail).

This procedure ensures a proper audit of the changes made to employee details is available.

5.1.4 Special Cases: Affecting Promotions & Bank Account Details Changes and
Retirement

In the case of affecting promotions, TOM-S - Payroll Administration provides a utility that unifies the process.
It allows you to specify all the employee details that change for promotions, in one interface. This avoids
having to specify each detail change (5 details) individually, thereby avoiding omission or errors.
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1.

2
3.
4.
5

No

Click Personnel On Payroll (Full Details) on the Payroll Administration interface.

Select the employee whose promotion you want to affect

Click Pending Changes tab

Click Affect Promotions on the on the tab.

Specify the following: Promotion Date, New Staff Category, New Grade, New Step and New
Designation as required

Click Affect Promotion to log the related requests in the pending changes request log.

Close the interface and you will see that the related details changes are logged as pending changes
which can be assessed and validated as described in earlier procedures.

f'j:TotaI Office Management System - Payroll Administration

| General 2 Export Information Info

Emplayes OLAMI, TANFEEE. DLADIRAN, DF
EmplopesStatus
Payscale
Designation:

D atedAppointed:

Specdy New Detais

07-5ep-2003
HAPSS

Director

Record: 14 4 1 b e [r#] of 1 (Filtered)

[tdentibu mimber o emnlmes CECN | It iva ]

o Follow the same process for bank account changes: Click Change Account Details in Step 4.
o Follow the same process for bank account changes: Click Affect Retirement in Step 4.

5.1.5 View history of changes made to employee’s details

1.

2.
3.
4

Click Change History on the Pending Changes tab. This displays the interface below showing the
list of all changes made to the details of the employee on the Full Details Change History tab.

To see pending changes for the employee, click Pending Details Changes tab.

To see the photograph history for the employee, click Photograph History tab.

To see the history of changes for each detail (emolument), click Change History By Detail
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=loix

"j:TotaI Office Management System - Payroll Administration

| General 2 Export Information Info
X

B9 Emoluments Change History
|Personne| Details Change History |

Pl | [Emplopes: | | XD RN |
Fua
[”"ﬁm Pl Datsils Change History | change History by Detail| Penging Detsiis Changes |
Date: Emolument: Neow Valus: | Prev valus: | Validated: |Approved | Rejected: | Apprd
¥ [ 07/5ep/2003 Designation|D 24 25 [m] maihiLs
07/5ep/2003 GradeLevelStep 2 [ ] mainust
M aried Single m]

07 /5 ep/2003] M aritals tatus

Previow Print |

Record: 14] 4 1 b e [r#] of 1 (Filered)

I I | Inea

[tdentibu mimber o emnlmes

Note that you can Register Claims And Deductions and view Payroll History of each employees via

appropriately labelled tabs
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6. Preparing Payroll Information

You are now ready to begin collating information to prepare payroll. The information to collate include
arrears, overtime and leave claims as well as loan, thrifts and union deductions.

1. Click Payroll Production on the Payroll Administration interface Or Select Payroll Production
from the Payroll Production menu.

2, Total Office Management System - Payroll Administration [@EE

General 2 Configure Payrall Personnel Information  Claims and Deductions  Payroll Production  Staff Audting Search Engines Export Information @ Info
Payroll Production

Payroll Production

Step 1) Click To Specify Month and Year M
Month: Januan, v
Year: 2006

- Select tab page required, then dlick spproprite button to perfarm indicated function|operation

Payrall History N | General Information and Profiles E | Statistics | Special Operations S |
Compute Payroll B Claims And Deductions C ] Charts and Graphs K

Step 2) Process, Review and Assess Payroll P

Form View

Notice that you have several tabs on the form each labelled according to the functions provided.
o Compute Payroll tab (top level) with a button Process Payroll.
o Claims And Deductions tab through which you register and process claims (leave, overtime

arrears, loan deductions, special allowances, special deductions etc).

o Charts and Graphs tab to print payroll reports and charts.

Statistics tab to monitor payroll progress.

o Special Operations tab, to Close Payroll Computations, process Unclaimed Wages Affect Annual
Increments.

o Cheque Payments to enter cheque numbers to payroll if each member of staff is issued a cheque
directly for payment of salaries.

o Payroll History tab, through which you monitor the history of payroll computations.

O

6.1 Specifying the year and month to process payroll

Before you start processing payroll, you must specify the year and month you are processing for.

1. Click the button Click To Specify Month and Year.
2. On the resulting form enter the month and year for which to produce payroll.
3. Click the button labelled Set.

E3 Specify Year and Month
| Faar | 2002 | | At | | Februan =1
Set |
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Subsequent operations will be based on this new month and year until it is changed either in the way
described above or when new salary schedules are created.

6.2 Affect Annual Increments

It is standard practice in the Nigerian Civil Service to affect salary step increments to employees on the
anniversary of employment/appointment until he/she has reached the bar of the grade.

1. Click Payroll Production on the Payroll Administration interface.
2. Click Special Operations tab
3. Click Affect Annual Increments on the tab page
4. Click Yes in response to the message prompt
On completion, the increments should be reflected on the current step of the employee.

6.3 Processing Payroll Payroll

If at this point you have no extra information to enter you can proceed to processing payroll by clicking
Process, Review and Assess Payroll on the Compute Payroll tab. The interface below is displayed.

D) Total Office Management System - Payroll Administration ‘ZHE‘ E‘

General 2 Configure Payrall Personnel Information  Claims and Deductions  Payroll Production  Staff Auditing Search Engines  Export Information @5 Info

Compute/Calculate/Produce Payroll
Process Payroll

Step 1) Enter the year and the month to process payroll

ol e a—|

Step 2) Enter criteria for the employees to process
Standard Criteria G \ Extend Criteria H |

All Employzes: All Emplopees |
By Lacation: |
By Zone: d

=l

By Bankc

Step 3a) COMPUTE Payroll A

Step 3b) UPDATE Existing Payroll B

Step 4) Review Payroll C

Step 5) Assess Payroll D

Payroll
Step 6) Reports 2 Production
Progress

Exit

Farm View

However, in real situations you will usually have leave claims, overtime claims, arrears claims
and other type of claims and deductions (loans, thrift etc) that are incorporated into payroll. So
we must affect these before finally calculating payroll.

6.4 Claims and Deductions

1. Click Payroll Production on the Payroll Administration interface Or Select Payroll Production
from the Payroll Production menu.

2. Click Claims And Deductions tab. This displays the variety of claims and deductions that you can
specify for each employee.
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i Total Office Management System - Payroll Administration

User Guide

General Z Configure Payroll Personnel Information  Claims and Deductions  Payrall Production  Staff Auditing  Search Engines  Export Information i Info
Payroll Production

_ Payroll Production

Step 1) Click To Specify Month and Year M

Select tab pags required, then click appropriats button ta perform indicated functionlopsration

Payroll History N | General Information and Profiles F | Statistics | Special Operations s |
Compute Payroll B Claims And Deductions C Charts and Graphs K

Overtime, Arrears, Leave, Other Allowances & Deductions Claims and
Salary Prorating

Union, Thrift and Investment Deductions U

Special Allowances and Special Deductions

Loans Advanced N

Group Claims and Deductions Entry G

al|

Form Yiew J

6.4.1 Leave Allowance Claims

1. Click “Claims And Deductions” tab.

2. Click "Overtime, Arrears, Leave etc” button.

3. Click Leave Allowance tab to give Payroll Claims Registration interface (below)

4. Move/Select the employee who has to be paid the leave allowance

5. Click “Add” and

e Click Ind check box. The leave allowance amount will be displayed for the claim month and year
specified.

e Enter the Amount (if the allowance amount you want to pay is different)

e Enter Month and Year to pay the allowance if different from the default (NB you can specify in
advance).

Click “Save” to save the information

Return to 4) to enter another leave allowance claim for another employee

Click Exit to remove the interface from focus.

f'j:TotaI Dffice Management System - Payroll Administration -0 x

@ N

| General 2 Export Information Infa

Payroll Claims Registration

‘Payroll Claims Registration | Year | |ENE

|Employee: | |FOLAMI, Taofesk. Dladian, Dr -1

< <<-Double-Click

on edge to display
full emplayee Leave Allowance & |
details

Ind_|| Amount] | ClaimYear | Claim Month |4 [R [P [[U || For Yea|
Lesve Mlowance T 4252040 | 2003 | Apiil = [ VT T T T 2003

Qrertine Claims
Arvaars Claims

Special Case:
Fromotion oy
dncrement Arrears

Monetied Afowances

Oehar Moswance
Claims and’
Deduckions

Add | Iiodify | Save | Discand) |

Recard: 14] 4 |[ T b [ [ of 1 < | |

Safary Pro-Rathg

Record: 14 4 32 ke fr|of 78

[Frwen wisan T T I [5on
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The same procedure is followed to register other claims such as overtime, arrears, other allowances and
deductions, monetised allowances, salary prorating and special cases of promotion and increment arrears.

6.4.2 Other Allowances and Deductions

Other Allowance Claims and Deductions registration and processing is the mechanism by which TOM-S
Payroll Administration introduces non-standard emoluments and deductions into payroll.

Examples are affecting bonuses and refunds to members of staff or deducting some amount from the payroll
for a specific (one-off for example) purpose.

Click “Claims And Deductions” tab.

Click Other Allowances and Deductions tab.

Select the employee who has to be paid arrears

Click “Add” and

e Select Type of allowance/deduction.

e Enter the Amount

e Enter Month and Year to pay/deduct the amount if different from the default (NB you can specify
in advance).

Click “Save” to save the information

Return to 4) to enter another allowance/deduction for the employee

Return to 3) to enter allowance/deduction for another employee

Click Exit to remove the interface from focus.

e

PN,

This facility provides TOM-S Payroll Administration with a very powerful and flexible means for
handling various scenarios in payroll processing.

.3 Total Office Management System - Payroll Administration B o =]

| Generalz Export Information  Info

Payroll Claims Registration

|Payro|| Claims Registration | Vear | 23 |

|Emplovee | |FOLAMI, Taofeek. ladian, Dr |

<<<-Double-Click

on edge to display
full employes: Other allowances Claims and Deductions |
details

Type| Amount][Purpase || ClaimMonth|[Claim Yea_[& [R [P_|[U | «f
Leze e Bonus 7 2.400.00 [Banus Apil = L
Fiefund 7 340000 |Refund ol = 2003 1 1 10

Overbime Claims

Arrears Claims

Special Case:
Promotion or
fncrement Arrears

Monetised Afoswances

Oher Aliwance

Mode

Add | Tl ifiy | Save | Discand| | 5 —
Salary Pro-Raking » Momal _| Special -
Record: 14| 4 T b b of 2 4| |

Record: 14 4 3z v milre] of 78

[Farm wiew T T | I 10 ]

6.4.3 Assessing Claims/Deductions for Approval/Rejection

After entering claims and deductions, your superior must assess them for approval/rejection.
He/she must have VALIDATE permissions for payroll module.

Each claim/deduction type has its own assessment interface and procedure is simple, as
follows:
1. Click Process Claims and Deductions for Approval/Rejection on the Claims And deductions tab
on Payroll Production interface.
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otal Office Management System - Payroll Adm = | Elli

J General 2 Export Information  Info

Process Claims and Validate Personnel Details Changes

rraars Claims Processig:

DOvartime Clsims Processing

Leave Cizims Processing

Monetized AlDwarices Processing

Miscelianeous Ciaims Processig

Saiary Prorating Processiig

Activated AfbowanceDeguctions Processiig

Vadidste Parsormel Detzils Shanges

larrears Claime Prareccinn I i

2. Click the button indicating the type of claim you want to assess.
3. Select the claim to process.
4. Click Approve or Reject as required.

A typical situation for leave allowance claims processing is displayed below.

Leave Claims Processng | Year: Month:| [Apil = [Employes | |
SN EmplD MName Amaount Flag Month ‘Vear Appv Rej

TORY AYOEU. 1. Mrs 20.372.00 Apiil 2003
TOFW2 ABIDOYE, ABDULRAHMAN. OLAYINKA 20,372.00 Al 2003
TOR3 OBAHLA, MICHEAL. DLUSOJL MR 4.910.00 Apiil 2003
TOF EZFKIEL, MAGNUS. MRS £.745.00 Apiil 2003
TORYS NMAJ, CHRISTOPHER. M.. MR 19.762.00 Apiil 2003
TOFE NGOZ1, JOYCE. EJIRO, MISS 9,135.00 Apiil 2003
TOFWY SHEHU, MUSA. ABUBAKAR. MR 6.267.00 Apiil 2003
TOFVE DaVIDSON, CLARA. AYALA, MISS 19,762.00 Apiil 2003
TOR ILODIBE. RISKAT. UCHE. MISS 11.336.00 Apiil 2003
TOFVIO SHEHU, HAS58N. ADNAN, MR 5.545.00 Apiil 2003
TORIT UMAR. D&N BABA. HUSSAIN. MR 12.501.00 Apiil 2003
TOFVIZ SILAS, BITRUS. YAKUBL. MR 4.910.00 Al 2003
TOFW3 UMARLL. OSMAN. SANDA. MR 4.800.00 Apiil 2003
TOFV14 OGUCHE, ABDUL BATI. ZAKARI, MR 25.448.00 Apiil 2003
TOFVIS MEMUDL. &MUSA. AYODELE, MR 2.664.00 Apiil 2003
TOFVIE BAKARE, FOLARIN. MOHAMMED, MR 12501.00 Apl 2003
TORVI7 AJIBULU. TAMD. JOSEPH, MR 20.372.00 Apiil 2003
TOFVE TIMOTHY, USMAN. , MR 4.953.00 Apl 2003
TOFS TERLL. MUSILIU. AKIGBADE, MR 8.845.00 Apl 2003
TOR\20 EKEMODE, BASIRAT. YETUMDE, MRS 16.860.00 Apl 2003
TORV L], BABS)IDE, SEMIL WME E3E.00 il 00

Approve Rejact Approvad Paid
Approvadll Rajactafl Rajactad | Lhprocassan | Al

Record: 14] ¢ T b [ [r+] of 76 tFikered) |

[Farm wiew CESN | I 10

CRRERERERERERRRERRER R K
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Tip. Since it is unlikely that most of the claims you register will be wrong or rejected, a quick way to process
will be to Approve All the claims and then begin to Reject the claims that are unacceptable.
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6.5 Union, Thrift & Funds Deductions

Click “Claims And Deductions” tab.

Click “Union, Thrift And Investments” to give Union, Thrift and Investments interface (below).

Click Union Deductions Register tab.

Move/Select the employee whose contribution you want to register.

Click “Add".

e Select the Union.

e Enter the Amount or % of Basic Salary to contribute.

e Click Activate to activate the monthly deduction of the contribution
You must be a user with VALIDATE privileges to Activate a contribution, so inform
appropriate user to activate the contribution.

Click “Save” to save the information

Return to 5) to enter the contribution to another union for the employee

Return to 4) to enter union contributions for another employee

Click Exit to close the interface.

uhwne=
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The same procedure is followed for cooperatives (thrift) societies and investment funds contributions.
Pension Contribution profile is where you personalised pension formulae for each employee.

D4 Total Office Management System - Payroll Administration

General 2 Configure Payroll Personnel Information  Claims and Deductions  Payroll Production  Staff Auditing  Search Engines  Export Information @) Info

Union Dues, Thrift Dues and Funds Dues Deductions Register

Union, Thrift and Funds / Investment Register  vear 2008

<<<-Double-

Click o edoz to - Employee - (641, IDDROEYIN, JACDB, MIS | | Seterofiles for curren
displap full employee
employes details

Register Union Deductions

Union UriorCods
Deductions

Thrift
{Cooperatives)
Deductions

Funds /
Investments
Deductions

Pension
Contribution
Profile add | posity | Seve | Discard |

Record: |

Record: _I4 1 r M of 94

Identity number of employes

6.6 Special Allowances and Special Deductions

Click “Claims And Deductions” tab.

Click “Special Allowances and Special Deductions” to give the interface (below).
Click Special Allowances Register (or the Special Deductions Register) tab.
Move/Select the employee whose allowance (or deduction) you want to register.
Click “Add".

e Select the Allowance Name.

e Enter the Amount or % of Basic Salary to contribute.

e Click Activate to activate the monthly deduction of the contribution

uhwne=
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You must be a user with VALIDATE privileges to Activate a contribution, so inform
appropriate user to activate the contribution.

Click “Save” to save the information

Return to 5) to register another allowance for the employee

Return to 4) to enter register allowance for another employee

Click Exit to close the interface.

W ooNo

“' Total Dffice Management System - Payroll Administration ;Igli

J General 2 Export Information  Info

Special Allowances and Special Deductions

|SpeciaIAIIowances and Special Deductions | Year [z

-

<<<-Double-Click on |Employee : | |FOLAMI, Taofesk. Dladian, Dr |
edge ta display full
emploves details
Spedal Allowances Register ISpec\a\ Deductions Register |
Allowance Name | Amaurt] | % |Activate  |Allowance Amount | =
Computer Allowance - 0.00 10.00 | 3.499.30
b | |Hazard Allawance - 0.00 250 | 874,83
* - 0.00] 0.00 ] 0.00]

Al | Modify | Sawve |Qiscard|
Recard: ML” 2 b | b1 |r#|cf 2

Ll

Exit |

Record: I<| 1 | 32 . |b||>*| of 78

[ LY I | VY I I S

6.7 Loans Advanced

It is customary to provide your staff with loan packages as part of the welfare packages in your organisation.
Loans such as salary advance and car refurbishment loans are customary. Loan records, including repayment
policy on the loans, are recorded in TOM-S in the same manner as leave allowance and overtime claims were
recorded.

Click “Claims And Deductions” tab on the Payroll Production interface

Click “Loans Advanced" to give Union, Thrift and Investments interface (below).

Move/Select the employee whose contribution you want to register.

Click “"Add".

Select the Type of loan (e.g. Salary Advance, Motor Vehicle etc).

Enter the loan details

Principal amount of the loan

Date procured

Months To Pay.

Interest Rate

Month To Start payment

Year to Start payment

Month To End payment

Year to End payment

Monthly Repayment amount
j. Total To Pay

7. Click Activate to activate the monthly deduction of the loan from payroll.
You must be a user with VALIDATE privileges to Activate repayment

8. Click “Save” to save the information

9. Return to 4) to enter another loan for the employee
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10. Return to 3) to enter a loan for another employee
11. Click Exit to close the interface.

You can also log loans whose repayments would start in the future.

i Total Office Management System - Payroll Administration |ZHEHE‘

General Z Configure Payroll Personnel Information  Claims and Deductions  Payrall Production  Staff Auditing  Search Engines  Export Information i Info

Loans Advanced to Personnel

Loans Advanced And Repayment Policy

Employee: FOLAMI, TAOFEEK. DLADIRAN, DR.

< ¢<-Diouble-

Click on Type: SAL -
edgs to <1
display ful Loan Reference: SALOD03 Month To Start: | January

employes

Principal: 35,000.00 Year to Start: 2006
Date: 19-Mar-2006 Month To End: March ﬂ
Interest Rate: 0.00 Year To End: 2006
Intr Amount: 0.00 Monthly Payment: 11,666.67
Months To Repay: | 3 Total To Pay: 35,000.00

Status: _~ | Activate:

add | Modify ‘

Record: 14 T b b of 1

Record: 14 4 47 kM of 94

Farm view

6.8 Bulk (Group) Claims/Deduction Registration And Processing

As mentioned in a previous chapter there are situations where claims and deductions are uniform for all or a
group of employees. In such cases it will be inconvenient to register the information individually for each
employee. Bulk processing of claims and deductions is therefore useful. This in provided through the button
“Group Variations”.

Click “Claims And Deductions” tab on the Payroll Production interface

Click "Group Claims And deductions” on the Claims And Deductions tab

Select the required emolument type in the option group labelled Emolument Type.

Select the grouping of employees to affect from the option group labelled Employee Group.
Select the corresponding group of employees to affect.

Specify details of the claim/deduction in the activated text boxes and option buttons
Click Enter Claims when you have specified the claim/deduction.

Click Process Claims to process the claims as in 5.4.3.

XN AN
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“7;: Total Dffice Management System - Payroll Adminisktration i ]|

Group Emolument Yariations

Yeor | o003 [Momh: || Ao

B .

Freme s 0 fmme] 0 [Ems=

. Bous-] 2,600.00 Chiitmas Gifts

[Activate | [Ciaim Year || |Claim Month|  [Fot The ¥ear|
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7. Prepare Payroll for the Month

You have now finished collating all claims and deductions and have assessed them for approval to be
incorporated in the payroll for this month. You now have to prepare the payroll for the month.

7.1 Processing Payroll

1. Click “Payroll Production” in the Payroll Administration interface Or Select Payroll Production
from the Payroll Production menu.

2. Click Process, Review and Assess Payroll on the Compute Payroll tab to display the Process
Payroll form below.

D Total Office Management System - Payroll Adminisiration

pE—— [ ot sudting Export Information. @ Inéo

Compute/Calculate/Produce Payroll

rear: [ [N pontheJonwory __~|
Standard Criterta G | Eutend Criteria H |

ANEngiopser | |4 Enclopees

1y Locasens

Dy Zorm:

By Bk

Step 3a) COMPUTE Payroll &

Step Ib) UPDATE Existing Payroll &

Step 1) Review Payroll [

Shep 5) Assess Payroll [

Step B) Reparts 2

Form Ve

3. Enter the month and year (if you require a different one). This would become the month and year
on which subsequent payroll operations would be based.
4. Select from the appropriately labelled combo box, the group of employees for which to produce
payroll for the specified month: You have the choice of producing payroll for
= All Employees
= By Location
= By Zone
= By Bank
5. You can extend the criteria by clicking Extend Criteria tab to specify for
= an individual employee
= all employees on a payscale
= all employees in a department
= all employees in a section
Click COMPUTE Payroll
On completion (this may take some time), click Yes on the prompt to review the full details of the
payroll computations for each employee.
8. You can review and print the payroll immediately if no additional information need to be included in
the payroll.

No

You must UPDATE payroll after the first computation so that new/modified claims and
deductions or changes to employee can be included in payroll simply by updating the existing
computations.
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7.2 Updating Existing Payroll

If after preparing payroll for a month you may have new claims and deductions to incorporate or a new
employee is introduced or changes are made to employees details, you must reflect these in the current
payroll. In this case you Update the payroll to reflect these new information.

9. Repeat Step 5 above

10. Click UPDATE Payroll in step 6

11. On completion, click Yes on the prompt to review the full details of the payroll computations for each
employee.

12. You can review and print the payroll immediately if no additional information need to be included in
the payroll.

Review payroll would show the new claims and changes to employee emoluments are reflected.

It is recommended that updating payroll for all employees is performed as the final step prior to printing the
payroll for the working period. This would ensure consistency of payroll with current claims, deductions and
changes to payroll information.

7.3 Reviewing Payroll

You are usually given the choice to review the payroll computations after computation of payroll completes.
Alternatively, the review can be done independently of these procedures, provided data exists for the
month/year specified. To do this

1. Click "Review Payroll” on the Process Payroll form. This would display a form showing the full
details of the components of the payroll for each employee (see below).

2. Use the navigation buttons to scroll through to view the details for other employees or
alternatively, select the employee’s details you want to view from the combo box labelled
“Employee”

From this interface, you can assess the payroll for employees individually

3. Click Approve to affect interim approval of the particular employee payroll in focus
4. Click Approve for Payment to approve the payroll of that employee for payment
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i/ Total Office Management System, - Payroll Administration

General 2 Corfigure Payroll Personnel Information  Claims and Deductions  Payrol Production  Staff Auditing  Search Engines  Export InFormation @8 Info

Salary Review for a Month

Payroll Details | January||  2006| Employee: |FOLAMI, TADFEEK. OLADIRAN, DR, ~ | Invalid Slips | Manth And Tear |

Mame: FOLAMI. TAOFEEK OLADIBAN. DR. Zong: Abuja ‘FlIeNumher |NNF\A£’PF.-"I]EB |
1D: NMRA/PFAOBE ||Status: Inzervice Location: Abuja
Grade: Payscale: HATISS Section: None
Step: Designation: | ADMIN. OFF. | Depattment: | ADMIN AND FIN | PamentLocatior| Certral Location |
'rFamings Allowances Deductions
Basic: 12,341.08( Housing: Q.00 Leave: 0.00 Tax: 1,012.29
BasicAmears: 0.00/ Transport: 4,585.27 Refund: 0.00 General: 0.00)
F5LRAmears: 000/ Meal: 700.00 Other: 0.00 StaffBus 0.0
Promdlncr Arrears 0,00/ | Utiliby: 275116 Bonus: 0.00 Loar: 0.00)
Otherdrears: 0,00/ Dress: 0.00 Gratuity: 0.aad Union: 0.a0
Actghllvnce: 0.00) Ent'tment: 0.00 Monetisation: 0.00 Thrift: 0.0
Ot llwnce: 0.00) Medicak 183411 Fund: 3,095.06
OtherE amings: 0.00] | Furniture: (.00 Fient 0.00)
Qtdain: 0.00 StandardRent 0.0
E ducation: 0.00 Other: 0.0
Gift: 0.00 Rent Rebate: 0.00 Special: 0.0
Fiobe: 0.00 Domestic: 0.00
E=tendeddlv: 0.00) - |Special: 3668.22 ll
Total Earings: | | 18,341 08 Total Allowances: 13538.76  [Total Deductior 4107.35

GrossPayToD ate: .879.84
T axPaidT oDate: 1mzz29
|ChequeNal | ACNo | Mane| | NetiPayToDate: 27.772.49

GrossPay: || 31.879.84] [NetPay: | | 27.772.49
Chine: I 110,737.40

‘Approved: ‘Approved For Payment: | Valid: | 'UnClaimed: | [

Approve | Approved for Payment | Reject 355953;‘-"@-}“@5" Benons |Regt_;\9ry| Searfhl Exit |
Recard: 14| 4 || 44 _» | Ml |Pt] of 90

|Employee Mame ,—,—’—’—,_,_,_,_

7.4 Assessing Payroll

When you complete computing payroll, your superiors or auditors are expected to check your computations
and approve or reject the payroll schedules you have prepared. This function is handled by the Assess Payroll
facilities.

7.4.1 Interim Approval

To affect interim approval of payroll and temporarily prevent updates.

Click “Assess Payroll” on the Process Payroll form.

Enter the year and the month to assess payroll (if different from the default displayed).
Select the group of employees for which to assess payroll.

Click the button labelled “Interim Approval of Payroll”.

e
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4 Total Office Management System - Payroll Administration

General 2 Configure Payroll Personnel Information  Clairms and Deductions  Payrall Production  Staff Auditing  Search Engines  Export Information @ Info

Assess Payroll

Assess Payroll

Step 1: Enter the year and the month

Step 2: Define Criteria

standard Criteria G | Extend CriteriaH |

AllEmployees: | All Employees
By Location:

By Zone:

Step3: Interim Approval of Payroll A

Step 4: Reject/Open Approved Payroll R

Step 5: Approve Payroll for Payment P

Step &) Reports ¥

Farm View

To reject payroll of selected employees

5. Click "Reject/Open Approved Payroll” to reject the payroll for the selected group of employees.
7.4.2 Approval for Payment

After interim approval and you are ready to pay, you must approve the prepared payroll for payment.

Select the group of employees.

Click “Approve Payroll for Payment”

You will be prompted accordingly on completion of each function
Respond by clicking Yes or No as desired.

W0 ooNo

7.4.3 Effects of Payroll Assessment

The overall aim of payroll assessment is to ensure integrity of payroll information. Payroll calculations that
have been marked as Approved cannot be updated with new information such as new claims/deductions
and changes to employee details. They can however be rejected/opened to allow updates in employee
information to be reflected.

Payroll calculations that have been marked as Approved For Payment cannot be updated with new
information and cannot be rejected, since the salaries would by then have been paid.

We however provide a function Re-Open Payroll Approved For Payment with the means of re-opening
Approved For Payment schedules to allow updates, should it be necessary. Only users with SPECIAL
OPERATIONS privileges are allowed to do this. This function will only be available to a high ranking
officer in your institution to prevent undue violation of the integrity of payroll data.

7.5 Monitoring Progress of Payroll: Payroll Production Status

At any point in time during processing you can assess the status of payroll production for the current month.
This provides you with a guide to payroll progress by presenting statistics in a unified manner.

1. Click Statistics tab on the Payroll Production interface

36



TOM-S Payroll Administration User Guide
2. Click Payroll Production Status on the tab. This will display the production statistics interface
below.
3. You can view all information on payroll you have been producing, including statistics of all claims and
deductions.

Total Office Management System - Payroll Administration - |I:||1

JGeneraI; Export Information  Info

Payroll Production Status

Payroll Production Statistics | ear || 2003 | I April - |

An overview of the progress of payrall |\"ear | | @
production activities r =
| | | April ;l

||S Payroll Production In Progress |
||S Payrall Production Completed | O
|N0 of Personnel On Payraoll | | ?8| |N0 of Payroll Schedules Computed | | ?8|
|N0 of UnConfirmed Personnel | | D| |N0 of Payroll Schedules Approved | | ?8|
|NDPendingPersonneIDetaiIChanges | | B| |N0 of Payroll Schedules Invalid | | D|
|No of Payroll Schedules Approved for Paymen| | 78
Union,/ Thrift /Fund Contributions B | Loans C I Miscellaneous M I
Leave and Overtime Claims F Claims and Deductions & |
|N0 of Leave Allowance Claims | | ?8|
|N0 of Untpproved Leave Allovwance Claims | | D|
|N0 of Leave Allowance Claims Paid | | ?8|
|N0 of Overtime Claims | | D|
|N0 of UnApproved Cvertime Claims | | D|
(Mo of Crvertime Claims Paid I ] ’m
O
Update | Lock | Unlock | Praview | Print | Exit |

[The ¥aar aF Pawrall Bradiction FiTD hil R
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8. Reports and Charts
8.1 To print payroll reports

1. Click “Payroll Production” in the Payroll Administration interface.

2. Click Payroll Reports The interface below is displayed.
. Select the Report Category, either

= Payroll Not Approved for Payment (default)

= Payroll Approved for Payment

= Claimed Payroll.

Select a report to print/preview.

Enter the year and month of the period you want to print.

Select the group of employees for which the report will be printed (All Employees is default)

Click Preview to preview the report Or click Print to print the report on the printer.

Nouh

otal Office Management System - Payroll Administration

J General 2 Export Information  Info

Printing and Previewing Payroll Reports

Fayrof Reports

¥0OU MUST Select
Report Category to " [Payroll Not Approved for Payment U
print =

i+ |Payroll Approved For Payment &

i |Elaimed Payroll C

Sejart A Raport £ Payment §chedules to Banks -

e yesnontr o (Yo ows | o [oil <]

Dafize grovy of Employes:
ampioyess fr wicy || |By Location:
to priat the raport > || By Zone:

Ey Department:

By Section:

By Papzcale:

By Bank: |

All Employess: All Employess

WEVIEW FESOFT =

[Farrn Vs I e

The following table lists the reports available as standard with TOM-S. Customised reports can be designed
based on your specifications.

[ ReportDesc |
Arrears Claims History

Comprehensive Papslip Grouped By Location
Comprehensive Payslip Grouped By Zone
Coop Contributions History

Coop Contributions to all Cooperatives
Employees Emolument Change History
Employees Salary History

Employees Salary Prorating History

End of Year Summary for Earnings

End of Year Summary of Allowances

End of Year Summary of Gross Pay

Fund Contributions History

Fund Contributions to all Unions

Leave Allowance Claims History

Loan Repayments History
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Miscellaneous Claims History
Monthly Totals of Tax, NHF, Thrift and Union Deductions
NHF Deductions
NHF Deductions grouped by Department
NHF Deductions grouped by Location
NHF Deductions grouped by Zone
Overtime Claims History
Payment Schedules to Banks
Payroll Summary
Payroll Summary grouped by Department
Payroll Summary grouped by Location
Payroll Summary grouped by Zone
Staff List
Staff List Grouped By Department, Sevtion and Location
Staff List Grouped by Grade Level
Summary of Payroll Schedules (LAC Format)
Tax Deduction History
Tax Deductions
Tax Deductions grouped by Department
Tax Deductions grouped by Location
Tax Deductions grouped by Zone
Tax Deduction History Grouped by Employees, Location, Zone & Year
Totals of Payroll Summary grouped by Department
Totals of Payroll Summary grouped by Location
Totals of Payroll Summary grouped by Zone
Union Contributions History
Union Contributions to all Unions

8.2 Graphs and Charts

Bar charts, PIE charts and plots can be produce to give a graphical picture of payroll trends over the year and
distribution within employee groups such as departments and sections. Charts and plots are based on
payroll that has been approved for payment.

For PIE Charts

Click “Payroll Reports And Charts” tab in the Payroll Administration interface.
Click Graphs and Charts. This displays Payroll Charts and Plots interface.

Select the type of graphical output you want (PIE Charts, Bar Charts and Plots).
Click PIE Chart. This will display an option group PIE Chart Distribution.

Enter the year and month for which you want to see the distribution

Select the PIE Chart Distribution for the PIE chart.

Click Preview to preview the graphs Or Print to print the graph.

NouihwhN =
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"7;) Total Dffice Management System - Payroll Administration i ]|

|

Print Payroll Charts and Graphs

For Bar charts and Plots

oUuhwWwN =

Click “Payroll Reports And Charts” in the Payroll Administration interface.
Click Graphs and Charts. This displays Payroll Charts and Plots interface.
Click Bar Chart. This displays an option group Plot/Bar chart group.

Select the year for which you want to see the trend

Select the employee group for which to plot the Bar chart trend

Click Preview to preview the graphs Or Print to print the graph.

"7;) Total Dffice Management System - Payroll Administration

|

Print Payroll Charts and Graphs

_ Payroll Charts and Plots |
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9. Special Payroll Operations

Special Payroll Operations are functions that can only be performed by users
with SPECIAL OPERATIONS privileges, which would typically be Directors and
Departmental Heads. Those functions are

= Closing Payroll Computations
= Processing Unclaimed Wages

9.1.1 Closing Payroll Computations

The Close Payroll Computations function provides a lock to payroll of the specified month. When closed
for a particular month, you will not be able to compute payroll for that month. This protects the overall
integrity of information by preventing the creation of payroll after you have completed all activities for that
month.

Click Special Operations tab on the Payroll Production interface
Click Close Payroll Computations on the Assess Payroll interface.
Specify the Month and the Year to close.

Click Close Payroll.

PN

B Close Payroll Computations for the per x|

[vear | [2003 | |Month: | |Apri -|

Exit |

Opatt Fayrol

5. You can reverse the operation via Open Payroll.

Also, this function will only be available to a high ranking officer in your institution to prevent undue violation
of the integrity of payroll data.

9.2 Re-opening Payroll Approved for Payment

Payroll calculations that have been marked as Aproved cannot be updated with new information. They can
however be rejected/opened to allow updates in employee information to be reflected. Payroll calculations
that have been marked as Approved For Payment cannot be updated with new information and cannot be
rejected, since the salaries would by then have been paid.

We however provide a function Re-Open Payroll Approved For Payment with the means of re-opening
Approved For Payment schedules to allow updates, should it be necessary. Only users with SPECIAL
OPERATIONS privileges are allowed to do this. This function will only be available to a high ranking
officer in your institution to prevent undue violation of the integrity of payroll data.

Click Assess Payroll on Payroll Production interface

Enter the year and the month to assess payroll (if different).

Select the group of employees for which to assess payroll.

Click Re-Open Payroll Approved for Payment on the Assess Payroll interface.

e
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Remember to re-assess the payroll when completed . This procedure will not work if payroll of
the month has been closed.

9.3 Unclaimed Wages

TOM-S - Payroll Administration provides the facility to manage unclaimed wages. It simply marks the
respective payroll vouchers as unclaimed.

Click Special Operations tab on the Payroll Production interface

Click Process Unclaimed Wages, to display the interface below.
Specify the year and the month.

Select the Employee whose wage is unclaimed

Click Set As Unclaimed Wage (To Reverse Reset as Claimed Wage).
To view the list of unclaimed wages, click View Unclaimed Wages List.

oOUVThWN =

“' Total Dffice Management System - Payroll Administration ;Igli

J General 2 Export Information  Info

Process UnClaimed Wages

Frocess Unclaimed Wages

|vear | |ZNDE [ Month: | | apil
Select |

|Employee: I

Set As UnClaimed Wage |

Rasat A5 Clsimed Wags |

Vigw Uhcizimed Wages §ist |

Revizw Payroll |

[Farrn Vs I e ]
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10. Searching Personnel and Payroll Records

10.1 Searching Personnel Records

This module is the search engine you use to search through the database of employee records.

1. Click Personnel On Payroll (List) button on the Personnel Administration interface to display the
Personnel Search interface.
2. Click Search on the bottom right hand corner of the Personnel List interface.

i Total Office Management System - Payroll Administration |Z||EH'X|

General 2 Configure Payroll  Personnel Information  Claims and Deductions  Payrall Production  Staff auditing  Search Engines  Export Information i Info

Personnel Search in Payroll

Personnel Search

Enter Search Criteria in text boxes on the tab then click Search

Basic Search ngtended Search 1 Search

Enter search critenia then click search [or press ALT + 5] Mo Records:

Employee Code: 0

[T To display al LA

i - perzonhel

Midname: e Clear

FirstName: Sumame text
bor Preview

Gender:

Ej
Employee Status j
|

Print

Double-
| | Click on &

record to
digplay full

staff details

Display search results on a Form

3. Specify the search criteria in appropriate text boxes on the Basic Search tab. (enter * in the
SurName text box to obtain all employees in the database).

To extend search criteria click Extend Search tab, and specify your criteria

Click “Search” to query the database. The resulting records will be displayed on the list labelled
Search Results and the number of records displayed as a prompt (and on a text box above the list).
To obtain the full details of a particular employee on the list, Double—click on the record.

Click Display List to display the employees based on the search criteria in steps 3 and 4. You have
the choice to display the list or full details of the employees.

8. Click Preview/Print to preview a report on the list of employees the meet the search criteria.

vk

No

10.2 Searching Payroll Records

TOM-S - Payroll Administration provides a flexible search engine to perform general search on existing payroll
information in the database.

1. Click “Payroll History and Search ” on the Payroll Administration interface.
2. Click “Payroll History Search” on the resulting interface to invoke the interface below
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i/ Total Office Management System, - Payroll Administration
General 2 Corfigure Payroll Personnel Information  Claims and Deductions  Payrol Production  Staff Auditing  Search Engines  Export InFormation @8 Info
Payroll Search
Payroll Search

| Enter Search Criteria in text boxes on the tab then click Search |
Basic Payroll Search ngtend payroll Search Search |

| Enter search criteria then click search {or press ALT + 5)

No Records:

|Employee: | | -] 0

|Month: | | January Bl

Display
|Year: | |2006 | |Approved Payroll |Paid Payroll: | Details

Clear

Searh Results Double Click on a record to display full details of payroll
| | | | | |

Preview | Prirt |

Form view L

Specify the search criteria in the text boxes on the Basic Payroll Search tab

To extend search criteria, Click Extend Payroll Search tab and make specifications
Click “Search”. This displays the results of the search on the list labelled Search Results.
Click “Display Details” to display full details of the search

Click Preview Or Print to preview or print the results of the search.

Nouhw

This search engine facility is a powerful tool designed to offer extensive querying options to assess and
analyse payroll production progress and history.

10.3 Payroll History

When operating TOM-S - Payroll Module, the system keeps a history of the key payroll production
computations. The Payroll History and Search function of TOM-S - Payroll Administration provides the means
for viewing the history of the payroll production for all employees: TOM-S - Payroll Administration provides
the history of the following, for each employee,:

Salary history

Arrears and Overtime claims history

Leave Allowance claims history

Other Allowance And Deductions history
Salary Prorating history

Thrift, Union and Funds Deductions history
Loan Deductions history

Personnel Details Changes history

[y
N—

Click “Payroll History” tab on the Payroll Production interface Or Select Payroll History from
the Payroll Production menu.
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i Total Office Management System - Payroll Administration

User Guide

General Z Configure Payroll Personnel Information  Claims and Deductions  Payrall Production  Staff Auditing  Search Engines  Export Information i Info

Payroll Production

_ Payroll Production

Step 1) Click To Specify Month and Year M

Select tab pags required, then click appropriats button ta perform indicated functionlopsration

ComputePayrollB | Claims AndDeductionsC | Chartsand Graphsk |
Payroll History N | General Information and Profiles | Statistics | Special Dperations 5

{Payroll History Search H}

Claims And Deductions History

Salary and Details Change History |
Loans Repayment History |

Form view e

2) Click the preferred activity whose history you want to view. The options are as follows.
e Payroll History Search
e Claims And Deductions History
e Salary and Details Change History
e Loans Repayment History
3) As an example, click Claims And Deductions History in 2) to display the form below.
4) Scroll through the list of employees or select the employee from the combo box labelled
“Employee”.
5) Click the tab indicating the particular claim or deduction history you want to view. The choices
are e Arrears
e Overtime
Leave
Special Allowances
Other Claims And Deductions
Thrift Deductions
Union Deductions
Fund and Investments Deductions
Special Deductions
Loan Repayments
6) Follow the same procedure for other claims/deductions.
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4 Total Dffice Management System - Payroll Administration -0 x

J General 2 Export Information  Info

Payroll Claims And Deductions History

Claims And Deductions History ‘
P o les 1| [Employee: | [ABDULAZEEZ, DTARLL vavara, MR |
employee details
T Leave Claims History I
Overti |Year |Month | |ClaimlD | |LAdmount | |M |ﬂ |ﬂ |U ||Forvear |
rerime I T 113 244a00 M T 1 LT (2003 | supervisor
Other Claims And
Pedtctions
Theift
Lo
Fung
Loans Repayments
Special Alowances
Special Decuctions
Monetired
gﬂbf::aﬁ\:ﬂ Record: 14 4 | 1k en ] of 1 2| | _’I
Preview Print | Exit |
Record: I<| i | 1[fNE |>I|>*| of 78

[Frwmn timn I i

In Step 3, click Salary and Details Change History to produce interface below

“' Total Dffice Management System - Payroll Administration ;Igli

J General 2 Export Information  Info

Payroll Information History and Details Change History

Payroll Information History
P | [<<<-Double-Click an Emph = o TR
edae to display full Employee: | | HNIBEE | g 2 A
employes details Salary History & I
Salary - =
vear | |Month | App | |Paid | |Unel | Gross | Tax Deduction| | Mett] =
2003 [Janwary | [ [ 75,145.50) 3.925.03 4.075.03 7107047
v 2003 |Februany S| 7514550 392503 4.075.03 71.070.47
Salary 2003 |March = g S| 7514560 332503 4.075.03 71.070.47
2003 [April 14 4 [N E92,6E7.30) 5.726.43 5.876.43 B8E.790.87
| 2003 [May 58y IS5y (5 75,145,500 5.726.43 5.B76.43 £9,269.07
Froraling
Employes Stafus
Seftngs
Empiayes Datails
Change
Extended Salary
Alosances
Staft Auditiig | Record; AILII 1 v |rlr#]af 5 4 | ’I
Praviaw Pt Exit |
Record: I<| 4 | 33k |b||>*| of 78

[Tdantity ruimher oF amnlaves e

To Print or Preview the history of the activity in report form:

Click Print/Preview on the interface showing the history

Select the required report from the combo box labelled “Report”

Enter the period over which to print the history

Click Preview to preview the report on the screen Or Print to print the report on the
attached/specified printer.

e
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11. Appendix

11.1 Tax Computation Process
11.1.1 Nett Pay Computations

Nett Pay = Gross Pay — Total Deductions

Where

Gross Pay = Total Earnings + Total Allowances

Total Earnings = Basic Salary + Basic Arrears + Transport Arrears + Rent Arrears + Other Arrears
+ Acting Allowance + Overtime Allowance + Other Earnings

Total Allowances = Housing Allowance + Transport Allowance + Meal Allowance + Utility Allowance +
Dress Allowance + Entertainment Allowance + Quarters Maintenance Allowance +
Education Allowance + Extended Salary Allowances + Gift Allowance + Robe
Allowance + Leave Allowance + EmpProvPension Allowance + Other Allowance +
Bonus + DomesticAllowance + Special Allowances + Monetised allowances

Total Deductions = Tax Deduction + NHF Deduction + Staff Bus Deduction + Loan Deduction + Union
Deduction + Thrift Deduction + Fund Deduction + Other Deduction + Special
Deductions

Note: The components of salary are those supported by the standard TOM-S - Payroll Module.
Customisation to meet your needs may add new components or suspend existing components.
Tax Computation

The following is the basic procedure employed to compute the tax paid on salary.

e Extract and sum the taxable amount from all the standard allowances on the payscale, if the allowance is
above the tax-free limit.
Taxable Standard Allowance = 2 (Limit — Standard allowance)or ail standard allowance

Taxable Pay = Basic Salary + Taxable Standard Allowance
e Tax is computed on the Taxable Pay using the Tax Fomula define in the Application Setup.

Tax computation meets the Inland Revenue standard for the Civil Service Pay Structure and has been tested
for validity and accuracy.

Provision to tax all other allowances and extend tax equation is available in TOM-S - Payroll
Administration.
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