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1.1. How to process Payroll

C“Ck on the navlgat|0n menu |tem Payro“ Worksheet % [All issues on ME] lssue navigate: X =&« Role Center - Dynamics 365 Bus. X +

L|St &« [&] @ Mot secure | 52.178.39.166:8080/BC130/Default?company=CRONUS%20Interna

Dynamics 365

Business Central

1.1.1. Calculate Period

xPayroll UAE

Payroll Setup

Employees | Payroll Worksheet List]  Additions & Deductions List

HEADLINE

Want to learn more ab«

Riicinnacc (Coantral?

This step will create and execute a payroll calculation batch which will add a line for each payroll element in the

Payroll Worksheet for each employee.

~ [ Navigate \¢ Less options

sheet Overtime LAS
CAL
Additional Benefits
M-2
Insurance
M-2
Retreoactive M-2
Loans / Advances M-2
1t Attendance M-2
Calculate Peried é'a
s Delete Period ki
1. Click on the navigation menu item popup Navigate
2. Click on the navigation menu item Calculate Period
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Period Type ‘ Meonth

-

rencd Code ‘

'©

Period Description

Employee

Fhow results:

Where: | No.

And: | Payroll Profile

> €
1. Click on Period Code
2. You can use the Filters of the system, to eliminate the calculation process to desired Employee No or
Payroll Profile.
3. Click on the button OK
= - =— = ol

NG
i
ékg

e Once the Payroll Worksheet is run the Last Period Calculated will be updated on the Payroll Worksheet list.

Click on the cell No. on any row Payroll Worksheet List: Al | O Search +New XD

NO. T FIRST NAME

AH - Annestte

IR John

LM Linda

MD Mary

MH Mark

PS Peter

RL Richard

TS Timothy

ERRE R ]
ERERRREE
i
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1. On this screen all the elements that are included on the Active Payroll Profile of the Employee including
Loan repayments, overtime, additions/deductions, salary, Provisions (Bonus, Leave, Flight fare and
Gratuity). It also includes the Period, the Payment Date, Sign (whether addition or deduction or
information), the Type (whether Employee or Employer contribution) and the amount.

1.1.2. Delete Payroll

In order to re-run the payroll calculation for a period already calculated, the period will have to be deleted first. If
the user tries to process the “calculate period” function without first deleting the period, the function will exclude
this period for calculation. Therefore, in order to recalculate a period, the following steps will have to be

performed:

~ [ Navigate \¢ Less options

sheet Overtime

Additional Benefits

Insurance

Retroactive

Loans / Advances

it Attendance

Calculate Period

Delete Period

[@ General WED@aeanaa dris

=

Click on the navigation menu item popup Navigate
2. Click on the navigation menu item Delete Period

LAS
CAL

M-2

M-2

M-2

M-2

M-2

M-2

-2

M-2

Note: It is possible to delete the payroll period calculated per employee or per Payroll Profile or per
Dimension included on the Employee cards (i.e. per Cost Centre, Department etc) or for all Employees.

1.1.3. Print and Email Payslips

Once payroll period has been calculated and verified, the user can now print out the pay slip reports or send

them by email to the respective employee directly.
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1.1.4.

1 Navigate ~  Less option:
Pay Slip Report ¢
OFIL

=1 Em{: Pay-Slip Report

Dﬁf+ Tﬂ D:I'\..l'l’ﬂ” |n||r|1:||

retary

Click on the navigation menu item popup Actions
Click on the navigation menu item Pay Slip Report

Actions 9 Navigate ~  Less option:

| Pay Slip Report
g OFIl

=1 Email Payslip ¢
retary

Ernail Paysl
F’DJrrm-v-u’-i-w-E:jDurnal

Click on the navigation menu item popup Actions
Click on the navigation menu item Email Payslip

1aging Director

Post to Payroll Journal

6/17

This step will transfer the worksheet lines to a general ledger journal. However the journal created will not be
posted yet. This step depends on the configuration of the “Payroll Setup” form, explained earlier in the
document; mainly the “Posting to GL” setup, which specified how payroll worksheet lines will be summarized
into the journal, and the employee and employer “Journal batch” selections, that determine the general journal
names and voucher series to use when creating the payroll vouchers. To post the worksheet to the Payroll

journal,

follow these steps:
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Navigate -~  Less option:

Pay Slip Report
ROFI

=1 Email Payslip

retary

1aging Director

rice Manaaer PROF-0001
1. Click on the navigation menu item popup Actions
2. Click on the navigation menu item Post To Payroll Journal

Calculated Period

Fhow results:

Where: ‘ Employee No.

And: ‘ Payroll Profile

And: ‘ Period Code

¢

Click on the field Employee No.
Click on the field Payroll Profile
Click on the field Period Code
Click on the button OK

PwbE

1.2. How to run WPS Salary Information

Click on the navigation menu item WPS Salary
Information File

atries  Final Settlements  Leave Applications  Leave Re-Join Applications

ACTIONS

-+ Employee Hours Log > Grounds for Termination [El Leave Su
-+ Employee Project Percentages > Batches =] Payroll R
~+ Employee Shift Schedule WPS Salary Information File | Employe
> Employee Leave Balance Workshee =l Attendar

WPS Salary Information File
> Update Employee... Forward Leaves Salary Slip
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q 1 P
Period Code I M-2019-04

Workbook File Name

t ICompany

Ehow results

Where: | Name v s ICRONUS International L'

| =]

PA_________ — S

Click on the field Period Code
Click on the field Name
Click on the button OK

wn e

1.3. How to enter Leave Applications

1.3.1. Leave Applications

In order to record any leaves taken from the employee Leave Applications need to be created.

Click on the navigation menu item Leave

Applications
oyee Provision Entries  Final Settlements Leave Re-Join Applicati
ACTIONS
-+ Employee Hours Log > Grounds for Termination
=+ Em Project Percentages > Batches
-+ Employee Shift Schedule WPS Salary Information Fi
A Cenmlaons amon Dalaman Fl \iarbrbhonns Sammnaricnn
Click on the navigation menu item New wigsto X+ Leave Appications - Dynamics > X+
scure | 52.178.39.166:8080 )/Default?company=CRONUS%20International®20Ltd.&bookmark=37
Business Central | Leave Applications
‘ayroll UAE Payroll Setup
ave Applications:  All ~ /2 Search | + New| Manage~  Show Attached
SPLICATI.. APPLICATI. Hocs 2w enty |
a2t DATE STATUS CODE EMPLOYEE NAME
4-19-0001 s 772272019 Open AH Annette Hill
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Application No. Imrwgrouos o rom Date &
Application Date 7/25/2019 0 Date &
tmpluy@e Code ‘AH \o :Ha\fDay ® ) 9
Department eave Balance Days o.oo
Designation Secretary emarks | (-]
Jeave Code . B [i0]

1. Click on the field Application No.

2. Click on Employee Code

3. Click on Leave Code

4. Click on From Date

5. Click on To Date

6. Click on Half Day

7. Click on Days 0.00

8. Click on Leave Balance Days 0.00

9. Click on Remarks

10. Click on Status Open

LA-19-000:
Show Attached
X Cancel
Mao. E
Application Date i/
1. Click on the navigation menu item popup Process
2. Click on the navigation menu item Post

Click on the button Yes
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Leave Re-Join Applications
If during the period of the leave an employee returns to work then the Leave Rejoining Application is used.

Click on the navigation menu item Leave Re-Join

Applications

10/17

Final Settlements

CTIONS

- Employee Hours Log

- Em

- Employ

i Emnlavmnn | anun Dalanen

e Project Percentages

ee Shift Schedule

Leave Applications I_eave Re-Join A;JDIi-:ations!

> Grounds for Termination
> Batches
WPS Salary Information File

El \Markehant Camnarican

El Leave Summa
El Payroll Report
Bl Employee Pay

=l Attandanea D

Click on the navigation menu item New

NogkrwdbrE

Cyprus, Headquarters
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bss Central

oo Leave Re

-Join Applications - Dyr X -+

30/Default?company=CROI

Leave Ra-Join Applications

5%20International%20Ltd.&bookmark=37%3b04ca

Click on Application No.
Click on Employee Code
Click on the field Employee Code
Click on Reference Application No.
Click on Re-Join From Date
Click on Re-Join To Date
Click on Remarks

1 Vothilaka Street,

UAE Payroll Setup
oin Applications:  All 2 Search
.| 7/22/2019  Open AH
I/‘\/H:’ .
»
Secretary [ﬁ.e—.‘cu‘ To Date Eo
\o Re-Join Days 0.00
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EMPLOYEE NAME DEPART.. DESIG
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Application Date i/
1. Click on the navigation menu item popup Process
2. Click on the navigation menu item Post
Click on the button Yes A Aeneedil  RefeenceDay N

? Do you want to post the Re-Join Leaves ?
.

1.4. How to view Leave Balances

Click on the navigation menu item Employee Leave
Balance

Employee Loans  Employee Provision Entries  Final Settlements  Leave Applications

ACTIONS

~+ Employee Hours Log > (

ut + Employee Project Percentages >E
Employee Shift Schedule B

| > Employee Leave Balance | Ev

> Update Employee... Forward Leaves EE
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Loy

Use Filters Employee Filter Absence Code Filter Year As on Date
2. The screen includes information such as the Absence Open Balance, Earned Leaves as of date, Total
Available Leaves, Taken Vacation Leave Balance and Carry Forward Leaves.

Automatic Posting of Carry Forward Days On the same screen the Post Carry Forward Days button is
included. This is usually run after year end to Automatically Carry Forward the Leave Balances. The days
carried forward is based on the Leave type rules defined. On the As on Date the last day of the year needs to
be entered and then click on Post Carry Forward Balances.

Absence Code Filter

More options

=+ Post Carry Forward Dayé

CODE* ABSENCE *t

RL BT
1. Click on the navigation menu item popup Process
2. Click on the navigation menu item Post Carry Forward Days
CI|Ck on Yes NO YEART Y (DAYS) DATE LEAVES TAKEN'
2019
2019
? )I?;?ngga;t to post the Final Employee Leave Balances for the
Yes No {'00
2019 45.00 45.00
2019
2019 12,83 12.83
2019
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1.5.

How to run Encashments

Through Encashment Bonus, Airfare tickets and Leaves can be encashed.

og > Grounds for Terminati

Percentages > Batches

hedule Encashments formatic
alance Comparisc
Final Settfenfents
... Forwat
Payroll Journal
1. Click on the navigation menu item popup Batches
2. Click on the navigation menu item Encashments
Click on the navigation menu item New incashments - Dynamics - X+
080/BC130/Default?’company=CRONUS%20International®20Ltd.&bookmark=31%3b1ocaAw]7%2f0UA(
Payroll Setup & ENCASHMENTS
forksheet LisERSSENY P search |+ New| Manage Show Attached
PAY
DOCUME... DOCUME... ENCASH... PAYMENT AC(
NO. t DATE TYPE TYPE NO.
|earn r EC-19-0001 T 772242019 Airfare Bank GIR
- (_Qh-'—r; EC-19-0002 7/22/2019 Airfare Bank GIR
EC-19-0004 7/25/2019 ﬂ
1. Click on Document No.
2. Click on Document Date
3. Click on Encashment Type Airfare Bonus Annual Leave
4. Click on Payment Type G/L Bank
5. Click on Payment Account No.
6. Click on Encashment Till Date
7. Click on Posting Date
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Encashment Dc

Show Attached | Ay

Calc. Encashment Lind

Document Mo, EC-19-0004

1. Click on the navigation menu item popup Process

2. Click on the navigation menu item Calc. Encashment Lines
The total calculated amount and total Disbursement Amount are now calculated from the Encashment
Lines included which include the calculated amount and Disbursement Amount for each Employee. If
required the Disbursement Amount on the line for each employee can be changed accordingly based
on any management decisions.

FC-19-0004
proce4)) Show Attached | Actions

Calc. Encashment Lines
Document No. EC-19-0004
1. Click on the navigation menu item popup Process
2. Click on the navigation menu item Post
Click on the button Yes I i“ — |:'—

it No. -«

Do you want to post the Document No. EC-19-0004 for
Date - -4 . Encashment Type Airfare 7

ines

ALCULATED DISBURSEM
£NO. NAME AMOUNT AMOUNT
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1.6. How to run Final Settlement

Click on the navigation menu item popup Batches ]

atries  Final Settlements  Leave Applications  Leave Re-Join Applications

ACTIONS

-+ Employee Hours Log >_Grounds for Termination [El Leave Su
-+ Employee Project Percentages > Batches v [E Payroll R
-+ Employee Shift Schedule WPS Salary Information File  [E Employe
> Employee Leave Balance Worksheet Comparison B Attendar

> Update Employee... Forward Leaves Salary Slip

Click on the navigation menu item Final Settlements  erovision entries

Final Settlements  Leave Applications  Leave Re-Join Applications

ACTIONS

~+ Employee Hours Log > Grounds for Termination
~+ Employee Project Percentages > Batches

+ Employee Shift Schedule Encashments Information File
> Employee Leave Balance [Comparison

Final Settlements

Payroll Jou =

> Update Employee... Forwg

LOANS START
Click on the navigation menu item New fnal Settlements - Dynar X%+
080/BC130/Default?company=CRONUS%20International%20Ltd.&bookmark=35%3b1lcaAw) 73620 YA\
Payroll Setup € FINAL SETTLEMENTS

forksheet List ~ Addit
L Search |+ New Manage Show Attached  O8

DOCUME... DOCUME... POSTING EMPLOYEE
| NO. * DATE DATE NO
e a rn r FS-19-0000... 7/22/2019 7/22/2019
- FS-19-0000... 7/24/2019 7/24/2019 MH
: (antl / /

Final Settlemeant
1. Click on the field Document No.
2. Click on the field Document Date
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3. Click on the field Posting Date
4. Click on the field Employee No.

FS-19-00000

Report  Show £

Calculatifs

Posting Date

= Post

1. Click on the navigation menu item popup Process
2. Click on the navigation menu item Calculate

Once the Calculate is run then the Benefits and Deduction amounts are calculated.

=

O er Bareht o

1. Click on Benefits
2. Click on Deductions
3. Click on Final Settlement
4. Click on Final Settlement Amount 0.00
Based on Management Decision the Total Gratuity Amount, Total Leave Salary, Total Airfare Amount
and Total Bonus Amount may need to change so these fields are editable.
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FS-19-000003
broce) Report  Show Attach

Calculate =+ PoiE:

Document Mo.

1. Click on the navigation menu item popup Process
2. Click on the navigation menu item Post
C||Ck on the button YeS Grounds for Termination Code - -~ - -~ - - -+ - - - |

Termination REason -« « « =« covvveieiinnnn |

'? Do you want to post the final settlement for the Employee MH.
.
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