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Human Resource 

Reference 

Period Reference · Step by Step 

1. Select menu Human Resource – Reference – Period Reference  

To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 

 

 

Cut Off Period · Step by Step 

1. Select menu Human Resource – Reference – Cut Off Period, then it will appear: 



 

Intikom Berlian Mustika, PT. Human Resource • 4 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 
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Calender · Step by Step 

1. Select menu Human Resource – Reference – Calender, then it will appear: 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. Data will be saved automatically. 

 

 

Level · Step by Step 

1. Select menu Human Resource – Reference – Level, then it will appear: 
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2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. Data will be saved automatically. 

 

 

Cost Center Code · Step by Step 

1. Select menu Human Resource – Reference – Cost Center Code, then it will appear: 



 

Intikom Berlian Mustika, PT. Human Resource • 7 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 

 

 

Position Code · Step by Step 

1. Select menu Human Resource – Reference – Position Code, then it will appear: 
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2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 

 

 

Location Code · Step by Step 

1. Select menu Human Resource – Reference – Location Code, then it will appear: 
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2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. Data will be saved automatically. 

 

 

Ranking Code · Step by Step 

1. Select menu Human Resource – Reference – Ranking Code, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. Data will be saved automatically. 

 

 

Tobacco Code · Step by Step 

1. Select menu Human Resource – Reference – Tobacco Code, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. Data will be saved automatically. 

 

 

NPWP · Step by Step 

1. Select menu Human Resource – Reference – NPWP, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 

 

 

Work Pattern Code · Step by Step 

1. Select menu Human Resource – Reference – Work Pattern Code, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. Data will be saved automatically. 

 

 

Shift Code · Step by Step 

1. Select menu Human Resource – Reference – Shift Code, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 

 

 

 

Absen Code · Step by Step 

1. Select menu Human Resource – Reference – Absen Code, then it will appear: 
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2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 



 

Intikom Berlian Mustika, PT. Human Resource • 16 

 

 

Data Entry 

Employee Master Data 

Personal Data · Step by Step 

1. Select menu Human Resource – Data Entry – Employee Master Data – Personal Data, then it 

will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 

 

 

Salary Historical Data · Step by Step 

1. Select menu Human Resource – Data Entry – Employee Master Data – Salary Historical 

Data, then it will appear: 
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2. Then, select the data to display, then click Show Data button 

 

Import Employee Data · Step by Step 

1. Select menu Human Resource – Data Entry – Employee Master Data – Import Employee 

Data, then it will appear: 

 

  

2. Select Import, then click Choose button, select the data to import 

 

 

3. Select Download Template to download the template, click Open With if you only want to 

open the file. Click Save File to saved and open the template has been downloaded. 
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Termination Employee · Step by Step 

1. Select menu Human Resource – Data Entry – Termination Employee, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

 

3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 
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the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 

 

Absenteeism Data Entry · Step by Step 

1. Select menu Human Resource – Data Entry – Absenteeism Data Entry, then it will appear: 

 

  

Leave Data Entry By Employee No · Step by Step 

1. Select menu Human Resource – Data Entry – Leave Data Entry By Employee No, then it will 

appear: 
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2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

 

Leave Data Entry for All Employee · Step by Step 

1. Select menu Human Resource – Data Entry – Leave Data Entry for All Employee, then it will 

appear: 
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2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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Process 

Update Absenteeism Process 

1. Select menu Human Resource – Process – Update Absenteeism Process, then click Update 

Absenteeism Process 

 

Update Absenteeism Process for updating the attendence data to employees absenteeism 

calendar. 

 

2. Select menu Human Resource – Process – Update Absenteeism Process, then click Template 

Absenteeism Process: 

 

Template Absenteeism Process is intended to make everyday absence for the defined absence 

period. 
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Report 

Employee Master . Step by Step 

1. Select menu Human Resource – Report – Employee Master, then it will appear: 

 

Report Employee Master to display employee data in report format. 

Print Button to print report in printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  

 

 

3. If the printed format report is necessary, then click Schedule 
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Input the filed which need to adjust then click OK. 

 

 

Absenteeism Daily · Step by Step 

1. Select menu Human Resource – Report – Absenteeism Daily, then it will appear: 
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Report Absenteeism Daily to display employee absence data in report format. 

Print button to print report in the printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  

 

 

3. If the printed format report is necessary, then click Schedule 
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Input the filed which need to adjust then click OK. 

 

Overtime Report · Step by Step 

1. Select menu Human Resource – Report – Overtime Report, then it will appear: 

 

  

Overtime Report to display employee overtime data in report format  . 
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Print button to print report in the printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  

 

 

3. If the printed format report is necessary, then click Schedule 

 

 

Input the filed which need to adjust then click OK. 
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Leave Balance · Step by Step 

1. Select menu Human Resource – Report – Leave Balance, then it will appear: 

 

   

Leave Balance Report to display employee leave balance data in report format.  

Print button to print report in the printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  
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3. If the printed format report is necessary, then click Schedule 

 

 

Input the filed which need to adjust then click OK. 
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Utility 

Notification/Alert 

1. Select menu Human Resource – Utility – Notification/Alert, then it will appear: 

 

 

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

 

Change Employee No . Step by Step 

1. Select menu Human Resource – Utility – Change Employee No, then it will appear: 
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2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically.

 

 

Fingerprint . Step by Step 

 There are 2 keys to set up the fingerprint: 

1. Create the Windows Task Scheduler to pull the fingerprint data (CSV) from the fingerprint 

machine. 

2. Create the Job Queue in the Business Central to process and input the fingerprint data (CSV) 

into the Absenteeism table. 

To achieve those keys, please follow the instructions below: 

Set up the Windows Task Scheduler 

1. Create a folder named Template, Input, and Processed. 

 

2. Put the AmbilLogTemplate.csv file below in the Template folder. 

AmbilLogTemplate.c

sv
 

3. Download and extract the fingerprint application for the fingerprint machine from the AOI 

Fingerprint Job.rar file below to the Input folder (This is important, make sure you put those 

files inside the Input folder). The archive consists of the AmbilLog1.exe file and AmbilLog1.bat 

file to pull the data from the fingerprint machine. 

AOI Fingerprint 

Job.rar
 



 

Intikom Berlian Mustika, PT. Human Resource • 33 

4. Right-click the AmbilLog1.bat and click edit. 

 

5. List all the fingerprint machines inside the AmbilLog1.bat file. There’s no limit to how much 

the machine you can add. 

 

6. Create a Windows Task Scheduler, open it by pressing Windows + R keys and type 

taskschd.msc and then press Ctrl + Shift + Enter keys to run it as Administrator. 

 

7. Create a new task by clicking Create Task in the right-side panel 
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8. In the General tab, enter the information needed as the Name of the task, please Change User 

or Group to the Administrator User or Group so the application can be executed without 

issue, and please choose the Run whether user is logged on or not option. 

 

9. On the Triggers tab, click New Button. 
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10. Fill in the information needed. On the Repeat task every, you can set how many times the 

fingerprint data will be pulled on a day. Click OK 

Important: Please take notes about the repeat times and make it the same with the 

parameters of the fingerprint on the Business Central application. For example, if you set it to 

run every six-hour and the start time at 12:00 AM, you must set the fingerprint time 

parameters to 12:xx AM, 06:xx AM, 12:xx PM, and 06:xx PM, fill in the xx parts with how long 

the fingerprint job running time is. This is important to make sure the job is complete and the 

data exist, so the Business Central can pull those data and import it to the Business Central. 

 

11. On the Action tab, click the New button 
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12. Choose Action to Start a program, choose the AmbilLog1.bat by typing the File Location at the 

Program/Script field or simply by clicking the browse button and choose the file. And fill the 

Start in (optional) with the folder path of the AmbilLog1.bat file. 

  

13. Click OK to save the task, you will be prompted to fill in the password. 

Set up the Job Queue on the Business Central 

1. Select menu Human Resource > Utility > Fingerprint > Fingerprint, click the pencil icon to edit 

the parameters, and fill it with arguments below: 

- Template file Path:  ..\Template\AmbilLogTemplate.csv 

- Input folder path:  ..\Input 

- Processed folder path:  ..\Processed 
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2. Select menu Human Resource > Utility > Fingerprint > Finger Print Time, click the New 

button, set up the time according to the Windows Task Scheduler You’ve set up before (see 

the Set up the Windows Task Scheduler point no. 10), and turn on the Enable Flag. Add 

entries as many as the repetition You’ve set in the Windows Task Scheduler. 

Notes: you can use AM/PM or 24-Hour format to fill in the Finger Print Time parameter. 

 

 

 

3. Create the Job Queue on the Business Central to process and input the fingerprint data into 

the Absenteeism table by opening the Job Queue Entries page. You can open it by clicking on 

the search bar and type Job Queue Entries. 
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Create the Job Queue by following the argument below: 

- Object Type to Run: Codeunit 

- Object ID to Run: 53022 

- Description: Fill the description up to Your needs 

- Run on Monday – Sunday: Enable the flag up to Your needs 

- Starting Time: Fill it according to the time You’ve set in Fingerprint Time 

- No. Of minutes between Runs: fill it according to the recurrence You’ve set in Task 

Scheduler 
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Payroll 

Reference  

Salary Component Data · Step by Step 

1. To go into Salary Component Data, Select menu Payroll – Reference – Salary Component 

Data, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically  
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3. To update the data, in picture 1 salary component data, click on the fields that need to be 

adjust and input the data. The data will be saved automatically. 

 

 

Tax Rate · Step by Step 

1. Select menu Payroll – Reference – Tax Rate, then it will appear: 

 

  

In case all fields are disabled, then click as shown above. If the information Make changes on the 

page already changes to Open the page in read-only mode, then the data about to has been 

enable. 

 

2. Field already enable. To update the data, input the fields that need to be adjust and data will 

be saved automatically. 
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SPT Format · Step by Step 

1. Select menu Payroll – Reference – SPT Format, then it will appear: 

 

  

In case all fields are disabled, then click . If the information Make changes on the page 

already changes to Open the page in read-only mode, then the data about to has been enable. 
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2. Field already enable. To update the data, input the fields that need to be adjust and data will 

be saved automatically. 

 

 

 

Data Entry 

Salary Master Data . Step by Step 

1. Select menu Payroll – Data Entry – Salary Master Data, then it will appear: 
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2. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 

 

 

 

 

Salary Accumulation Data · Step by Step 

1. Select menu Payroll – Data Entry – Salary Accumulation Data, then it will appear: 
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2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

 

3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 
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Bonus Data Entry · Step by Step 

1. Select menu Payroll – Data Entry – Bonus Data Entry, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. If all the file disabled, then click as shown below. If the information Make changes on 

the page already changes to Open the page in read-only mode, then the data about to has 

been enable, input the fields that need to be adjust and data will be saved automatically. 

 

THR Data Entry · Step by Step 

1. Select menu Payroll – Entry – THR Data Entry, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. Data will be saved automatically. 

 

THR Formula · Step by Step 

1. Select menu Payroll – Entry – THR Formula, then it will appear: 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 

 

3. To update THR Formula, click on the data which need to update. Input the fields that need to 

be adjust. Data will be saved automatically. 
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Severance Data Entry · Step by Step 

1. Select menu Payroll – Entry – Severance Data Entry, then it will appear: 

 

  

2. Click New button, then input the fields that need to be adjust, the data will be saved 

automatically. 
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3. To update the data, click on the data which need to update. Input the fields that need to be 

adjust. Data will be saved automatically. 
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Process 

Import Data From Excel . Step by Step 

1. Select menu Payroll – Process – Import Data From Excel, then it will appear: 

 

 

2. Click Import File, then click Choose to select filed to import. 

 

 

3. If data has been selected and correct, then click OK. Then imported data is already available.  
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Monthly Process 

The Monthly Process is run to proceed the payroll every month. 
 

Absenteeism & Overtime · Step by Step 

1. Select menu Payroll – Process – Monthly Process - Absenteeism & Overtime, then it will 

appear: 

 

To proceed Absenteeism & Overtime, click OK. Then data will be proceded. 

Absenteeism & Overtime process has a purpose to proceed the attendance data from finger 

print to calculate lateness, overtime, Earlyback, dll. 

 

Salary Calculation Process· Step by Step 

1. Select menu Payroll – Process – Monthly Process - Salary Calculation Process, then it will 

appear: 
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To proceed Salary Calculation Process, click OK. Then data will be proceded. 

Salary Calculation Process to calculate allowance, deduction, bpjs, and bpjs kesehatan. 

 

Severance Process · Step by Step 

1. Select menu Payroll – Process – Monthly Process - Severance Process, then it will appear: 

 

To proceed Severance Process, click OK. Then data will be proceded. 

Severance Process to calculate tax of severance and tax of take home pay. 

 

Tax Calculation · Step by Step 

1. Select menu Payroll – Process – Monthly Process - Tax Calculation, then it will appear : 

 

To proceed Tax Calculation, click OK. Then data will be proceded. 

Tax Calculation to calculate tax of PPH21 and take home pay. 

 

Transfer Bank Process · Step by Step 

1. Select menu Payroll – Process – Monthly Process - Transfer Bank Process, then it will 

appear : 
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To proceed Transfer Bank Process, click OK. Then data will be proceded. 

Transfer Bank Process to create the SCB File. 

 

Monthly Payroll Closing Process · Step by Step 

1. Select menu Payroll – Process – Monthly Process - Monthly Payroll Closing Process, then it 

will appear : 

 

To proceed Monthly Closing Process, click OK. Then data will be proceded. 

Monthly Payroll Clossing Process is to input the current month payroll data to accumulate it. 

 

Monthly System Closing · Step by Step 

1. Select menu Payroll – Process – Monthly Process - Monthly System Closing, then it will 

appear : 
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To proceed Monthly Closing Process, click OK. Then data will be proceded. 

Monthly Closing Process for closing  the current month openning the payroll process in the next 

month. 

 

Yearly Process 

This process can only be done at the end of the year (in December), to calculate the SPT and 

moving forward to the January period in the following year. 

Final Tax Process . Step by Step 

1. Select menu Payroll – Process – Yearly Process – Final Tax Process, then it will appear : 

 
 

To proceed Final Tax Process, click OK. Then data will be proceded. 
Final Tax Process has a purpose to calculate the final tax/tax 

 

SPT Process · Step by Step 

1. Select menu Payroll – Process – Yearly Process - SPT Process, then it will appear : 
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SPT Process is to calculate / generate employee SPT reports. 

    Print button to print report in the printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  

 

 

3. If the printed format report is necessary, then click Schedule 
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Input the filed which need to adjust then click OK. 

 

 

Year End Process · Step by Step 

1. Select menu Payroll – Process – Yearly Process – Year End Process, then it will appear : 

 

To proceed Year End Process, click OK. Then data will be proceded. 
Year End Process will be done if the calculation of SPT is already correct. 
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Report 

Salary Report 

1. Select menu Payroll – Report – Salary Report, then it will appear: 

 

Salary Report  to display salary employee data in report format. 

Print button to print report in the printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  

 

 

3. If the printed format report is necessary, then click Schedule 
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Input the filed which need to adjust then click OK. 

 

 
 

Payment Slip 

Salary Slip 

1. Select menu Payroll – Report – Payment Slip - Salary Slip, then it will appear: 
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Salary Slip  to display employee salary slip in report format. 

  Print button to print report in the printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  

 

 

3. If the printed format report is necessary, then click Schedule 

 

 

Input the filed which need to adjust then click OK. 



 

Intikom Berlian Mustika, PT. Payroll • 60 

 

 

Bonus Slip 

1. Select menu Payroll – Report – Payment Slip - Bonus Slip, then it will appear: 

 

Bonus Slip  to display employee bonus slip in report format 

    Print button to print report in the printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  
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3. If the printed format report is necessary, then click Schedule 

 

 

Input the filed which need to adjust then click OK. 

 

 

THR Slip 

1. Select menu Payroll – Report – Payment Slip - THR Slip, then it will appear: 

 

THR Slip  to display THR Slip in report format. 
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  Print button to print report in the printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  

 

 

3. If the printed format report is necessary, then click Schedule 

 

 

Input the filed which need to adjust then click OK. 
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Pension Slip 

1. Select menu Payroll – Report – Payment Slip - Pension Slip, then it will appear: 

 

Pension Slip  to display pension slip in report format. 

  Print button to print report in the printed format. 

Preview button to display report in PDF format. 

 

2. Click Send To button to display report in PDF/Word/Excel format.  



 

Intikom Berlian Mustika, PT. Payroll • 64 

 

 

3. If the printed format report is necessary, then click Schedule 

 

 

Input the filed which need to adjust then click OK. 
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Reconcile Report 

1. Select menu Payroll – Report – Reconcile Report, then it will appear: 

 

To printed Reconcile Report, click OK. 
 

ESPT Process Data 

This process is to calculcate / generate SPT report format. 
 

E-SPT 1721 | Masa 

1. Select menu Payroll – Report – ESPT Process Data – E-SPT 1721 | Masa, then it will appear: 

 

Input the fields that need to be adjust, the data will be saved automatically. 

 

Print E-SPT 1721i A1 

1. Select menu Payroll – Report – ESPT Process Data – Print E-SPT 1721i A1, then it will 

    appear: 
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Print E-SPT 1721i A1 to display the E-SPT 1721i A1 form report.  

2. Click Send To button to display report in PDF/Word/Excel format.  

 

 

3. If the printed format report is necessary, then click Schedule 

 

 



 

Intikom Berlian Mustika, PT. Payroll • 67 

Input the filed which need to adjust then click OK. 

 

 

Export CSV E-SPT 1721 A1 

1. Select menu Payroll – Report – ESPT Process Data – Export CSV E-SPT 1721 A1, then it will 

appear: 

 

Export CSV E-SPT 1721 A1 for SPT purpose into csv file  format as needed for e-spt program from 

Taxation Departemen. 


