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Overview:

In Payroll System, Employee Loans Module is use to record different loans availed by each
Employee. By having this setup, the system will automatically deduct the Loan Amount based on
the Installment count set when processing Transactions.

Procedure(s):

1. Under View Tab > Employees
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3. In Miscellaneous Tab, tick ‘Include Loans’. This option will enable the processing of Loan

Pare Manbeth | Persana Detais |

Enployee Code o4 Bametne Code [0 s Woge: Z tnkcte
Lmtheme  [Formorepe Darwed  [si2fe19

J—— Frttione ey P T
[F— Gorcer  [Fomae T cvismen: [nge
Stnm = ] et Aeress |

upioad ] cewr | || Rerk [z e -Jcontactie. |

T T — L Po—

HOLIDAY SET AR

52 Mo Wor o Pay During Regular Holdays.
51 o Work o Py Dusing Specl Holcays
7 Wark o Py Atter Rsgulr Haliders
1o work i By After Specal by
2 Mo Work No Pay Before Regulr Holdars
61 Work N Py Before Specl Hoders

¥l nduce Lons ¥l mdode Alowance.
T Bereiit

4. To create Employee Loan, Go to View Tab > Employee Files > Employee Loans
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5. Choose Employee and Click ‘New’
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Employees

Drag & column header here to group by that column

Loans

Drag a column header here to group by that column

Identify the Loan Type and fill in the ff:
Loan Category

Date Granted

Code Employee Name ‘ ‘ | Date Description Amount Total Payments | Status
ED01 Shawn Sandoval

B E002 Maurine Reichel

|| E003 Michael Santos

B E004 Annetts Gomez

z_fMary Jean Formarejo

Date Started — Date when to start the auto deduction in Transactions

Installment Count — the system will deduct every schedule (e.g. if 2 years to pay but

payroll cutoff is semi-monthly, instead of 24, input 48)

Amount — Total Loan Amount

Interest (Optional) — Interest Amount on Top of the Loan Amount
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Details || payments |

Loan Type | () Others (@) 555 Loan ) PAG-IBIG Loan ‘ I

Gther Loan Type -
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Description |55 Loan |

Loan Category |Calamity - ‘

Date Granted Date Started

Installment Count 127

Amount [ 20,000} |

Interest | :

Total Amount |
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7. For Loan Deduction processing, Go to View Tab > Schedules

Tools

8. In Schedules, Click ‘New’, and make sureto enable ‘Loans’ in Processing Options and click
Save.
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9. In Transactions > Add All Active, Loan setup has been reflected and deducted in the
employee.
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Note: Loan will continuously deducted every time the ‘Loans’ is ticked upon creating of
new Schedule and will end once Installment Count setup has been reached.

Drag a column header here to group by that column 2 || [Fransacion Detais || vise || Bonuses || Summary
Paycontrol No. Start Date End Date ‘ S
520210101 1/1/2021 1/15/2021
— e — 3 Reqular Pay 10,000.00 Alowances 0.00
— 5201]0301 4 fuz;n 5 ’15 /zuu ECOLA 0.00 Taxable Alowances .00
o [swr0302 ooz P il erres 20 Toud ponws o
NSD 0.00 Leave Conversions 0.00
Adjustments 0.00 Cash Bond Issued 0.00
De Minimis 0.00 Other Benefits 0.00
Deductions
b Absents 0.00 SS5 450.00
Lates 0.00 HDMF 0.00
# Employees Undertime 0.00 PHIC 150.00
Deductions 0.00 Withholding Tax 0.00
Drag a column header here to group by that column p— B T
Code
Fo0s Computation of Net Pay
| |Eoos Santos, Michael Total Computation
TOTAL DEDUCTIONS 3,266.67
Total Computation
GROSS PAY 10,000.00
TOTAL DEDUCTIONS 3,266.67
NET PAY 6,733.33

For further concerns regarding this matter, please contact support to assist you or
create ticket thru this link https://qnesupportph.freshdesk.com
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