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Foreword

Dedicated to Ovido.

You inspire me!
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1 Installation

Hi!

Welcome to the 4PAY Manual.
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2 Getting Started

The system has been designed with simplicity in mind!

The concept is as follows:

1. Maintain your static info of the workers.
2. Maintain the "period"/month hours that they have worked. Eg, 180 per month.
3. Run the Update.
4. Print the Wage slips & all related reports you require.

You can follow the steps above as many times as you wish until you are happy - Only then do
the month end!
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So, Lets get started :

Firstly, Enter your company details:
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3 Maintenance

This section is used to maintain all your employee details & hours worked.
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3.1 Maintain Employee Static Info
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3.2 Maintain Periodic Info

The periodic info applies to the hours, additions & Deductions applicable to this period only!

Remember, additions OR subtractions are not allowed if the Static of that employee already
includes the addition or deduction. In other words,
You cannot have static info for a loan deduction AND a periodic deduction as well.
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4 Update

The update is where all the calculations wrt TAX, UIF etc happens. Once you go back to
maintain the static info OR Periodic Info,
you HAVE to run the update to create the new files to print your reports.
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5 Reports
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5.1 Pay slips
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5.2 Coinage Analysis
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5.3 Bank Transfers to be Made
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5.4 Hours Worked

5.5 Additions

5.6 Deductions
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5.7 IRP5
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6 4PAY Utilities

These are standard text files & can be edited for your own use.
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6.1 4PAY Company Parameters
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6.2 4PAY Agreements
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6.3 4PAY Settlement
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6.4 4PAY Warning
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6.5 4PAY Leave Form

7 4PAY Period End
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