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Foreword

Foreword

Dedicated to Ovido.

You inspire me!
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Installation

1 Installation
Hi!

Welcome to the 4PAY Manual.

17 4pay — X

Welcome to the 4PAY Setup Wizard

The inztaller will guide you through the steps reguired to install 4PAY on pour computer.

WARMIMG: This computer program iz protected by copueright law and intermational treaties,
IInautharized duplication ar distribution of this prograrm, ar any portion of it, may result in zevere civil
of criminal penalties, and will be progzecuted to the marimum extent pozzible under the law,

Cancel < Back
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APAY Deployment

Welcome to the 4PAY Setup Wizard

Select the type of Installation of your 4PAY system :

(®) 4PAY installation for your Server (Main PC Installation)

Select Server for your
i) Ml other 4PAY PC installations FIRST pc to run 4PAY

Cancel Mext Close
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Installation

4PAY Deployment

Welcome to the 4PAY Setup Wizard

Please Wait...Detecting and uninstalling old 4Pay version

Cancel et Close

© 2021 4POS Software
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4PAY Deployment

Welcome to the 4PAY Setup Wizard

4Pay deployment process successfully completed

Close

A" 4PAY Login

4PAY Application Suite

Software for the independently minded Paymaster!

menehisee !

(Default is default)

Mote the defaults. ..
Password : I
(Default is password)

On new Installations Simply click OK
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Installation 9

B apav

Wages Maintenance  Update Reports | Utilities | Period End  Help

Company Parameters
Export C5V

Mantain Passwords
4PAY Agreement
4PAY Settlement
4PAY Warning

4PAY Leave Form

= b Software for t
Hi Default

C:MPAYSERVER!

H User Passwords ¥ | Create/Edit Entry
Add User Edit Refresh
UserName Firstame: Lasthame .. Permissions
Manager Joe Soap Select
Supervisor Jane Doe Pemmissions Manager
Joe
Soap
e
e
Disah
Undo Exit

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.

4PAY Demo

Friday 08 Feb 2019

[®&] Maintain Static Information

Maintain Periodic Inputs
Leave Maintainance
Maintain System Parameters
Periodic Reporting

Security

Utilities

Exit

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:

B apay

Wages Maintenance Update Reports | Utilities  Period End  Help
Company Parameters

‘) Ap 1 Export CSV

Mantain Passwords

[ = =] Software for t 4PAY Agreement

APAY Settlement
APAY Warning
APAY Leave Form
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Getting Started

1"

_*,: Company Parameters

Tax Tables

Define Working Days

Company Mame |TEST Company

fddiess |1 est Address

Email Address Iemail@testcompany. com

Telephone Itestdne

I
Tan Mumber |Ta:-c number ;

Fax Itestfa:-:

[~ Calculate Tax?

Calculate TAXES
for your employees?

UIF Settings

— Employes Contribution

Rate |D &+ Percentage © Amount
— Employer Contribution
Rate i + Percentage ( Amaunt

© 2021 4POS Software
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E Company Parameters

Company Details  Company Parameters Tax Table®  Define Working Days  Pole Display

Pay Frequency [IRFTN - Import Taxtable

Iin

Max

Annual Eguivalent

0.00
1,150.00
1,152.00
1,154.00
1,156.00
1,158.00
1,160.00
1,162.00
1,164.00
1,166.00
1,168.00
1,170.00
1,172.00
1,174.00
1,176.00
1,178.00
1,180.00
1,182.00
1,184.00

1.186.00
<

1,149.00
1,151.00
1,153.00
1,155.00
1,157.00
1,159.00
1,161.00
1,163.00
1,165.00
1,167.00
1,169.00
1,171.00
1,173.00
1,175.00
1,177.00
1,179.00
1,181.00
1,183.00
1,185.00
1.187.00

59,743.00
59,826.00
59,930.00
£0,034.00
£0,138.00
60,242.00
60,346.00
£0,450.00
£0,554.00
60,658.00
60,762.00
£0,866.00
£0,970.00
61,074.00
61,178.00
61,282.00
1,386.00
61,490.00
61,594.00
61.698.00
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Getting Started 13

_'*_: Company Parameters

Company Settings

Tax Tables Define Working D ays:

[~ Camy Ower Leave Days To Anather “ear

Company Working Days

¥ Monday ¥ Tuesday v ‘wiednesday v Thursday

v Friday [ Saturday ™ Sunday

Wwieekly Pay Day I Friday

© 2021 4POS Software
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B apay

Wages Maintenance Update Reports  Utili
Maintain Static Information
Maintain Pericdic Inputs

Clack Summary

Leave Inputs

Leave Types

Edit Addition List
Edit Subtraction List
Edit Holidays

Edit Departments
Edit Positions

Exit

Maintenance

This section is used to maintain all your employee details & hours worked.

B apay

Wages Maintenance Update Reports  Utili
Maintain Static Information
Maintain Periodic Inputs

Clack Summary

Leave Inputs

Leave Types

Edit Addition List
Edit Subtraction List
Edit Holidays

Edit Departrnents
Edit Positions

Exit

© 2021 4POS Software



Maintenance

3.1 Maintain Employee Static Info

B apay

Wages Maintenance Update Reports
Maintain Static Information
Maintain Periodic Inputs

Cleck Summary

Leave Inputs

Leave Types

Edit Addition List
Edit Subtraction List
Edit Holidays

Edit Departrnents
Edit Positions

Exit

Litili

15
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* Static Information

Staff List :
Baber Abbas
Bernard Holy
Clarkson Phiri
Godwin Pamire
Markus Olivier
Michael Yermeulen
Nicole Lee Cooper
Rejoyce Motsoakae
Ronald Maputi
Simpiwe Kabekele
Teererai Maviki
Teresa Yeltman
Yincent Seleka
Werner Luus

FActive Dnly

© 2021 4POS Software



Maintenance 17

Employee Details
Employee Details of: Clarkson Phiri

‘ i 2: Banking Details Wage History
1 O - i _Pa_l,l Period _Tot Met Pay Tot Sub
& [TotSub |

E Anount bo be Trarstered

Children * Percent: " Amaount

=gy 1993502001 - A
. EMOve
1 - Customer ik

- Customer:
Jone

Enter all

personal detail T
Eenefit Fund Medical Aid
&y Interva 2

Addition [ BEEW Deductions

Haration Naration

Standard additions
eg. Tranzport allowance

Standard deductions
eg. Loan repayments,
housing etc

Link Erployes Eo Persan in 4Pos

e _ Clarkson Phin
Tot Muldition: R 0.00 Tot Deduction: R 0.00 .
W

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.

© 2021 4POS Software
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Wage Calculation

Employee Numhber

Employee Details of: "

Overtime 2.0ph
Night Shift

Extra Audditions and Deductions
Addition IEER | peductions [ Del |

003 Advance Salary R 50.00

Tot fuldition: R 0.00 Tot Deduction: R 50.00

Update

Pay Period

Gross Pay

Hours x1
Howrs x1.2
Howrs x 1.5

Hours x2
Night Shift
Hourly Pay

Tot Addition
Tot Gross
UIF

TRX
Tot Deduct

Net Pay

R 1,760.00
R 1,760.00

R 0.00

R 0.00

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.

2 Wage Update

Simply make a zelection on

orithly

whether you are running an
update on Monthly employees
only or Weekly or all [At the
end of the month]

© 2021 4POS Software



Update 19

HOURS x2 0.00
NIGHT SHIFT 0.00
HOURLY PAY 5,000.00
TAX 0.00
UIF 0.00

ADDITION: WTD  0.00 MTD  0.00 ¥TD 2,000.00

DEDUCTION: WTD  1,000.00 MTD 1,000.00 ¥TD 2,400.00

101 Sirnpiwe kabekels Femals B =1 o] Admin R 2,310.00 2,50 o]

HOURS x1 180.00
HOURS x1.3 0.00
HOURS x1.5 0.00
HOURS x2 0.00
NIGHT SHIFT 0.00
HOURLY PAY 2,310.00
TAX 0.00
UIF 0.00

ADDITION: WTD  0.00 MTD  0.00 ¥TD 0.00

DEDUCTION: wTD  0.00 wMTD 0,00 YTD 600,00

79 Teerera Tlaiki Male B 0 Support R 5,000.00 0.00 0

HOURS x1 36.00
HOURS x1.3 0.00
HOURS x1.5 0.00
HOURS x2 0.00
NIGHT SHIFT 0.00
HOURLY PAY 1,000.00
TAX 0.00
UIF 0.00

ADDITION: WTD  0.00 MTD  0.00 ¥TD 0.00

DEDUCTION: wWTD  0.00 wmTD 0,00 ¥TD 0.00

© 2021 4POS Software
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5

Reports

Time And Date:

i DATE
I ) EMPL. CODE
MICKHAME EMPLOYEE PERIOD |
ARES DERPARTHENT PEYPOINT SALARY ADVICE Mo |
ACCOUNT Mo PAY METHOD OCCUPATION TAXAELE PERES |
EAWE AWAILABLE AMMUAL EQUIVALER [ = 2112000 COMPAMY COMNTR., - |
HOURS x1 W WAGES %1 UIF =
HOURS ®1.3 WAGEE %13 TAX =
HOURS x1.5 WAGES %1.5 h -
HOURS x2 VIAGES x2
KIGHT SHIFT WAGES NIGHT SHIFT
VIRGES
OUTSTAMDIMG Lo GROSS EARMIMNGS
VEAR T DATE
TAXABLE EARMINGS | TA%ABLE PERKS o PAID PEMSION MED AID
— TOTAL DEDUCTIONS
Bank Transfer 200 | 100 50 20| 10 S 2 1 Sel 2e| 1e
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5.1 Pay slips

‘ DATE
IF/ER: et EMPL., CODE
HICKMAME EMPLOYEE PERIOD |
AREA, CEPARTMENT PAYPOINT SALARY ADVICE No |
ACCOUNT Mo PaY METHOD QCCUPATION TAXABLE PERKS |
EAVE AVAILABLE T ANMUAL EQUIMALEM | B 2112000 COMPAMY COMTR., o |
HOURS x1 WAGES x1 R 14000 urr
HOURS x1.3 WAGES x1.] TAX
HOURS 1.5 WAGES x1.5
HOURS x2 WAGES x2
KIGHT SHIFT 1k WAGES NIGHT SHIFT
WAGES
CUTETARDIMG LOAN GROSS EARMIMGS
YEAR TO DATE
TARABLE EARMINGS TAXABLE PERKS TAx PAID PENSION MED AID
i TOTAL DEDUCTIONS
Bank Transfer Coirage Total | 200 | 100 | 50| 20| 10| S| 2| 1|S0c{20c|i0c| S5c| 2¢| 1c

Time And Date:

© 2021 4POS Software
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5.2

Coinage Analysis

TEST Company

Coinage Report for May 2011

w,
-

=PaYy
EmpCode Name Person LastNanm R200R 100 R50R20 R10 R5R2 R1 50c 20c 10c 5¢c 2c 1c CoinTotal
a2 Amber Hamman 27 0 0 0 0 o 0 0 0 ] ] 0 0 0 5400.00
86~ Cawin  Klem 8 @9 © © © 0 ©0 o 0 0o 0 0 o 0 18000.00
1T Tohn T T Dee T T 11 1 1 o o 1 0 o 1 o o 1 o0 1 2235556
83~~~ M™organ  Fora 120 1 o © © © 0o o0 0 0 0 0 o 0 250000
84~ " Tina ~ Davis 8 @ 1 1 0o 1 © o 0 ©o 0 0 o 0 167500
R200 R100 R50 R20 R10 R5 R2 R1 50c 20c 10c 5c 2c 1c
Total 49 930.56 248 2 2 1 ] 2 ] 1] 1 1] 1] 1 1] 1

R 200 49 600.00

R 100 200.00

R 50 100.00

R20 20.00

R10 0.00

RS5 10.00

R2 0.00

R1 0.00

50c 0.50

20c 0.00

10c 0.00

5c 0.05

2c 0.00
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5.3 Bank Transfers to be Made

TEST Company -
Transfers for the Period: May 2011 u‘
) R
Hrsthame LastName fank Mame Bank Code Ancount Nams Actount Humdsy Total
Amiber Hamman Fb 11222 Amber Hamman 1E3456789 R 5 400,00
Jetin Dot Adves -T2 John Dese 111-333-333 R 3 000,00
Grand Total R 8 400,00

gns'dPAY\Manualclipl015.bmp
played at 39.11%
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54 Hours Worked

Picture: F\Design

TEST Company (1280 x 768) displa

Monthly Hours for the Period: May 2011 wl

=

Tithe st diame Last Hame BRS1 |HEs13 | Hesis | wesio
Amiber Hamman 180,00 000 0.00 0.00

Cakin Klain 180.0:Q n.on 0.00 000

ohn Tioe 15.00 | 0.00 0,00 B.00

wcrgen Forn 000 | 0.00 0,00 .00

Tina [nF, (4 180,00 [ ] 0.00 000

jGrand Tobak: 905.00 | 0.00 0.00 0.00

5.5 Additions

TEST Company -

Monthly Additions For May, 2011

—“=PraYy

Person Firstame Person LastName Amount

May
Bonus

John Doe R 5 000.00

Amber Hamman R 1 000.00

R 6 000.00

Grand Total R 6 000.00

5.6 Deductions

© 2021 4POS Software
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TEST Company

Monthly Deductions For May 2011

=raY

Firstame LastiName Amount
May
Clothing
John Doe R 200.00
Amber Hamman R 200.00
Tina Davis R 200.00
R 600.00
Medical Aid
Tina Davis R 500.00
R 500.00
Pension Fund
Tina Davis R 125.00
R 125.00
May R 1225.00
Grand Total R 1 225.00

© 2021 4POS Software
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5.7

IRPS

. -,
m Employee Tax Certificate -
=
EMPLOYER INFORMATION
| COMPANY MAME:  4PAY Demo |
| IRPS MUMEER: [IRPS Mumber] | ADDRESS
TELEPHOME:
| TAX YEAR: 2019 |
EMAILL:
|REFERENCE MUMBER: | FAX:
EMPLOYEE INFORMATION:
[ EMPLOYEE NAME: Tesat | [ ADDRESS: |
| NATIONALID/ PASSPORT NUMBER: : | [ECOME TAX NUFBER: |
[ DATE OF BIRTH: 2001-02-12 ¢ | [EMPLOYEE NUMBER: 1]
TAX CALCULATION INFORMATIOMN:
[PERIOD EMPLOYED FROM 2015-02-12 00 | [PERIOD EMPLOYED TCx prasant |
[ PAY PERIODS IN TAX YEAR: ? | [FED RATE INCOME: R15,000 |
INCOME SOURCES
Code Description Amount
T I AN RAL,667
3505 FRINGE BENEFLTS RO
GROSS REMUNERATION
Code Description Amount
3555 GROSS TAXABLE ANNUAL PAYMENTS R41,667
=5 GRSS WOR-TARAELE INCOWE ]
o7 GROGS RETIREMERT FURDING INCGHE T
558 GROSS NON-RETIREMENT FUNDING INGOME RO
EES: GROGS TOTAL FaLe57
DEDULCTIONS
Code Description Amount
Er) FERSION FURD CON TR0 T IOnS T
003 PROFIGENT FUND CONTRIBUTIONS RO
3005 MEDICAL AID CONTRIBUTIONS RD
EMPLOYEES TAX DEDUCTION
Code Description Amount
4101 STANDARD [NUOME TAX ON EMPLOYEES-SITE RO
5L FAVE &G YOU EARN-PATE RO
3141 EMPLOYEE AND EMPLOYER, ULF CONTRIBUTION RO
ESLiE TOTAL EMELOVEES TAY RO
Page 1of Date and 2019/02/1:07:42:44 Copyright 4P&v2011
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6 4PAY Utilities

ts | Utilities  Pericd End  Help

This PC » CPOS231218 (C:) » 4PayServer

Fat

& Mame

Log

SCLData
|j APAYAgreement.bed
=| 4PAYLeave bt
|:] 4PAYResignation bt
=| 4PAYSettlement.tet

Company Parameters

Maintain Terminals
Export CSV
Mantain Passwords
4PAY Agreement
4PAY Settlernent
4PAY Warning
4PAY Leave Form
Restore Backup

The Template files are stored
‘[under c:VAPAY S erver fulder.] Size
2019/02/08 04:12 File folder
2019,/02/08 04:31 File folder
2019/02/07 10:41 Text Document 3 KB
2019/02/07 10:41 Text Document 1KE
2019/02/07 10:41 Text Document 1KE
2019/02/07 10:41 Text Document 1KE

=] 4PAYWarning. bt
APAYWhatsMew.bd
] DB.Ini

Simply Right-Click on any of
the fles & “"Open with
Motepad” to edit

+ 10041 Text Document
10:41 Text Document 1KEB
b 04:32 Configuration sett... 1 KB

These are standard text files & can be edited for your own use.
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6.1

4PAY Company Parameters

s | Utilities Pericd End  Help
Company Pararmeters
Maintain Terminals
Export C5V
Mantain Passwords
4PAY Agreement
4PAY Settlement
4PAY Warning
4PAY Leave Form

Restore Backup

© 2021 4POS Software
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29

E Company Parameters

Company Details Company Parameters Tax Tables Define Working Days

Company Name:

Address:

Email Addrezs:

Telephone:
Fax:

Tax Number:

UIF Settings

Pole Display

Compupos

785 Montrose ave,
Little Falls

infoi@compupos.co.za

0105004178

Il Calculate Tax?

Employee Contribution

Employer Contribution
Rate:

@& Amount

© 2021 4POS Software
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E Company Parameters

Company Details | Company Parameters :

Monthly Period No.
Monthhy Working Hours
UIF Ceiling

Pericds in Year (Monthhy)
Start of week from

ear
Weekly Working Hours
Pericds in Year(Weekly)y

Weekly Pericd No.

Tax Tables Define Working Days  Pole Display

I

—
=]
=

- N I
) o S [

2

o

B :Clock Installed

Use Person Hours

© 2021 4POS Software
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E Company Parameters

Company Detaile  Company Parameters Tax Tables  Define Working Days  Pole Display

Pay Freguency

Mortthly

Max

3,025.00
3,025.00
3,027.00
3,028.00
3,029.00
3,030.00
3,031.00
3,032.00
3,033.00
3,034.00
3,035.00
3,035.00
3,037.00
3,038.00
3,039.00
3,040.00
3,041.00
3,042.00

3.043.00
<

3,024.00
3,025.00
3,026.00
3,027.00
3,028.00
3,029.00
3,030.00
3,031.00
3,032.00
3,033.00
3,034.00
3,035.00
3,036.00
3,037.00
3,038.00
3,039.00
3,040.00
3,041.00
3,042.00
3.043.00

from

35|  www.4pos co.zafsupport

6

AY Download & then Import the
38 latest Tax Tables availlable

-

Import Taxtable

36,336.00
36,348.00
36,350.00
36,372.00
36,384.00
36,396.00
36,408.00
36,420.00
36,432.00
36,444.00
36,456.00
36,458.00
36,430.00
36,492.00
36,504.00
36.516.00

0.00
0.00
1.00
1.00
1.00
1.00
1.00
2.00
2.00
2.00
2.00
2.00
J.00
3.00
3.00
3.00

31
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E Company Parameters

Company Details  Company Parameters  Tax Tables | Define Working Days

! Pole Dizplay

Anual Leave due _ Months

B Carry Over Leave Days To Another

Company Working Days

Monday Tuesday Wednezday

Friday B Saturday B Sunday

Weekly Pay Day:

Thursday

© 2021 4POS Software
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E Company Parameters

Company Detaile Company Parameters Tax Tables Define Working Days !

Communication Port:

Delay (

conds ).

[Mot Installed]

B Fole zuooorts olain text

33
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6.2

4PAY Agreements

lle confirm your temporary appointment to the above position and set out
below details of your package and employment conditions:

REPORTING TO: Markus O0livier

COMMENCEMENT DATE: $DEmployed$

Simply edit the file & use
REMUNERATION: $Basic$ PLUS $Bonus$ Exceptional Serwvice Bonus. the $variables$ provided
to be replaced with the

actual info for the

TERMINATION DATE: $TerminationDate$ employee.

WORKING HOURS:

($DAYSS, Saturdays . )
The employee will be remunerated by way of time off in exchange for overtime.

lWorking overtime is an inherent requirement of the position and therefore your availability
to work overtime is a condition of employment.

The company grants $LEAVE$ consecutive days annual leave on full pay to the employee for
each completed month of employment. During the first three months of continued
employment, the employee shall be entitled to not more than $SICKY day(s) sick leave for
every twenty-six (26) days worked.

JOB RESP: $POSITIONS
Please complete, sign and return without delay the following documents:
Duplicate copy of your Letter of appointment, Drivers license if necessary, ID document,

proof of residence.

May we take this opportunity of wishing you every success in your new position.

Yours faithfully,

My period of employment will be as recorded above.

Termination of this agreement will be in writing from either party giving the other
party 2 (two) weeks notice if within the first 3 months of employment; thereafter
one month’s notice is required.

I accept this offer of employment and employment conditions/policies as set out
in the Policy, Disciplinary Code and Procedure Guide. Conditions and policies
contained in the Policy, Disciplinary Code and Procedure Guide have been read
and explained to me. I understand that these conditions will form the terms of
my employment contract.

Please note that should you cause loss to the company by way of negligence you
will be held financially liable.

© 2021 4POS Software
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6.3

4PAY Settlement

Final Settlement

I, $NAME$ Acknowledge receipt of the following in full & final settlement

of all and any claims and/or disputes which may arise now or in future as a result of the termination

of my contract of employment.

Wages : $TOTALS

Notice I e araasararsaaarEraarar s
Leave : $RLEAVE$, ($LEAVES Days)

Other D e
Deductions @ s . .

TOTAL D s —————— .

Signed of my own free will.

Employee D s —————— . Date
Witness D s ————" . Date
Employer D e s s . Date

35
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6.4 4PAY Warning

DISCPLINARY WARNING
DATE ISSUED:$Datelssued$ EXPIRY DATE: $ExpiryDate$

NAME (OF PERSON ISSUING THE WARNING): $issuedBy%
DESIGNATION:$Designation$

ISSUED TO:$Mame$
POSITION:$Position$
EMPLOYEE NUMBER: $EmpNo%

DESCRIPTION OF OFFENCE:
$0ffenced
You are hereby given a WARNING/FINAL WARNING (delete which is not applicable) in respect of this offence:

ACTION REQUIRED TO AVOID FURTHER DISCIPLANARY ACTION IS:
$Action$

Should you fail to comply with the above or commit a further offence, further disciplinary action may be taken. If you wish to do so,
you must submit a letter outlining the reasons for requesting an appeal within 2 days of receiving this letter.

$issuedByd

Name of person issuing warning letter

Signature Date

Signature of employee acknowledging receipt of this notice Date
Or signed by two witnesses who have been given to the stated employee should the staff member refuse to sign this notice.

Witness 1: Date:

Witness 2: Date:

© 2021 4POS Software
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6.5 4PAY Leave Form
|

LEAVE APPLICATION FORM

EMPLOYEE MAME: $Name$
DATE STARTED WITH COMPUPOS: $DateEmployed$
Mo. OF DAYS ALREADY TAKEM : $DaysAlreadTaken$

Mo OF DAYS REQUIRED FROM TO

REASON FOR LEAVE :

SICK

ANNUAL

OTHER

IF OTHER - SPECIFY

Signed by Employee

Date

7 4PAY Period End

Reports  Utilities  Period End  Help
Run Period End

Application Suite

Approved

Date
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4PAY 4 Clever Dummies

Period End Process

O Monthly

@ Weekly
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Endnotes 2... (after index)
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