KAZLIPA Payroll Introduction
a) Overview
KAZLIPA is a full feature payroll system with full capabilities. It has a comprehensive employee master table that maintains information sufficient to handle almost any payroll processing requirements. A comprehensive history of earnings, benefits, deductions, taxes and hours worked is maintained for every employee. 

L’Établi is a complete human resources programme that is an essential companion to the personnel department. L’Établi and KAZLIPA share the same database and can be complimentary to each other; however the systems are independent of each other. 

Reports can be exported to Ms Word, Ms Excel, rich text and Acrobat PF formats that you can save and/or analyse later. Data can be exported to excel and you can develop your queries to export the way you want

Employee information

With just minimal information, new employees can be setup and ready to be paid. Additional information, when available, can be added to the master table easily and merged with previous data. The system allows only unique employee number and it is impossible to have duplicates.

Employee lookups 

A simple multifaceted employee lookup is available on all screens and locating employees can be done by partial first or last names, employee type, company or location. This lookup is used in the master table as well as during payroll input.

Multiple pay transactions by employee 

An unlimited number of pay earnings, deductions, taxes and other rates can be maintained for each employee. This is important if you have employees who work at different jobs with different rates of pay.

Historical Data

Historical data is recorded up to the capacity of your computers and the rest can be archived in MS Excel Formats.

Payroll Data Input

Import data from a time and attendance system – KAZLIPA can accept payroll input from any time clock or time keeping system that produces an interface.

Import data in Excel® format 

KAZLIPA can import data entered into an Excel® worksheet. Use this feature to import hours, pay transactions, mass basic increments.

Trial Payroll

You have the ability to ask “what if” by running a trial payroll for an employee, pay group or the whole company.  You can view trial payslips and reports and correct if necessary before running the final payroll.

Payroll Processing

Process payroll on your schedule – Since you control the payroll process, you process payroll at any time at your convenience. You can process one employee, pay group or single companies. Each pay group can be weekly, biweekly, monthly or any frequency you choose.

b) Employee Information
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The information below is captured:

Names and official identification

The purpose is to describe employee official, preferred names, titles, initials and the unique staff number. It also describes employing organisation, base country, nationalities, office working area, telephone numbers and the network user to be used in logging in and self service.

Personal Details

The following are some of the information captured.

· Date and place of birth, gender, blood group and other similar information.
· Marital status and date of marriage if married

· Public or national identification number used for identification in public and legal offices. 

· Official badge number, social security, tax and hospital card numbers

· Union name if union member

· And other official classifications

Employee addresses

Address records are used to provide postal details to the employees in whichever environment that is possible. The environment can be home, regional, on assignment or on official visits. The addresses can be entered by the employee on self service.

Education

Records academic achievement of the employee and can be entered by the employee in self service. 

Languages

Records languages used or that can be used by the employee

Family Details

Records relatives, close friends and dependants and can been done by the individual in self service. 

Emergency Contacts

This records external contacts that can be communicated to in case of emergencies. 

Next of Kin

This records family members or kin who are to benefit from the employee estate or pension funds in case of death while in active service. 

Previous employment

This records employment history before joining the organisation. The information is used in generating the curriculum vitae.
Passport

Passport details are used to record travelling details and immigration details for expatriate staff that are on permanent employment with the organisation. 

c) Job & Assignment
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An assignment is an employee's place within the organization.  Each employee must have an assignment or task description within the organisation. The assignments must be related to a defined job position. The job position describes the establishment work structure and details the projected tasks and responsibilities.  

Employees can also be on a short assignment to another organization within the group. There are no job positions for short assignments as they are taken as short projects or amplification action of an actual assignment with the hosting company. 

Employee’s assignment history is kept as one moves and progresses within the organization.

d) Pay Setup
Employee salary behaviour is defined and the various methods available that affect how the employee gets paid are recorded. Information collected includes but not limited to the following:-

· Pay Group to control the frequency and the tax tables to be used.
· Salary Group to control salary scales for hourly employee.
· Effective date of the salary.
· Date to stop paying.
· Whether salaried, salary group scales or purely hour rate.
· Standard Basic salary for salaried.
· Tax Relief amount - or Tax Relief group.
· Pension Providers.
· Payroll supervisor to approve timesheets.
· Payment method Cash, Cheque, Bank or Combination.
· Cost Account. 

· Pay company and location.
· Bank to pay to.
· Bank account number and Bank account name.
· Payment by Bank or Percentage paid by bank and Percentage paid in cash.
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The pay setup represents a permanent record for the employee. The basic salary is only for the salaried employees. The recurring pay transactions such as additional earning, deductions, taxes and benefits are entered individually or for the pay group. Tax relief can be defined globally at pay company level or by a tax relief table or individually for each employee.

e) Reporting
KAZLIPA provides many standard payroll reports which are developed using crystal report writer. You can add your own crystal reports or you can request for a customized report that be sent over the mail or other electronic methods. Reports are grouped into standard and employee reports. 

There are four basic reporting methods of extracting data.

· Standard and employee centric reports.

· Pre-determined query views.

· Query templates wizards.
· Independent query files.
Standard reports view is a user customizable tree view of reports that select data as instructed within the report. There is no limit to the number of report categories and elements that can be defined and it depends on the user.

Employee centric reports view shows reports on a selected employee. Payslips are an example of reports that can be selected among others. Below is an example on what can be setup.
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Pay Transactions
Trial Payslip
Trial Summary

= Current Pay Details
KRA Tax Card
Loan Statement By Year
Loans in Progress
Pay Slip
Pay Slip - Type 5 Envelop
Pay Slip with Logo
Payroll Details
Set-up Details
Summary History

= Historical Pay Details
Previous Years KRA Tax Card
Previous Years Pay Summary
Previous Years Payslip
Previous Years Payslip type 6
Salary History

= General Details
Current Assignment
Curriculum vitae
Personnel Master Data





f) Requirements

KAZLIPA operates in a client/server environment. The client is the front office or the user desktop and the back office is either an oracle or Ms Access compatible database. The oracle database is robust and needs to run from a server whereas MS access compatible is to be used for small establishment where less than 10 users will be concurrently connected.

g) Front Office/User Requirement

Basic requirements: Microsoft Windows 2000/XP/Vista and above and Pentium 4 (or above) with minimum of 512 MB RAM (memory) and at least 40GB hard disk. Higher specifications are better as they will be performance positive.

h) Back Office

Oracle

Only oracle 8i/9i/10g/Free Oracle Express/11g and later are supported and should be installed in a Pentium 4 or above with a memory of 1G or above and at least 80GB hard disk or above. Disk space should be determined by the number of applications that may be in the server.

Ms Access Compatible

Ms Access compatible is a flat file database and can be placed in any server taking into account of available disk space for current and future growth. 

Microsoft Access should not be installed in user personal computer as KAZLIPA manages this database.

i) Security
KAZLIPA can work with the security disabled and it means everybody can access to all functions however it is strongly recommended that the security is always activated and only the administrator or an external super user is given the facility of changing it. Users are allocated to a role groups which controls what they can access or do.
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